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FOREWORD

Creating A Career is an instructional program in vocational N
guidag;g; devéloped for use in adult basic education and retraining -
programé. As a curriculum-based program, it was designed to
provide activities for young adults in the areas of self-assessment,
learning about the world Qf work, making personal career plans,,
and developing. job search skills. .

This Instructor's Manual is a quide to objectives, activities,
_and iinstructional methods. The manual is accompanied by a.Student's
Book and various- éther multi-media materials_produced and selected.
for fhe program, . T

<

The Creating A Career program was developed by Glen Tippett,
James WilTiams and Naida Waite. Appreciation i$ due the Prince
Albert Regional Community College for allowing the Training .
Research and Developiment Station to make a trial use of the
program in two classes in November and December, 1973.
Sharon Curniski, Paulette Olexyn, Sandra Berezowski and
Ruth Rohovich typed many drafts and contributed to planning the -
~ format. Staff of the Audio-Visual Technology Unit, Robert Barkman
- and Stanley Reid, under the direction of Ross Ingroville and assisted -
- by Walter Byrt and Larry Zadvorny, made: the film, designed the book
covers and did ‘the art work for the cartoons, the numerous forms
and the overhead projectuals. :

-

_ The Training Research and Development Station was established
in 1972 to develop new methods of counselling and training adults. .
i

Vernon Mullen, Chief
Adult Development Division
Training Research and ;
Development Station - I
: ]

]
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May, 1974
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INTRODUCT JON

Over a quarter of a million young Canadians leave school and
enter the labour force each year. Among this group are many who -have
fow -marketable skills, many who have poorly formulated career plans
and many who lack the ability to conduct even a basic job search.” A
propensity for unemployment is therefore high among these new entrants

.to the labour force. .

InAhe plight of the unemployed we can often observe the phenomenon
of "isarned helplessness.” Subjected to repeated failures whilé seeking
4 job, the individual develops a negative concept of his own worth and
of his ability to find and hold a job. Such a seif-view affects his
behaviour and the presentation of himself in a job search situation,

practically guaranteeing further failure and reinforcing his negative

self-concept. He is pushed, often unwillingly, into a position of re-
quiring social assistance during periods of unemployment, or of seeking
and accepting jobs which are inconsistent with his interests and_abilitjes.

Creating a Career therefore aims at reversing this pr@cess by focus-

- ing on the knowledge, skills and attitudes which, if developed or stimulated

positively, will enable the individual to assess his interests and abili-
ties, relate them to appropriate roles in the world of work, make personal
career decisiong, and carry out a successful job search.

‘The two main ob&ectivés of the Creathng a Career program are that
students will: ’

1. Prepare a realistic plan to achfeve an appropriate
occupational goal. - ‘

2. Demonét}ate appropriate job searcﬁ and job application
. techniques and the ability to function within employer
expectations. -

To reach these objectives, the program provides learning activities

in the four main content areas of self-development, decision-making,
Jearning about the world of work, and job search skills.

H



Organization of the Program
‘. . ' &

Creating a Career consists of nine topics, each cumulatively
1éading toward the established objectives. In turn, each of the topics
is sub-divided into one or more unifs, and each-unit contains one or -
more exercises. The Content Chart on'page iii 'shows the titles of the
topics and each of the units within them.

= The course requires between 4D and 50 classroom hours of instruction

. and individual work. It can be pre:ented as’'a continuous program of about
two weeks or as one course among others in basic education or skill train-
ing. Since sections, of ‘the program are designed to stand alone in rela-
tion to the others, the program can also be presented in whole or in pars.
For example; the job search topics {VI-IX) could be used separately.
Particular groups or individuals also may require more emphasis on one
part than another. ' :

The Leérnfng Process

4

Creating_a Career is a curriculum-based program designed for class-

room use with a group of twelve to fifteen students. As a general
strategy, the instructor makes-a “"how to" presentation at the beginning
of each exercise, followed by individual activities in which students
apply the methods learned in the group to their own particular situations.
For example, in Topic VII the instructor demonstrates how to fill in
appiication forms; then the students complete several examples using

* their own information on the forms. In an early trial of the program,

useful peer assistance was observed, and individual work outside the

class as well as class discussions also proved effective and appropriate,

Even though specific methods are suggested for presenting the acti-
vities of each exercise, instructors who can do so are encouraged to use
their own preferred technigues, or devise new ones, to suit particular
activities, particutar students, or different class 'evels and situations.
The various components of the program have been developed or selected to
support an eclectic approach.

The program can therefore be viewed as an instructional system or
framework for a curricular approach to vocational guidance, characterized
by clearly stated objectives, possible alternative methods of achieving
these objectives, and methods of evaluating student progress and program
effectiveness. - The program design allows also for adaptations to facili-
| tate installation and continuation in & variety of institutions and for
) a variety of student groups. "’

Because instructors may not have specialized training in vocational -
guidance, components have been developed and activities explained in detail;
this manual should serve as a desk quide at all times. The instructor is

3
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cautfoned, however, that Creati ' a_Caredr is an instructional program
which concentrates on knowleda@, skills and att)tudes basic to occupa-~
tional choice-and a job search. The program does not claim to be a

.method of counselling for other personal, family or emotional problems,

nor is it appropriate to consider it that way.

In this Instructor's Manual the learning activities, along with
ihe resources required, are summarized on the first page of each unit
after the unit objectives. The detailed steps for each exercite follow,
and copies of all projectuals, tape scripts, farms from the Student's
Book, charts, role-play instructions and notes on the concepts_ to
presented are provided for quick reference. .

The Student's Book is a principal component. Students will use it
as a text-workbook in which to review facts, compile information and
write exercises. The book is intended to serve each student as a resource
for later use in making and carrying out career plans. ‘In its completed
form it will therefore become a catalogue of personal information. The
instructor should ensure that a student's desire to keep his compiled
information confidential be respected, )

\.

L)

Comppnents of the Program

1

o .

The books, kits, films, tapes, projectuals and tests used in the

Creating a_Career program are described here: S

1. Instructor's Manual - (This book) One copy is required for each
instructor. It should be used continuously as a reference to
objectives, resources and instroctional strategies.

" 2. Student's Book - This student's text-workbook is correlated with

the Tnstructor's manual. In addition to having space for recording
persoric.] information and other student responses on the various
forms, some textual information is provided in the form of intro-

- ductory statements and explanations for exercises, and pertinent . _
information, tables and charts. The book is consumable. FEach
student is given a copy at the beginning of the course, and he
should keep it for future reference after the course is finished,

3. Role-Play Situations - This is a bound set of each of the twelve
role-play situations which are described in Unit 2 of Topic III.
Eight copies of each of the Questioner's Fact Sheets and the
Responder's Fact Sheets where applicable are bound together for
tear-out use as required in the exercises. The students should not

be exposed to the roie-play situations before they are used in class.

For further instructions see Topic III, Unit 2, Exercises 2, 3 and 4.
One gggy of the bound set is required for each class. It is con-
sumable, ' :
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4. _ Listening Techniques (Video-tape). This video-tape in 1/2 {nch
bTack aﬁg Gﬁ%te.gormat is apgroximately 18 minutes long.- It is
used in Unit 1 of Topic 11 to demonstrate the attending behaviors
and other 1istening techniques. (See the script in Topic II, Unit 1,
Exercise 1). The settings for the scenes are job interviews. These
‘settings allow the tape to be used in Topic IX also when job inter-
views are being covéred. One copy -is required.

5. Listenina Practice (Audio-tape). This is a Cassglte tape, suitable
For use on any cassette-type tape recorcer or pla ck;aniﬁ; t

© contains 20 short speeches. (See the script in Topic I} .
L fxercise 1). The students listen to them and then answer compre- :
S hension-type questions. Side 2 of the tape contains a correction
o sequence which is played while correcting and discussing the students'
e ’ responses. copy is required.

6. uestion/Answer Models 1 and 2 (Audio-tape). This is a cassette tape
suitable for use in any cassette-type recorder or playback untit,
Side 1 contains Question/Answer Model #1 for use in Topic 11, Unit 1,
_ Exercise 2, and Side 2 contains Question/Answer Model #2 for use in
Exercise 3 of the same unit. For each exerc¥se, students listen to
e the tape and evaluate the questioning behavior demonstrated. One
copy of the tape is required. ' . .
7.  Job Interviews (Audio-tape). This is a cassette tape suitable for
use in any cassette-type tape recorder. or playback unit. It contains
three job interviews featuring good and bad techniques and a summative
statement by the interviewer. It is used in Unit ] of Topic IX.
One copy is required.

8. Overhead Projectudl Sets - ngse are prepared sets of projectuals
Tor use on any standard overhbad projector, They are framed and
ready for use. One complete set is required. Reduced copies of
each projectual are shown in this manual at ‘the proper point of use.
The chart below shows the details of the sets. *

Number of Projectuals

Topic/Unit . Name of the Set in the Set .
! I1 2 Questions for Listening Practice 10
\ v i Role Analysis Chart i
Iv 2 Recision-Making Strategy ]
.V 1 Interests 2
y 1 ‘- Interpreting the OVIS 16
) ] Temperaments 2
V. 1, Physical Activities 2
V 1 Environmental Conditions 2
vV 1 Aptitudes 16
v 1 Education and Training 3
v 1 Setting Criteria 7




- ' Number of Projectuals
quic/Unit . Name of the Set in" the Set

g:tt::paml mngl g;;atiohs

ea ngs

Job 6penings :

Employment Advertisements

Job Opportunities

Application for Employment Form

<
o ]
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9. Standard Tests - Two standard tests are recommended for use in the
- self-assessment and occupational exploration exercises in Topic V.
These are the General Aptitude Test Battery (GATB) and the Ohio
Vocational Interest Survey (OVIS). With respect tg the GATB, uniess
the school or college has a trained and qualified person to administer
and score the test battery, ‘arrangements should be made with a
suitable per.: or'the local Canada Manpower Centre to have this done.
.The test administration time is about 2 1/2 fo 3 hours. Candidates
should be in good health and well rested for the test, If eye glasses
. are used by the candidate, they should be worn. Arrangements should
a be made for the candidates tn take the test so that results are
o available prior to beginning Topic V. The resuits will be produced
< in raw scores. These can be recorded and the aptitude levels found
' by using the table in the Student's Book. The recommended supplies

¢ are three sections of the Manual for the General Aptitude Test Battery.
The sections are published separately as follows:

~ ‘ Section 1. Administration and Scoring, contains the procedures for
oo administration and scoring of the EI%%. and conversion of the raw
test scores to aptitude scores.” Separate editions of Section I are .
published for B-1001 (the mark-in-booklet version) and B-1002 (separate
answer sheet version);f 8-1002 is the one in common use.

Section I1I. Norms, Occg%ationai %gtitude Pattern Strﬁgture. shows
the GATE occupational aptitude pattern structure s used for-
counselling purposes. GATB norms for adults afd 10th and 9th graders
are shown for occupational families, .

ection 1V, Norms, Specific Occupations, contains GATB aptitude test
orms used for seiec%ion for specific occupations, Also includes
alphabetical and industrial indices of the many occupations for which
norms have been developed. .

The Chio Vocational Interest Survey (OVIS) can be administered by
the instructor or counsellor. This is’a machine-scored test, processed
by the publishing company. It requires about ten days from the date of
testing to have the seport folders returned. Testing time Js about 60-95

-+ minutes. The following supplies are needed for a class: J+ ° '

/
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OVIS Manual for Interpreting . 1 copy : v -
0viS Guide to Career Exploration 1 copy S
OvViS Student Booklets 1 pkg.~of 35 \
OWS ODirections for Administering (included in package )
_ ' with student booklets)
OVIS MRC Answer Sheets 1 pkg. of 35 (this
packaag also includes
s order forms for scoring
service) . -

&

- The instructor should be thoroughly familiar with the administrative
" - procedures and the interpreting procedures for the survey. This inforpa-
tion can be found in the materials listed. . :

10.  The fNccupational Information System ) L, .

The components of the system are”described here toqetﬁér_to~show
their relation to each other and their apnlication. The following chart

show§ the system as’ a whole: ' : .
. »
OCCUPATIONAL INFORMATION SYSTEM v
ALCESS N INFORMATION |
Yariables . Components. . : Tyne Ccmponents ‘
PERSONAL | " TTTR00KS
. DESCRIPTNRS . -, —— N . ( 80(?
interests —— KEYSORT | e “§ " Print kIt
Temperaments 1 CARDS - we S
GED , . | PAMPHLETS
SVP ’ ' N g \ ‘ ~ v L
eld. ‘ ) TEST‘ ) . . ' ﬂﬂ‘mGRAﬂLS
STAYORSD 'Y} INTERPRETAT 10N ) 2 Bic.
(GATB etc.) ] J -, JVIDES I ’
- . AND_ INDEXES 2 .
OCCUPAT JONAL . = v , :
GROUP : . _ " _
DESCRIPTORS GROUP coo 21 e Frm
{(fducation, - INDEXES ONIT & . .
Agriculture., e, i, (Hon-Print 3 raegs
Medical, Industry ‘ GROUPS & .
etc. ) R g etc.
: -
Iy - .
-~ * -
bt T~
SPECIFIC . s
OCCUPATIONS ' : .
" Teacher ' 0CCUPATIONAL |y - Other  |EXPERIENQ
~ Plumber ' INDEX , 3 (mploger
. Typist (Alpha) - . Based)
etc. .

~”

vii
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¢ The system is designed on the assumotion that (1) there must be
a systématic base or structure which is comprehensive epough to include
*all the required elements; {2) it must be open ended to allow for addi-
tional information to be 'selected and included, and-it must have-the
capacity to include all types of media and experience; (3) it must
facilitate access on the main.-variables of personal. characteristics, . a
occupationat group descriptors and specific occupations. :

On these criterja, the basit structure used in the system is that

of the Canadian Classification and Dictionary of Occupatiors (CCDO).
... In particular, the 'Tinkage unit between the access. process and information
. is the CCDO Unit Group. Unit groups' are relatively small and homogenous
groups of occupations which are identified in the structure by a four
digit code. Further explanation of ‘the classificationsean be found in
the indroductory pages of the CCDO,.Volume 1. In ad#ition, the structurd
has.utility: in determining access variablas and occupational reqlirements
through the Qualifications Profiles used in the CCDO, Volume 2. These
form the basis of the™elf-assessment techniques.

The "access" side of the system provides the three routes. {On the
Personal Descriptors variables, access can be gained via interests, -

. temperaments, aptitudes, physical actiyities,, environmental conditions,
education ard training factors. The component used in this routg is the
Exploring Occupations Kit (Keysort cards). In addition, guides and
manuals to the %Kfﬁ-ana OVIS cah be used to identify unit groups and \
specific’occupations which are associated with each of aptitudes and
interests. This route is most appropriate for a person who wishes to

- identify occupations with qualifications requirements suited to his own |
: ~ personal characteristics, e.
1 The Occupational Group Descriptors route enables identification of
.occuypations in broad industries such as agriculture, medicine, education,
. etc., The Industry Index is included in the CCDO Volume I and 1is also’
- bound sepavately for-ease of use.. The Industry Index is the only group
3ndex available at this time. . :

! The - third route, through Specific Occupations, is for those who
ish to explore an occupation by name or base title. They can access
. directly by the name through the Alphabetical Index. This findex is
found in the CCDO Volume I and is bound separately also.

~ Through ‘one or more of these routes, and by using the access, compo-

nents, a person can identify the CCDO&nit Group number associated with
- the access descriptor. On the information side of the system, th

Occupational Reference Index is used to identify the book, kit, pamphlet,
etc., which contains the information required. The index is based in
the Unit Group structure by number and name, with available materials
referenced to these numbers and names. Materials used are simply coded
with the ‘Urit Group number to be identified in the system. :

viii
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. Components used as a core set oﬁ‘décupapignal information materials .

‘ are: . .
SRA Occupational Exploration Kit ; | S .
. 6.C. Dccupational gg?ormatfon_ﬁono raphs , '
Canadian E%ass???ca??on and. D:.tionary o cupations . -
5 Volume 1 and Volume T, . Co
- Exploring Occupations Kit (KeySort Cards) N . ;o
1. Equipment L | ’
. a. The classroom. The program should be condiucted in a class-~
- - . room of suitable size for a group of 12-15 students.
a Moveable tables and chairs are recommended to facilitate

grouping studénts for full class presentation, round table.
discussion, small groups and pairs. 'Extra tables are re- .
commended for display and use of the kits and other
materials. . ' _ '

b. Audio-Visual Equipment. Each class should have an overhead
' projector; a video-tape recorder or playback upit (1/2 inch,
" reel to reea)‘and a monitor television set; a cassette audio-
- tape recorder suitable for group lisiening; a screen (or
~ suitable wall); and a chalk board or flip chart.

"-Q&' . ’ .‘-ﬁ
Implementing the Program

1. Scheduling: The estimated time for the program is from 40-50 hours.
.I? the program is conducted on a full-time basis, about two weeks -
of training time will be required. The following chart shows suggested

- times, based on a five-hour day, for each topic. :

’

Topic I 1/2 day-

Topic 11 1/2 day .
Q © Topic I 1 day
Topic IV ] day
: Topic V' .. 4 days
- Topic VI 1/2 day
Topic VII 1/2 day
. ~ Topic VIII ' 1/2 day
B Topic IX 1 day

[ 4 -* «
TOTAL 9 1/2 days .

~

Y

An extra half-day is estimated for administrative_purposes.




<

. Acquiring Materials: A1l materials (see Components of the Program
- Tisted agavei shouTd be on hand for the first day of the course.

In addition to those listed, newspapers, telephone books, employ-

.ment brochures, training institution calendars, and other relevant

guidance materials should be collected and placed in the classroom.

Arranging for Standard Tests: Arrangements should be made to have
both the GATB and the OVIS administered to the students prior to.
the scheduled starting date of the course. The OVIS.should pe given

at least tengdays before the starting date to time for the
reports to be returned from the scoring servi "GATB can be

scored locally and may not need so much adva

-
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EXPLORING PERSONAL ROLES

OBJECTIVES

Students identify roles in their lives and begin to evaluate their
behaviour in relation to these roles. Experiences are inciuded to serve as
an orientation to the course. $pecifically, the student will: =~

&

1. .Develop a personal profilé Qf his roles and the way he spends his timé

and money;
}

2. I&éﬁtify the geneﬁal objectives, content and general methdds of Creat- .
- ing AlCareer and relaté these to his expectations. . ’

LR
. -

OVERVIEW

The topic contains.exercises in which the student begins to think about
himself by examining the roles that he plays and ‘relating them to his behav-
fours. The topic introdﬂce§ the students to each:aother, to the instructor,
and to the course. The instructor should use this opportunity to .involve
each student personally in the class actiwity, not allowing any student to
remain as an -observer. There is only one unit in the topic: . ’

Unit 1"~ Identifying Roles begins with an exercise Ten-Persons I Am,

‘ -which serves as a vehicle te help the students introduce
themselves and to identify roles in their lives which wili
pecome a basis for a personal profile. The exertise provides
the means for the student to express himself and his seif
values and to introduce himself to a new group. The second
exercise helps the students begin to see discrepancies between
their roles and their behaviours. This part of the topic
should be individualized and remain the private property of
each student. The last exercise provides an orientation: to
the content and methods used in Creating A Career.

EVALUATION :

The form should be completed, and students should be able to speak
about the "ten persons” they have listed. Students should be able to state
their expectations of the experiences on the course in terms of stated
objectives, content and methodology. -
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UNIT |: oentieving roLes ¢,

..

OBJECTIVES - -

Ay

+

" 1. Develon a peisonal nrofilé of roles and relate these roles to behaviours
in spending time and money; - _

2. State the content and approach to each topic as realistic expectations
of wnat is to be experienced and accomplished during the course.

LEARNING ACTIVITIES

1.  Exercise 1. . Generate the list "Ten Persons I Am" and rank them from
most important to least important. Introduce the "ten nersons' to the
group and explain the reason for their order. .

‘Student's Book: Relating Behaviours To Roles

2. Exercise 2. _Generate t Tists "Ten Ways I Spend My Money" and “Ten
ways I Spend My Time™ Rank the 1ists in order of amount of money ‘and
time expended on each in the last month and record them. Then relate

behaviours to roles and study their relationshios.

. &
. Studenth Book: Relating Behaviours To Roles

3. Exercise 3. Discuss the content‘and methods used in the whole course,
Creating A Career. : :

Student's Book: OQverview 0f Creating A Career

B

e




" EXERCISE 1. > Ten Persons I Am

L3

= 1. The instructor first explains that the exercise will help each Stu-
AR dent to answer the question "Who Am 12", He should explain that all
‘ . - people fi11 several roles as they pursue the activities of their
) everyday lives. A man might be employed in a garage: to the owner
he is an employée, to another employee he may be the foreman; at home
he ‘is the husband and father; his friends see him one way, work
associates yet another. The students are to develop a 1ist of the
different roles they fill in their daily Yives. They can refer to
Topic 1 cover ih their textbooks for suggestions.

.. ' 2. Each student is given ten small-cards or tears a sheet of paper into *vy
- ~ ~ ten pieces about the same size and then writes on each a role he con-
- siders important. in ht;zTT?é. in-the form, "I am a “. .

2

- 3, Each student examines the ten sheets on which is 1isted oné of the

{ persons he has identified as one of his rol , asking which one would

: cause the least disturbance if he removed it from his Jife. The slip

. of paper is to be-placed face up.on the table or désk before him, :

. From the remaining nine he is to make the same choice and place this

- si{p on top of the other and so on until he has the role which is most
important to him on top. The instructor should also do’ the exercise
with the students. ' - .

4. when all students have ranked their roles, the instructor asks them
o to form a close circle.. The instructor will model the behaviour de-
A oo sired from each student by reading the first role he himself dis-
‘ carded, explaining to the group why it was f.rst discarded, then moving
. to the next, stating why it is where it is and so on yntil all ten
T roles have been exposed and explained. The instructor should display
N a feeling of trust and emphasize the importance of each role to him,
He should display real concern for the roles in his life and the order
in which he ranked them, thus helping the students to follow his ex-

ample.

5. Each student in turn explains his series of roles from Jeast to most
important as the instructor has modelled. |

During the exercise, the instructor should draw attention to feelings
about the stated roles, about involvement, about concern for the
right answers, about making choices, and about what has happened in
the group. He should support those students who hesitate to read
their “Ten Pensons® or who have 1ittle to say about their feelings
when they do read their slips. He might say something Tike, "We
would 1ike to meet the persons you are. Remember, we will not judge
the persons you describe and the order you place them in. Your list
may help others to find assumptions they make about themselves."”

2
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6. After each person has introduced the ten persons in his life, he should
1ist them, placing the most important one at the top, on the form,
*Relating Behaviours To Roles. (Student forms are in their book.)

- The lists are to aid the <tudents in understanding relationships in
their own 1ives, and how these help or hinder in attaining their goals. For
this reason, each student should be encouraged to make final changes in his
1ist which will make it more useful or accurate, by changing the order, add-
in? new roles, or rewording them if they wish to do so. The finalized lists
| :; : h$lp them to identify some of the stréngths and inconsistencies in
- eir lives. : . : . .

. ‘ - *
EXERCISE 2. COMPARISON OF ROLES AND BEHAVIQURS

b

§

1. Each student will need two sheets of notebook paper or two sets of ten
small cards. At the top of one he writes, "Ten Ways I Spend My Time"
and on the other, “Ten Ways I Spend My Money". These 1iSts can be
made at the same time, as working on one reminds the person of answers
to the other. The list should reflect the person as he usually uses
time and money. If he is workin? toward a goal in his studies, school
might -be a very important expenditure of both. The students should be
told they will not have to tell others of the behaviour they record.

4 2. After their lists are completed, al] students should rank them, from
- one to ten, not by their importance to the individual, but by how much
time or money was spent on them during the last month.

® 3. .On the form, Relating Behaviours To Roles, each student writes in the
second column the nugﬁer of each way he spends his time in support of
that. role. Some behaviours support no roles and should be recorded at
the bottoﬁf;f the form opposite the heading “Supports No Roles”.

4. In the same way, each student fills in the third column with ways he
spends  his money in support of each role and at the bottom if no role
is supported,

5. The students then study the relationship between their listed roles and
- the ways they spend their time and money to note if the roles they
» 1istéd as most important in their 1ives are supported by time and
money. They may note inconsistencies and make comments 1ike, "It means
I have some wrong views of myself; I might have to change some of my
behaviours; I have learned some things I did not know; the exercise
took me by surprise." They should be congratulated and asked to con-
sider ways of changing their behaviours to fit the roles that they
consider important. Some students may want to change their rank
ordering of "persons they are” as a result of the exercise. There is
an extra copy of the form in their books for this purpose.

o~

Q
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. 6. If the students want to discuss their reactions to the exercise with

' the instructor and the gwou*iothey should be allowed to do so. However,
. no student should be forced express his feelings about his own roles
J and behaviours if he does not want to. ,

EXERCISE 3. ORIENTATION TO CREATING A CAREER

A

-~ . The exercises just completed serve as "ice breakers" and students will
‘have many questions as to‘what is coming in later topics. -

This is a good point for the instructor to spend some time orienting

‘students to the whole course. The overview sections at the beginning of
each topic can provide the instructor with a complete picture of the course.,
Use the .Content Chart in the introductions of both-the instructor's and
student's book to give the students an overview of all the fopics and units.
Relate the roles explored in Topic I with goal-setting in Topic-IV and
choosing an occupation in Topic V. Show how listening and questioning
skills from Topics Il and IIl prepare students for gaining information about
jobs in Topi¢ VI and in interviews in Topic IX. Discuss in a general way
the kinds.of gartigigation that will be exgected from the students during
the course in role-playing, making personal profiles in preparation for an
occupational choice, filling in practice application forms, and so on. Al
of these discussions should be directed toward identification of and some

understanding of what the main outcomes of the course will be.

Aruitoxt provided by Eic:
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WAYS I SPEND
MY TIME WHICH
SUPPORT EACH ROLE

RELATING BEHAVIOURS TO ROLES

WAYS 1 SPEND
MY MONEY WHICH
SUPPORT EACH ROLE

SUPPORTS NO ROLES
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" LISTENING FOR UNDERSTANDING
St s Lo :
OBJECTNES .
Students wif\ learn. to listen effectively by aﬂplying proper attending
behaviours. and using food listening comprehension skills Specifically.
. the student will: °
1.. Identify good listening and interview behaviours modelled in a film;y

';; . 2. Practise geod listening techniques in a listening comprehension
o . practice exercise.

4 -

<

. ~

OVERVIEW

This topic contains models and activities designed to help the students
e ‘ understand and develop listening skills. These listening skills will be '
o . used to support the questioning skills of the next topic and will apply
: directly to the collection of information about jobs and job interviews.
~Much of the practice for the listening skills will be provided in the next- .
topic as students practice the questioning techniques. in which the ability
to Tisten supports-the questioning process. .

qut 1 - Listening Techniques is a film which demonstrates good and
bad etfegaing eﬁﬁ interview behaviours.

Unit 2 - Listening Practice i1s a taped exercise which gives students
an opportunity to develop and test their listening skiils.

EVALUATION -

®n

. s |
Students discuss the_ film Listening Techniques and evaluate their own®
written exercise in Listening Practice. ' ‘

&
.

ERk(I
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UNIT | ¢ LISTenING TECHNIQUES ! ' A
OBJECTIVES . Lo ‘ C
¢ ¢ . : . . . ‘
1. ldentify the attending behaviours. which 1isteners can use to help the
{ speaker; | _ . S \
2.- 1dentify the aftendiag behaviours wM.ch listeners can us 'to'i rove "’
o .. their listening effectiveness. . , f e o
. ’ =§ .. . ) : . . - - { “
- ’ | ) ’ . \ <
. LEARNING ACTMVITIES :
1.  Exercise 1. Use the film, Listening Techniques, to demonstraté models:
of the attending behaviours used in Interview s{tuations. Discuss the ~
" behaviours with réspect ta their effect on the participants in the
interviews. . L
’ : : L
, Student's Book : gﬁ%:we Listen ‘
Sore TonvEs Aol Deve 0f 1 '
.y . n_ts / s Of Listening -
" <
] “ . :
EXERCISE 1, ° THE FILM, “LISTENING TECHNIQUES"
" : L)
“The fiim "‘Listening Tectmi;:ues“ displays a number of attending . .
behaviours in interview situations. In Summary the attending behaviour
can be described as follows: v
1. Using Eye Contact. }Ms is Tooking directly at the other person
when he 15 speaking. Eye coftact means cbserving the speaker’s
‘ \?c{al expressions, gestures and the expression of his eyes, with-
ut’‘staring or making him feel uneasy. It also involves breaking
' eye contact in a natural way while still paying attention
2. %rbﬁ Following. This means saying things to‘ the speaker which show
at you are foilowing him, that you understand, or that you want\gim
td repeat something. This can be done by actually rEPeating the
personi's words back to him or by using phrases 1ike, "I understand”,
- "0f course", "No, of course not", "Yes", and others.
% o - '
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Bodvy Following. Th)s maans using your body postures and gestures
to show that vou are paying attention and that you understand. : e
Swmp1v.nod¢ina as a speaker speaks is a common body-following . & ~ .
behaviour. Other ‘examples’ are frowhing, smiling, shakan your .
head and facing him whiie he is speakwng A

Responsible Reflection, Tnis means using' your f01!0w1ng skills
to’ commuhicate vour true thouqhts and feeIings, not indicating
understand1ng when yeou don't understand or 'ves' when you mean

- 'no'.t It also means that you let a speaker finish what he has . o
40 say and that‘ycu think about it before you respond. . o)

«

5. ;‘Qplaxed Appearance. By being 'relaxed, you will-help the speaker B
relax, ang bettdr communication will take place. A person.who is

,fadqetan. smoothing hair, sremoving and replacing glasses, chewing T

aeanls and doiqg other swmi]ar actions does nqt help a speaker )
to relex , 3 \ St

7 s
The narY tzr wil point out’ these behaviours, or the lack of them,

# during and a¥,the end of the fx]m

3.

The steps for using the film are: -
™ .
e students.read the sections in their books in Topic I, Umit 1 o
eptitled Why We Listen, Attending B€hayiours, and some Don'ts

and Do's of Listening. = 7

Look at -the whole film and pay particular attention to the words .
of the narrator. o N . Y

! *

Discuss the'attendang behaviours shown or not shown in the dafferent

" interviews and discuss the effect on the participants.

¢

v L r~



NARRATOR:

EMPLOYER:
GIRL:

- EMPLOYER:

GIRL:

EMPLOYER:

GIRL:

'EMPLOYER:

GIRL:

i#

"(video and audio)

SCRIPT OF THE FILM, “LISTENING TECHNIQUES*®

8

RS

Many people seem naturally to be good téikers, but to be a-
good iistener, most of us have to think about it and werk
at it.-

It's important to be'a goéd listener.

Good listening means paying attention to what is being said,

and making sure you understand it. It also means letting
the speaker know that you are paying-attention and under-
standing Tﬁis encourages the speaker.

et\i think first about encouraging the speaker. You are
out to take part in a conversation about working rules
and benefits in a place of business. You will meet a young
lady who is applying for a job. I'l1 ask you to pretend

that you are the employer who is interviewing the young

lady. She will do several things to let you know that she
is following what you say and understanding you. Please
make a short note of each of these things when you observe
it. The interview is in progress..... _

The sgiary is five hyndred dollars a month

(1ooking at camera)
That's about the amount I expected.

It's a monthly salary, but we actuaily pay you twice a
month.

(nods)

Are you interested in group insurance?

What does it cover?

We used to have quite full health coverage, th ndw,the
general health insurance covers everyone. We do have a
group policy that pays for a private hospital room and some

extras 4{//
1 suppose‘l olld decide about that after I begin work.

~



EMPLOYER: -

GIRL:

EMPLOYER:

. NARRATOR:

. EMPLOYER:

GIRL:

EMPLOYER:

GIRL: |

EMPLOYER:

© 18

Any time up to the end of the month. There are rules we’
have to follow to get the low group rate. A new employee who
wants the covérage has to join from the date of employment.
We send in the premiums at the end of each month.. - :

I would let you know before then. 1 suppose you have some
printed information giving more details?, :

'Yes; 1'11 give you a brochure when you come to work.....

(fade out) -
(video and audio)

Here are some of the listening skills you may have noticed.
The young lady made a comment.about the salary. She looked
right at you most of the time. When told the salary would
be paid twice a month, she nodded her head. ‘When” asked
whether she wanted group insurance, she inquired as to what
it would cover. When promising to make a decision she let -
the employer know she understood the deadline was the end

of the mont#. She was very much involved in the conversation:
She evidently knew that listening is an active process.

It looked very easy and natural, didn't it? But let's see
how -that conversation might have gone if the young lady had
not had listening skills. Notice the kind of impression she
makes on you-now.....

Your -work would -be to decide what the dispiays in our three
windows will be each week, getting the merchandise you need
from the departments concerned, and actually dressing the
windows. We can give you a young man from the shipping
department to help you with any heavy articles. Have you
had experience at this kind of work?

2making eye contact) - :

I've always been interested in artistic work. T took
art classes when I was in high school and now I'm taking
a correspondence course in interior Qecorating.

That's interesting. But have you actually had experience
at window dressing? ‘ '

Not really, but it's something I've always thought I'd
1ike to do. :

0f course the displays are related to the season of the
year, and we like to show our newest stock. It means
keeping very closely. in touch with all the departments;
that requires somecne who gets along well with other

people.
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NARRATOR:

cMPLOYER:

GIRL:

EMPLOYER:

GIRL:

EMPLOYER:

GIRL :

EMPLOYER:

GIRL:
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You said something about writing ads, too, didn't yéh?

Yes, we'll come to that in a minutéJ What were some of

your outside activities in school? Do you belong to
any clubs? ..... -

(fade out)

This young lady made eye contact with you, but she didn't
make much mental contact. She was apparently avoiding
the question about .experience in window dressing, but her
réply didn't make a good impression, did it? If she had
said, "No, but I took art classes in school, and (etc.)",
she would have shown she was listening and she still

would have told you about her artistic training. When you.

remarked that the job required the ability to get along -
well with people, she didn't treat it as a question.
Either she wasn't listening carefully, or else she was
again avoiding the topic. Sometimes people fail to hear
what they don't want to hear. Did it occur to you that
our young lady might have been applying for a job for
which she didn't have the advertised qualifications?

Here is another applicant, for a different job.....
The salary is five hundred dollars a month.
(examines fingernails, makes .no sign or comment)
Are you interested in group insurance?

(figd]ing with hair)

1 might be.

Well, we have a group insurance plan. We give a brochure
to every new employee. \

I'11 think about it.

Of course you realize we have quite a few applicahts
to see as a result of our ad in the paper.

(glances at employer in an unhappy way, then returns
attention to her fingernails)

Yes, I suppoée-so.....'

(fade out)



NARRATOR:

EMPLOYER:

YOUNG 'MAN:

EMPLOYER:

YOUNG MAN:

EMPLOYER:
YOUNG MAN:

EMPLOYER:

YOUNG MAN:

NARRATOR:

L Y
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(video and audio)

You must have felt quite differently about that conversation.
There was almost no eye contact, except for that brief un-
happy glance at the last. And that fiddling with her hair -

I'm sure you noticed it. People do that sort of fhing when

they're iN at ease, and it usually makes the other person
i11 at ease too, This young lady was so nervous.and with-
drawn that she seemed almost ill-tempered. Perhaps you
wondered what you had done to frighter her so badly. And
did you notice she didn't get nearly so much information
as the other girl did? But then, she didn't encourage you
to talk, did she? : 9

Here's another applicant. ~Again, we'ﬁe in the middle of 'the
interview..... | . . =

-

This is a bookkeeping job, as'you know. What are your
qua!ificgtions as a bookkeeper? -

(swinging back and forth in swivel chair)

‘1 graduated in bookkeeping from the McCarthy'Business

School two years ago. .

And what have you been doing since then?
(rocking backward and forward in swivel chair)
I've been working- as a bookkeeper for the Martin
Edwards Company. . .

Are you still employed there?

(swingin§ back and forth again)
Yes.

Why do‘you want to change jobs?

(tapping fingers on arm of chain)

I'd 1ike to get into a larger cofpany, where these's
more room for advancement..... ‘

(fade out)

There was some éye contact, but it took much effort when

the applicant was swinging back and forth in that chair.
The answers the young man was giving were.quite suitable,
but his body movements gave every.indication of nervous-
ness. It didn't give you the impression that he had much
self-confidence, did it? :

Let's see what this applispnt will do.....

k]
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EMPLOYER:

YOUNG MAN: -

EMPLOYER:

YOUNG ﬁAN:

EMPLOYER:

YOUNG MAN:

NARRATOR:

How far did you go in school?

(in a low rather monotonous ‘'voice, not looking at the

_ employer)

" I completed high school, and my favourite subjects were
history and literature. [ was a member of the debating
society, and was an honours student. [ was chosen as
the valedictorian in my final year. [ spoke about the
future, and how people graduating at this time must
grenare for change in the years ahead. I've done a '
ot of reading about change. Have you read Toffler's .
book, Future Shock? I got quite a few of my ideas from
that book. 1 suppose your business has had many changes
over the years. .

e

Yes, indewd.. Now, getting back to your education, what
sort of qualifications do yau have for & bookkeeping job?

(in the same voice, not looking at employer)

I took a bookkeeping course at the McCarthy Business
School two years ago, and. since then I have been employed
at the ABC Dairy. I receive. the slips from the delivery
men when they come in from their rounds, and balance

them up with their cash. Sometimes it's after six o'clock
‘when [ finish up, especially when the weather is bad or
there's a holiday coming, when they are later finishing
their rnunds They have eighteen delivery men.....

Let's get back to the bookkeeping course. Did you
finish the course and graduate?

* (same voice, not looking at employer)

No. You see 1 had this chance of a job with the dairy,
s0 ] took it. I've always intended to go back in the
evenings and finish up, but I haven't got around to it
yet..... -

(fade out)

This young man was full of information and didn't know
when to stop giving it., At the last, you had to interrupt
him to get the details you really wanted. "If he had been
watching you, he probably would have noticed that you were
getting impatient. Anotler important part of listening is
to watch for the effect we are having on the other person.
The facial expression of the other person can tell us as
much, sometimes, as words do.

Here is our last applicant..... .
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What is your experience in bookkeeping? ‘

L

(looking at employer, not showing any signs of nervousness)
[ have done bookkeeping in the evenings for a law firm for
the- past two years. : fe

Are you employed during the day?

Yes, 1 work for the collections' department of the Coast-

Jo-Coast Loan Company.

So you're doubly employed as a bookkeeper?

No, my daytime duties are collection.work. I have a
certain block of -accounts and I look after them. I check
each one reqularly, and write a letter or call on the phone
if the account is in arrears. 1 use the ledgers a great
deal, but I don't make the entries.

We're looKing for someone who can take on all our book-
keeping. You would be pretty.much on your own.

‘ That's the way [ have been working at the law office,
.and there has been no prablem there.

Yes, that kind of experiénce would be helpful on this
job.

I take it that you only employ one baokkeeper.: -

That's right. So we have to get a man who can stand on
his own feet. Would you keep on working for the law firm?

I wouldn't need to, because this position cagries a

higher salary than the one I have now. .Of cdurse, 1'd

have to continue with the law firm until they could arrange
for someone to take my place..... ;

(fade out)

This applicant did some good listening, and he let you’
know that he was following what you said. He listened

to find -out what kind of information you wanted, and he
gave it to you. He didn't ramble on. When you assumed
that his daytime work was bookkeening, he corrected your
assumption. He looked you in the eye most of the time.

At one point, he expressed his assumption that you employed
only. one bookkeeper; that showed he had been listening for
thedimplicationsxof what you said, as well as just the

words . ' ' Coe
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We have seen several good listening .techniques demonstrated -—
by the young lady at the beginning, and the young man at the
end. Let s review them, and give them some names:

1. The first is eye contact - looking the other person in
the eye most of the time.

2. . The second is something we might call “following”
letting the other person know you are tuned in to. what
he is saying. - Nodding your head, or smiling when he
. says something intended to be amusing would be examples
of using your body ta show following; worlls are also .
used for the same pu e. We have to be careful about .
these "following" behaviours. For instance, nodding
. ' - the head implies agreement; we wouldn't do it unless
- : we actually agree that wﬁa: has been said is correct.

3. Then. there's the behaviour we just saw when the .
young man figured out that you were implying you
kept only one bookkeeper, and checked out his
assumption, : He.feflected your meaning back to you,
like a mirror.” Sometimes ref1ect1ng is done by
simply repeating the person's words. I suppose
this is another-form of following, but let's list:

“reflecting” separately.

. 4. The last behaviour is "helping the other person to

' be at ease, and'encouraging him or her to talkf
This is accomplished mainly by being at ease-
with oneself -~ or at least not showing evidence
of (neasiness or nervousness. Perhaps that last
applicant was a little nervous - it's. natural in
a job interview, where your future may depend on
the impression_you make. But he managed to give
the impression of a composed young man with self-

Ty confidence, and that made a good impression. I'm

sure you felt comfortable talking to him.

N We will-refer to all these behaviours as "attending behaviours*
-~ behaviours that show you are giving attention.

- ’ Briefly, the attending behaviours are:

AT - a. eye contact
b. following - by body attitudg, and by wofds
e c. reflecting back words or meanings ’
d. helping the other person to feel at ease, by
appearing to be at ease yourself

ERk(I
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These, four attending behaviours can mean the difference
between having a difficult, unsatisfactory interview and
having an easy, successful one. - Remember, good listening
is an active process. :

Happy interviews!

Note to Instructor: Stop the £ilm at this point and discuss the attend- |
Jnq behaviours demonstrated and their effect on the participants in the
Then look at the remainder of the film. . ~ y

We have seen that many people seem naturally to be good
talkers, but to be a good listener, most of us have to
think about it and work at it. It's important to be a
good listener because good listening means you are paying
attention to what is being said and you are making sure °
you understand it.. It also means that the speaker knows '
you are paying attention and that you gnderstand what he
is saying. This encourages the speaker. Let's review

our good and poor examples of each attending behaviour

so you will be able to compare them and their effect on
you as a listener. ’ ‘

First, Eye Contact means looking the other person in the

‘eye, watching facial expression and body movements for a

deeper meaning to the words he is using. * Proper use of ~
Eye Contact helps put the other person at ease. The
failure to look at the speaker blocks the free flow of
thought between you, and makes both of you feel uncom-
fortable.

Second, Verbal Following is saying things that show the
speaker you are following the flow of the conversation.
Here are. the examples of Verbal Following:

(Good example of Verbal Following from tape.)

This comment let the employer know that this young
man was part of the conversation.

(Poor example of Verbal Following from tape.)

This youna lady shows she's not following the conversation
and her words show she's thinking about something else.

Third, Body Following, 1ike Verbal Following, shows the
speaker that you are following the meaning of his speech.
The smile, the hods, and the movement of the hands all
indicate that the listener is following the conversation.
In this example, the young man has so much movement which
does not mean anything. It becomes difficult to know which
movement is meaningful and which is not. (Poor Body '
Following.)

J
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The last example of the attending behaviours will be
Responsible Reflection. This behaviour shows that the
listener is actively involved in the conversation.

(Voice from tape. Good example of reflection.)

The young man drew from the early points of the
conversation, made a conclusion and presented that
conclusion for verification.

(Voice from tape. Poor example of reflection.)

This statement by the young lady did not add to the flow
of thought but completely changed it to another. ) Was her
mind following or was she wandering?

(As the narrator mentions each behaviour, the words "Eye
Contact”, “Verbal Following", "Body Following", “Respnnsible
Reflection" flash on the screen.)

By being at ease yourself you are helping the other person
to feel at ease. These four attending behaviours can mean
the difference between having a difficult, unsatisfactory.
interview and having an easy, successful one. Remember,
good.1istening is an active process.

et

(This isﬁ!%e end of the film.)
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UNIT 2 LISTENING PRACTICE

OBJECTIVE

Joe a

1. Practise good listening techniques in a listening practice exercise by
listening for main ideas, important details and information, directions,
supporting reasons, order of details, inferences and indications of how -
to apply information and of several points to be made by a speaker.

LEARNING ACTMITIES
_—

. -1. Exercise 1. Listen to the Audiotape Listening Practice and do the
e accompanying exercise. ¢ .

Student's Book: Projectual Set: Questions for “Listening

- Practice” ~

T Listening Practice Answer Sheet

.

©
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EXERCISE 1. THE_AUDIOTAPE, "LISTENING PRACTICE"

The tape “Listen:}g Practice" provides advice on the -techniques of good

listening and an exercise in which the techniques can be specifically
applied. The unning time of the tape is twenty minutes, excluding the
periods when it is stopped while students answer questions. It contains 20
short speeches of graduated difficulty, spoken by different viices. While.
it ??uldibe used ot an individual basis, it lends itse}f to group
appitcation. ' )

3.

The steps for using the taped exercise are:

The students listen to Speech #1. Then the instructor stops the tape

at the musical tone and shows the questions for Speech #1 on the over-
head projector, using the prepared-projectual. The students write the
answers on the answer sheet in their books.

When all students have finished writing their answers to the questions,
(this exercise emphasizes power, not speed) the instructor starts the
tape for Speech #2. Continue as in Step 1 for all the speeches.

When the students have answered all the questions, thgy‘should then
listen to the second part of the tape, in which the speeches are
repeated. The students can mark their own answers for each speech. -

' The instructor should stop the tape after each speech and discuss the

answers with the class. In this way, the student may experience addi -
tional insight during this second period of 1istening.

The following pages contain the script of ¢he "Listening Practice”

audiotape.

L
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e . SCRIPT OF THE AUDIOTAPE, “LISTENING PRACTICE"

NARRATOR: - You will spend the next few minutes listening to short ‘
, spaeches on-this tape and answering a few questions after .,
every speech. . .

.- The tape will give you practicé'in listening. It will also
ot .- give you some hints-about how to become a hetter listener.

We listen for many different\purposes. Sometimes we listen
for a few important de{aits. Sometimes we need to remember
the detafls in a certain order. Sometimas we listen ¢o a
::;g;gelong speech, and try to pick out.the main ideas and
- r them, Sometimes we 1isten t0 hear reasons.

- There are twenty speeches on the tape. After eagh one,
0 o . there is a musical tone like this: (tone). The tone is a
o8 signal that the tape will be stopped, and you will begin °
answering the questions aboyt the speech you heard..

The questions will be projected'for you to read, and you
will answer them on the "Listening Practice Answer Sheet"
iﬂ you" b@ﬁk. )

Sometimes you will write your.answer in words; scmetimes you
will be asked to look at several answers and circle the
correct one or ones. 4

During the first few speeches, just Tisten for details,

SPEECH #1 The next news broadcast will be at 10 p.m. We can tune it
. in at S7Q on the radio dial.
(tone) _ =
SPEECH #2 The desk is 4 feet long, 2 1/2 fbet wide{ and 29 inches high.
- y
(tone)
SPEECH #3 Mr. Watson phoned about the roses he ordered. He said,

“Please don't deliver today. There's no one at home. .
Deliver them next Thursdgy instead.”

(tone) g

NARRATOR: So far, you have just been listening for details. The order

: ' , didn't matter. But 1t will be important in this next speech.

\ . < As you listen, try to think of what you would be.doing if you
were following the instructions.

L 4

_ ERIC | -

Aruitoxt provided by Eic:
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SPEECH #4 *

| NARRATOR:
SPEECH #S
NARRATOR:

SPEECH #6

(

]

spef 47

SPEECH #8

SPEECH #9 °

\ J

e

" (tone) Lo
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To go to the Johnson Building, you turn right as you leave
this building, walk two blocks, then turn left, and go one

more‘blpck..

(tone) .

To hear and remembéf—peuﬁles' names, one must 1isten very
carefully. This is especially true when people are being
introduced. That is what the next spéech’ is about.

Miss Adams, this is Mr. White, and this is Mr. Peterson.

(tone)

[

Now ‘you're going to start listening for reasons, as well as
dutails, and you'll have to think about what the information
means when you answer the questions. .

1t's a good idea not to turn your automatic camera to the

- next picture inmediately after you take one. you won't

spoil pant of your fiIm by accidentally depressing the
piﬁgg:$ ever, because the lever won't ¢o down under those °
<0 .

5

If tﬁe,weather hadn't turned cold so suddenly last night, ., /
causing Margaret to plug im the electric heater in a hurry,

* she might have noticed that the covering of the cord was
- worn off, and the house might never have caught fire. .

(tone)

The Montreal Ex:os baseball club were behind the New York
Mats eight to three at the end of the seventh inning, in

which the Mets had scored two runs. In the eighth, the

Expos scored two home runs. Then in the ninth inning they

won the game 9 to 8. The Montreal fans went wild. Some- )
people say baseball isn't exciting enough - but who could ,
want a more exciting.game than that one? -

(to‘ne)\g

If yd& are makidg 7 copies or more, you should use the big
ing machine. For fewer than 7, use the small copier.

-

L

“The reason is that 7 copies ara the minimum charge on the

big machine; we have to pay for seven copies even if you
make only one or two. On the small machine, we pay only
for the number of copies actually made.

(tone)
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" SPEECH #11

NARRATOR:

SPEECH #19

y

- NARRATOR:

SPEECH #13
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The working hours are from 8 to.4, with an hour off at noon.
The regular pay is five dollars an hour, with time and ona-
half for overtime. This means that if an employee works an

- hour overtime, he is paid for an hour and a half.

{tone)

In the most northern parts of Canada, the ground is frozen
all year.. Only a few inches near the top thay out each
summer. In some places the ground is frozen down as deep as
1600 feet. This frozen part is called permafrost. If the
heat from a house melts the frost underneath, the ground
turns to soft, wet mud and the house sirks down into it.
Houses must be built in.a special way to avaid this.

(tone) B

/: . . .
Sometimes people talk fast and say unimportant things. You
have to ignore the useless talk and listen for the really
important information. Sometimes the speaker hopes you will
be carried away by his words and miss the real details.
Don't be carried away by this fellow. Keep thinking about
the actual information he is giving, the importaht informa-
tion that can be proved and depended on.

This is the finest vacuum cleaner on the market. It picks
up all dust and 1int the first time over. It's a real
labour saving device. And the company gives a written guar-
antee that any motor parts which need to be replaced within
six months will be supplied free of charge. But I'll gduar-
antee you won't have any trouble with this beauty. My own
family has one, and my wife wouldn't have any other kind,
She says it's so good the company might as well give a
lifetime guarantee.

(tone)

Sometimes there are several details and ideas, and we have
to decide which are the important ones that we should remem-
ber. Dates may be important, but they are hot always the
main point of the speech. This next speech will be spoken
slowly. As you listen, try to decide what the most import-
ant parts of the message are, and remember them.

In 1969, the American Dental Association stated that cigar-
ette smokers are four times more likely to get cancer of the
qsouth, compared to non-smokers. People who smoke cigars and
pipes also run a risk of having mputh cancer. Two out of
three cases of mouth cancer lead to. death within five years.

(tone)
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SPEECH #14

NARRATOR:

SPEECH #15 -

NARRATOR:

SPEECH #16
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Sometimes a speaker tells you what he is going to talk
about. When this is done, it is usually in regard to the
more important information. Part way through this next
speech, you will hear a sentence that tells you something
interasting and important is going to follow. Listen for
other information too, but especially notice this helpful
sentence.

We have become used to the idea of 011 wells being drilled
in the sea, near the coast of continents, But many people
don't know that diamonds have been dredged up from the floor
of the sea since 1952, Another valuable substance may soon
be mined in this way. Recently, mining companies have been
exploring the sea coasts of North America to find out
whether gold can be dredged up cheaply enough to make the

- operation worth while.

(tone)

Did you hear that special sentence'l asked you to listen
for? It was this one: "Another valuable substance may
soon be mined in this way." That gave you the idea that
something important was going to follow.

In 1969, a survey showed that only 8% of the women who were
interviewed believed they were not being treated fairly,
compared to men, in the business world. The same survey,
repeated in 1973, showed that 40% of the women believed that
they were being paid lower wages than men were paid for the
same work. 30% felt they nad been treated unfairly in not
being hired or nct being promoted.

(tone)

As yoi. 1rave probably noticed, you can often get information
which 1@ speaker doesn't actually put into words. You can
figure t out from some of the things he does say. To do
this, you have to listen carefully and think about the mean-
ing of what you have heard. You will need to do that while
you listen to the next few speeches.

Muskoxen spend all their lives in the barren lands of the
far north. They live and wander in large groups. Fach male
in the group collects as many females as possible for his
harem. When the group is attacked by wolves, the muskoxen
don't run. -The males form a tight circle, facing outward.
In the centre are the femaies and the calves. The wolves
find themselves looking at a row of sharp, menacing horns.

A wolf who comes too close will probably be dead in a few
seconds, killed by the horns or the hooves of one of the
angry bull nuskoxen.

(tone)



SPEECH #17

SPEECH #18

SPEECH #19

NARRATOR:

29

The first page of a book is always a right-hand page, and
all other pages are arranged accordingly. So, of course,
the second page is a left-hand page. >

(tone)

I want the walls and ceilirg of the dining room painted
light green, and the woodwork white. A1l the floors, except
the kitchen and bathroom, will be covered with wall-to-wall -
carpet in a qold coloyr. '

(tone)

The idea of getting rich quickly has always appealed to
people. One exciting ~ay has been to look for gagd, silver
and other valuable treasures in wrecked ships that have been
Iying at the bottom of the sea for many years. The work

is difficult because the wrecks are covered with sand, and
mud, and things that grow in the sea. Worse still, man-

eating sharks may be near the wreck.

Some treasure hunters have spent a great deal of time, _
effort and money, without ever.finding anything worth while.
Others have been lucky; sometimes we read about them in the
newspaper. However, some'searchers who find a wreck full of
treasure don't tell anybody about it, so no one else will get
any of the treasure before they finish getting 1t themselves.

(tone)

In a fairly long speech, much information may be given.

Some parts will be more important than others. Some facts
or thoughts may be-closely related to each other. In other
words, the speech may be organized around a few main topics.
The speaker will often help you to hear what these main
topics are. If 'you think about each main topic, and the
facts and thoughts that are related to it, you wili under-
stand better, and remember better.

Here is an example of what I mean. The speaker may say
something like this: "There are several reasons why people
like to go fishing." (So now you know in a general way,
what he's going to talk about.) "One reason is the chal-
lenge of a strong, wily sport fish. Getting him on the
hook is a long way from getting him into the boat." (He
hinte? he was going to give some reasons. That was one of
them. g

"Another reason is the sheer pleasure of being outdoors.”
(That word "another” probably means there are still more
reasons to come. Otherwise, he probably would have said,
"The other reason...") Do you get the idea? The speaker
has carefully organized his thoughts, and he is hglpjng
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you %0 organize your listenina in-the same way. Try .
1i~ . ening to the next speech in this way, orcanizinco it as
yc. n along, '

Beavers, which are found in most parts of Canada, have many
enemies, including man, who trap them for_ their valuable
fur. One way the beaver tries to avoid his enemies is by
staying under water much of the time.

There are several ways in which his body is well adapted for
stavine under water. He can hold his breath for as lonag as
15 minutes. He is able to close his nose and ears comolete-
lv, to keep the water out, The beaver also has a third,
inner eyelid, which he can see through: he puts this over
his eyes to protect them while he is swimming under water.

'Another way the beaver avoids his enemies is by doing his

work at night.

His work invo!Ves cutting down trees with,his four long
front teeth. All the adult beavers in the colony heln with
the work.

that do the beavers do with these trees? Well, they use the
small branches to build their house or lodoe - usually in a
small stream or creek. If the water isn't deep enough to -
suit them, they use some of the tree loas and larqe branches
to build a dam. The beaver's main food is the hark of trees.

(tone) | | .
I have given you several hints about cood listenina., [ hope
they have helped you. If they did, perhaps you can use them

in future when it is important that you listen well. This
is the end of the Listening Practice.

The second part of the tape, which follows, repeats only the twenty
speeches withnut the narration. This part should be played, speech by -
speech, so that the students can check their own answers. The instructor

should stop the

class.

tape after each speech and discuss the answers with the
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PROJECTUAL SET : QUESTIONS FOR "LISTENING PRACTICE"

OBJECTIVE #1:

STRATEGY:

- INTRODUCTION:

——

Practise good listening techniques in a listening practice
exercise by listening for main ideas, important details and
information, directions, supporting reasons, order of details,
inferences and indications of how to apply information and of
several points to be made by a speaker,

-8

Show the projectuals in order after the students have 1istened
to &ach question on the audiotape. Show only the questions
for the speech that has just been heard. ~The other questions
on the projectual can be covered by a card or sheet of paper.

Here are the questions fon the speech you have fusi heard.
Answen them on the Listendng Practice Answer Sheet 4in your
Student's Book.
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. ™
( SPEECH | . |

1.WHEN 1S THE NEXT NEWS BROADCAST »
2.AT WHAT PLACE ON THE RADIO DIAL CAN IT BE TUNED IN ?
| )
SPEECH 2
1. HOW LONG IS THE DESK ?
2.HOW WIDE 1S, THE DESK ?
. 3.HOW MIGH IS THE DESK ?
- SPEECH 3
1. WHAT IS TO BE DELIVERED ?
2. WHEN 1S THE DELIVERY TO BE MADE ?
a. WHO GAVE THE INSTRUCTIONS ?

\ ' =

7
~

SPEECH 4 —

TO 6O TO THE JOHNSON M YOU
1.LEAVE THIS BUILDING AND TURN RIGHT /LEFT
2 WALK ONE ./ TWO / THREE BLOCK(S)  ~~_
3. THEN -TURN RIGNT/ LEFT and
&. WALK ONE / TWO / THREE_  BLOCK(®)

o HOW WERE THE INSTRUCTIONS GIVEN 2 . /)
\

SPEECH 5 )
1.HOW MANY MEN WERE INTRODUCED ?
2.CIRCLE THEIR NAMES + |

Mr. WHITE /Mr. PIKE /7 Mr. PETERS / Mr. PETERSON
3. CIRCLE THE NAME OF THE LADY THEY WERE INTRODUCED TO:

Miss EVANS /Miss ADAMSON /Miss ADAMS /Miss ANDERSON

\ | : /
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“SPEECHG' A\ '

" o IF YOU FOLLOW THAT SUGGESTION, WHEN WOULD YOU
TURN THE FILM FOR THE NEXT PICTURE ?
2. WHY 2

SPEECH 7 )
1. WHAT HAPPENED TO THE HOUSE ?
2. WHEN DID IT HAPPEN ?

3. WHAT WAS WRONG, THAT CAUSED IT ?
s. WHOSE ACTION CAUSED IT ?

\_

SPEECH 8 | |

1. WHAT TWO TEAMS WERE PLAYING ? (Circle answers)
EXPOS / CARDINALS / DODGERS / METS / PHILLIES

2. WHICH TEAM WON ?

a WHAT WAS THE FINAL SCORE ?

‘4. WHAT WAS THE LAST INNING I*:WHICH THE LOSING

TEAM SCORED ?

SPEECH 9

1. WHICH MACHINE SHOULD BE USED TO MAKE 4 COPIES ?
(Circte the answer) LARGE SMALL

2.IF THE WRONG MACHINE IS USED TO MAKE 4 COPIES ,
HOW MANY COPIES WILL BE PAID FOR UNNECESSARILY 9

-

/

a




-

rFSPEECH 10 )
1. HOW MANY HOURS A DAY ARE THE REGULAR WORKING HOURS,

- NOT INCLUDING THE NOON HOUR ?

2 WHAT I8 THE REGULAR HOURLY RATE OF PAY ?

A WHAT WILLAN EMPLOYEE BE PAID FOR A DAY WHEN HE HAS
- WORKED THE REGULAR HOURS PLUS 2 HOURS OVERTIME ?

4. WHAT IS THE REGULAR QUITTING TIME ?

SPEECH 1l

1. HOW DEEPLY IS THE GROUND FROZEN IN SOME PARTS
OF NORTHERN CANADA ?

2. WHAT IS THIS FROZEN GROUND GALLEQ ? (Circle answer) 7
PERMANENT FROST /7 PERMAFROST / DEEP FROST

a3 DOES IT EVER MELT ? (Explain),"

\ - HOUSES MUST BE BULLT IN A SPECIAL WAY TO AVOID

J

r

SPEECH |2
1.DOES THE GUARANTEE ON THE VACUUM CLEANER COVER

ANY T THAT NEEDS TO BE REPLACED ?
2. HOW LONG WOULD THE GUARANTEE REMAIN IN FORCE ?

SPEECH 13
1. WHAT KIND OF SMOKING IS MOST LIKELY TO CAUSE CANCER
OF THE MOUTH ?

2 HOW MANY TIMES MORE LIKELY IS IT THAT THESE SMOKERS
WILL GET MOUTH CANCER COMPARED -TO NON-SMOKERS ?

3 ». MOUTH CANCER CAUSES DEATH IN __ OUT OF —_ CASES ;
b WITHIN IVE YEARS 7/ MONTHS . (Circle)

\_ Yy
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¢

(SPEECH 14 ' h
1. WHAT VALUABLE SUBSTANCE HAVE PEOPLEBEEN DREDGING
UP FROM THE FLOOR OF THE SEA FOR MANY YEARS ?
2.SINCE WHAT YEAR ? '
a.WHAT OTHER SUBSTANCE MAY SOON BE MINED IN THIS WAY?

« WHERE IS THIS POSSIBILITY NOWC-BEING EXPLORED ?

SPEECH 15

1. IN WNAT YEAR WAS THE FIRST SURVEY MADE ?

2, AT THAT TIME, WHAT PERCENTAGE OF WOMEN THOUGHT
THEY WERE BEING DISCRIMINATED AGAINST ?

a2 IN 1973, WHAT PERCENTAGE OF THE WOMEN WHO WERE
INTERVIEWED THOUGHT THEY WERE TREATED UNFAIRLY
AS TO NIRING OR PROMOTION ?

4 IN 1973, WHAT PERCENTAGE THOUGHT THEY WERE
DISCRIMINATED AGAINST IN WAGE RATES, COMPARED TO
k WAGE RATES FOR MEN DOING SIMILAR WORK ? y

-

.

4 A
SPEECH 16

1. MUSKOXEN TRAVEL IN LARGE GROUPS. IS EACH GROUP
A HERD (made up of several families) OR- IS IT JUST ONE

FAMILY (containing & male and all the females he has been able
to collect for his harem, plus their caives) ? (Circle)

\ HERD 7/ FAMILY

2. WHERE DO THE MUSKOX""i LIVE IN CANADA ?
‘2, A BULL MUSKOX CAN KILL A WOLF WITH HIS

a Y

SPEECH 17 (Circle)

1 PAGE 23 WOULD BE ON THE LEFT / RIGHT
2PAGE 3! WOULD BE,ON THE LEFT 7 RIGHT
aPAGE - 56 WOULD BE ON THE LEFT / RIGHT
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(SPEECH 18
1. WHICH ROOM IS TO BE PAINTED ?
2. WHAT IS TO BE THE COLOUR OF
a. THE WALLS ?
b THE CEILING ?
c. THE FLOOR ?
d THE WOODWORK?

SPEECH 19

1.WHERE 00 SOME PEOPLE LOOK FQR GOLD AND SILVER |
IN THE HOPE OF GETTING RICH QUICKLY ?

2 THE TREASURE IS USUALLY HARD TO FIND BECAUSE OF

(3 b ¢
3 THE SEARCH IS OFTEN DANGEROUS BECAUSE OF

4. WOULD IT BE POSSIBLE FOR SOMEONE TO MAKE A COMPLETE
\ REPORT ON ALL THE TREASURE FOUND IN THE SEA EACH \'EARj

A

(SPEECH 20 | A

4]

1. THE BEAVER IS ABLE TO HOLD HIS BREATN UNDER WATER FOR
AS LONG AS MINUTES

2. HE CAN MAKE SPECIAL ADJUSTMENTS TO 3 PARTS OF HIS soov
FOR STAYING UNDER WATER.
NAME EACH PART AND TELL WHAT HE DOES TO IT. -
n
€. N - I
2. THE BEAVER TRIES TO AVOID HIS ENEMIES BY

a8
b.

4. BEAVERS MAKE 3 USES OF THE TREES THEY CUT DOWN.
THEY USE o THE LOGS AND LARGE BRANCHES

b THE SMALL BRANCHES

. THE BARK — ,
8. FROM THIS SPEECH ABOUT THE BEAVER, A PERSON COULD ASSUME
THAT THE BEAVER SLEEPS ' {Circle)

a. UNDER WATER / ABOVE WATER
\ b AT NIGHT / IN THE DAYTIME )
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Listening Practice Answer Sheet

" As the instructor plays the audiotapes, listen carefully to what is’
being said. After the.tone the tape will-be stopped and a-projectual with
questions about the information you heard will be shown to you. Answer the
questions in the following blanks-or circle the right answer,

SPEECH #1

1. 10 p.m.,

Py s ]

SPEECH #2

1. 4 feet

- 2. 2% feet

3. 29 inches )
SPEECH #3

1. roses

2. next Thursday

3. Mr. Watson

4. by phone
SPEECH #4

1. (ighty/ left

2. one / three

3. night /Qeft)
| 4 two / three
SPEECH #5

1. &

2, / Mr. Pike / Mr. Peters /

| 3. Miss Evans / Miss Adamson / Miss Anderson

ERIC

Full Tt Provided by ERIC.
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SPEECH #8

—
»

& LV ™
Ll » -

SPEECH #9

SPEECH #10

SPEECH #11

38

Just before taking the next pieture
to avoid apoiling part of the film if the lever ig

depresaed aceidentally

it caught fire (or burned)

last night

the covering of the heater card was worn off

Margaret's

(Expod)/ “Cardinals / Dodgers [Betd/ Phillies

Expos

9 to 8
7th

large /

3 - | ‘

7

85.00

350,00 o

4 p.m.

1600 feet

permanent frost // deep frost

Yes, but only to a depth of a few inches

melting the permafrost underneath (The further explanation

about the house sinking into the mud could be ineluded here.)




SPEECH #12 a
1. no
.20 6 months
SPEECH #13 |
1. clgarette : .
2. 4
3, a. 2 ‘ , 3 .
b. (years)/ months
SPEEClj #14
| 1. diamond
2, _1952
3. _gold
4. along the sea coast of North America .
CSPEECH 415
1. ' 1969
2. 8%
3. 303
4, 408
SPEECH #16
1. / family
2. in the barren lands of the far north (or "tundra® or "far
‘ north", eta.
3. a. horns and b. hoofe
SPEECH #17 |
1. left /(Fight)
T 2. eft /(right)

. 3. QefD/ right o ;



SPEECH #18
] .
2.

SPEECH #19
1.

2.

3.

| 4,

" SPEECH #20
1.
2.

Q
v

T oor

dining ram‘
a. _ light graen
b light green
c. _ gold
d. white’ N

W
P

wrecked ships on the sea bottom

a. aand

b. mud
c. thinge that grow in the aea

sharke

no

15 '
a. nose closes it“
b.’' _ears eloses them

pute thziz*d eyelid over them

c. ¢ BH 38

a. . ataying under water much of the time

b. déigg Kis work at night

a.  to butld a dam

b, __to build a lodge

c. as_food (or "to eat")

-
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QUESTIONING FOR INFORMATION

OBJECTIVES

Students will learn and practice questioning techniques which will
enable them to get information relevant to occupations and jobs. Specific-
ally, students will: . ‘

1. Use‘what. when, where, who, why and how questions appropriately to get
information; _

2. Make a questioning behaviour analysis by evaluating questioning behav-
iours demonstrated by another person;

3. Evaluate answers to information-seeking questions and determine whicﬁ;
additional questions are required to further define or clarify the
information required in 1 particular situation;

4. Demonstrate proper and appropriate questioning techniques, the ability
to get information effectively, and good attending behaviours in given
role-play situations.

OVERVIEW

By listening to taped models of questioning behaviours, students evalu-
ate performance of questioners. A series of programmed exercises are included
to provide experiences with the 6WH questions. After being exposed to these
skills, role-play activities follow to provide simulated situations for prac-
tice. Questioning techniques developed here are intended to support activities
associated with getting occupational information, identifying job openings and
information,.and getting information in job interviews. The topic is broken
into two units:

Unit 1 ~ Questioning Techniques includes programmed exercises on the 6WH
questions, and the taped questioning behaviour model and
analysis. -

Unit,2 - Questioning Practice first introduces the student to role-play .
situations and then provides a series of role-plays designed
to simulate experiences which will be required in later parts
of the course and to evaluate que&tioninq and listening skills.
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EVALUATION

Students complete the programmed exercises, and they rate the duestian-
ing, Tistening and attending behaviours of other students and themselves.
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UNIT | : questionine TECHNIQUES

OBJECTIVES

1.

Identify, evaluate and use who and what questions in obtaining -
information;-

Identify, evaluate and use when and where questions in obtaining
information;

Identify, evaluate and use how and why questions in obtaining

information;

Evaluate questioning techniques demonstrated on an audiotapeAwrth
respect to effectiveness in getting information.

LEARNING ACTIVITIES

Exercise 1. Do the programmed éxercises: Using What And Who Questions:
Using When And Where Questions; Using How And Why Questions.

Student's Book: Programmed Exercises

Exercise 2. Listen to Question/Answer Model No. 1 audiotape and fill
in the check list that accompanies it.

Student's Book: Question/Answer Check List A

Exercise 3. Listen to Question/Answer Model No. 2 audiotape and fill
in the check 1ist that accompanies it. .

Student's Book: QuestiohéAnswer Check 1ist B .
Questioning s Record _
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EXERCISE 1. |
PROGRAMMED EXERCISE : USING "WHAT* AND "WHO' QUESTIONS

When you have completed this program you will -be able to identify .
and u;se questions which seek information that answers what and who type
questions. T

FRAME 1
/

1. Questions seeking information about a thing or an event are
called what questions.

2. Questions asking'for the name of a person, persons or organization
are called who questions.

2

3. Identify the following as what or who questions by inserting a
check mark (v”) under what or who: ,

WHAT WHO
a. Name of person ] ]
b. An event 1 ]
c. Name of organization 1 ]
d. Names of people [::j] [:::]
e. Thing that happened [:::] 1

PLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR®FRAME 1.

©

ERIC

Aruitoxt provided by Eic:
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Correct responses:

FRAME 1 WHATNSD and e
HHO - a, c and d

~b.  Are you over 407

FRAME 2

Questions seeking information on what or who do not necessarily have
the words what or who in them, For example, "What education do you
have?" and, "Do you have Grade 107" are both what questions because
they seek information about a thing or event.” In the same way the
following are both who questions: “Who went with you?" and, “What
is his name?" because they are seeking the name of a person.

‘Identify the following as what or who questions:

-

-

a. UWhat is your age?

c. Who is he?

d. Which agency did you phone?
e. Did you visit a doctor?

f.  What is his name?

g. What did he advise?

JO00o0ooe
Jagooone

FRAME\3

'

Information-seeking questions may deal with the past, the present,
or the future:

a. .Questions seeking information about a thing or an event
are cqued what questions. _

b. Questions seeking the name of a‘person, persons or
organization are called who questions,
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2. ldentify the following as what or who questions:

a. How much did it cost?

b. What is your monthly payment?
c. Nhét sfsre did you buy it from?
.d. Will they repossess it? |

JUUUDE
JOU0UEe

‘e. Who else do ycu plan to seé?

PLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAMES 2 AND 3.

ERIC

Aruitoxt provided by Eic:
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Correct responses:

FRAME 2 WHAT - a, b, e and g
-~ W40 - ¢, d and f
FRAME 3 WHAT - a, b and d
) WHO - ¢ and e
| .
FRAME 4

1. Many information- seekxng questions are of neither the what nor who
type. For this program we will identify these as other types.
Questions seeking information about haw. why, when “or where will
be other types.

2. ldentify the following as what, who or other types:

a. An event which happened.
b.. When did the event happen?
c. Who did it happen to?

d. Where did it happen?

e. Who is he?

f. Did he say anything? .

1000000k
1000000
I

g. Why did he do it?
. FRAME 5

1. Identify the following information-seeking questions:

WHAT

3

OTHER
a. What happened?

b. Who did you fight with?
c. When was the fight?

o
O
1




d. Did he see a doctor?

e. What is his name?

f. When do-you go to court?
g. What is the charge?

h. Which legal fim is
representing him?

0 DODOR
0 oooo!

=
x
Q

OTHER

PLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAMES 4

AND 50 ’



51

Correct responses:

FRAME 4 WHAT - a and f .
WHO -~ ¢ and e :
OTHER - b, d and g

FRAME 5 WHAT - a, d and g
WHO -~ b, e and h
OTHER -~ ¢ and f

If you have any questions about this program, please check with
your instructor, When you are satisfied that you can recognize what
and who questions, you are ready to ask questions in Unit 2 role-
playing situations with a fellow student.
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PROGRAMMED EXERCISE : USING "WHEN" AND "WHERE" QUESTIONS

When you have compieted this program you will be able to identify
questions which seek information or clarification, of the following

types:
a. When questions.
b. Where questions.

c. Other questions which are neither when nor where.
FRAME 1

1. When questions seek information about a time or occasion.

2. Where questions seek information about a place or position.

3. Identify the following as when or where questions by inserting
a check mark {v’) under when or where.

WHEN ~ WHERE

a. The place it happened. [ [
_b. The time it happened. ] ]
c. The occasion. ] 1
d. The position, 1] 1

PLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAME 1.



Correct responses:

FRAME 1 WHEN - b and ¢
WHERE - a and d

FRAME 2

L]

1.  When or where 1nformatzon ~-seeking questions do not necessarily have -
-the words when or where in them. For example, "When did the accident
happen?" and, "At what time did the accident happen?®, are both when
questions because they are seeking information about a time or

v ‘ occasion. In the: same way, the following are all where questions:
"Where did the accident happen?"; "On what street did the accident
~ happen?" and, "What was the exact location?" because they are seeking -

a place or posxt1on.

2. ldentify the following as when or where‘questions:

. A ' WHEN
a. Where did you go?
b. What cities did you visit?

d. When did you return?

e. At what time in the evening did
it happen?

1

S

c. On what occasion did this happen? [ ]
|

1

all DDDBE:

. FRAME 3
1. Information-seeking questions may deal with the past, the present
or the future, as shown:

a. when (time or occasion) sumething happened, happens, or
will happen.

b. where {place or position) something happened, happens, or
will happen.
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2. ldentify the following as when or where questions:

, - R “

~a. What was the address? ] — ]

- b. At what time do you start work? [ ] 1
c. Where are you going? '_ 1 ]
d. What will your address be next -

March? ] ]
€. On-what date did you buy the TV? [ ] [
f.v When ard you going to see the

doctor?” 7 [

t

zkEAgﬁ LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAMES- 2
D 3. '

®

Full Tt Provided by ERIC.

-~ ERIC
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Correct responses:

L4

FRAME 2 WHEN - ¢, d and ¢

WHERE - a and b
FRAME *3 WHEN - b, e and f
WHERE - a, ¢ and d ~

/7 -

FRAME 4

R
'

1. Many infomation-seeking questions are of neither the when nor
whereytypes. For this program we will identify these as as other
types. Questiong seeking information about what, who, how or
why will be shown as other types. °

2. Identify the following as when, M or other types: .

WHEN WHERE ~ OTHER

a. What happened? N . L1 1

b, Who saw it happen? ] 1 [_.__]

C. gHhere were you? 1] ] ]

v d. How does it work? 3 1
. e What is the address? ] L3 L1

f. Why do you have to go there? ] —1 =3

g. When do you go? — 3 [

h. At what time is the appointment? [ | 1 3

FRAME 5

1. Identify the following information-seeking questions:
| WHEN WHERE  OTHE

a. Did he give a reason? M 1

ERIC

PR provind b e i
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e

®
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m
=

10000 0000000E
[ ]

NHERE_ OTHER

b. .,What was his reason?

c. Where do you go next?

“+d. Why are you going. there?

e. Who told you that?

f. How did you get the loan?

10000C
0oon

g. When will you be qld.enough?

h. What happened? .

i. What do you have to do to get
on an electrician's course?

J. What is the address?

100
ahili

k. When do you go?

—
b
—
-

1. At what time did it happen?

m. Did he tell you when to go?

L
i

- PLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAMES 4
AND 5.
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PO

Correct respcnses:

FRAME 4 ~ WHEN - g and h
WHERE ~ ¢ and e
OTHER ~ a, b, d and f

FRAME 5 WHEN - g, k and

WHERE ~ ¢ and j
OTHER -~ a, b, d, e, f, h, ifandm

- — it

— —— - e o -

If you have any questions about this program please check with your
instructor. When you are satisfied that you can recognize when and where
questions, you are ready to ask questions in Unit 2 role-playing situations
with a fellow student,




PROGRAMMED EXERCISE : USING "HOW" AND “WHY" QUESTIONS

When you have completed this program, you will be able to identify
questions which seek information or clarification, of the following types:

1.  How questions.

2. Why questions,
3. Other questigns which are neither how or why.

FRAME 1

1. How questions seek information about the manner or way.

2. Why questions seek information about the purpose or reason.

3. Identify the following as how or why questions by inserting
a check mark (v”) under how or why.

The reason

o

b. The manner

(4]
.

The -way

ERERNRRY-
HUOOOE

Q.

The purpose

PLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAME 1.
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Correct responses:

FRAME 1 HOW - b and ¢

WHY - a and d
FRAME 2 o

1. The following may help you to understand the difference between
how and why questions:

a. How do you make a flame with a match? You could answer
by saying that you have to rub (or strike) the match
against a rough surface. In other words, you have stated
the way (how) a match will make a flame.

b. Why does a match burst into flame when it is rubbed against
a rough surface? You could answer by saying that it takes
heat, fuel and oxygen to create fire. When the match head
(fuel) is rubbed (causing heat) in the air (oxygen), it :-i11,”
burst into flame. This explains the reason (why) a match,
will make a flame,

2. ldentify the following as how or why questions:

a. Why did you build a house?

b. How was it built?

c. Why are you taking this course?
d. How is this course operated?

e. How did he behave?

f. Why did he behave that way?

RERERNRNRNY-
gugooore

FRAME 3

- 1. How or why information-seeking questions do not necessarily have
the words how or ¥Qx_in them. For example, "How do you get home
from work?™, and "In what way do you get home from work?", are
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both how questions because they are seeking information about a
manner or-way. In the same way the following are both why questions,
"Why did the accident happen?®, and “"What was the reason for the
accident?” because they are seeking information about a reason or
purpose.

2. ldentify the following as how or why questions:.

HOW WHY
a. How are you going to get the
money? ' — ]
b. In what way will you obtain the
necessary credit? ] ]
c. How are you? ] (1
d. What wag the reason for the
fight? ] 1
e. Why did they argue? 1 ]
ﬁ// ZLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAMES
? ’ AND 3.
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Correct responses:

j FRAME 2 HOW - b, d and e
. ' YHY - a, c and f
FRAME 3 HOV - a, b and ¢
WHY -~ d and e
‘e )
FRAME 4
1. Infomation-seeking questions may deal with the past, the present

or the future, as shown:

a. lHov (in what manner or way) somethinn happened, happens,
or will happen.

) /
b. Wby (purpose or reason) something happened, happens, or
will happen.

S

2. Idéntify the following as how or why questions:
‘ oW
a. In what vay did it happen? (]

} b. For what reason do you plan
to do that?

¢. How does your boss behave to
you? .

d. In what way did your fellow
workers treat‘youg

e.~ What was the‘reason for their
behaviour?

f. What do you have to do to get
on a trades course?

g. What is your purpose in taking
2 trades course?

000000
0 oDoQoooaoEs
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FRAME 5

1. Many information seeking questions are of neither the how nor
why.types. For this program we will identify these as other
types. Questions seeking information about what, who, when,
or where will be considered other types.

2. Identify the following as how, why or other types:

g. What's your reason for being
} late?

h. Did he give any .reason for
his action? -

HOW
a. What happened? (|
b. Who saw it? =
c. How did 1t happen? ]
d. Why did he do that? 3
e, When did he do that? 1
;. In what way does it work? ]
1
[
(1

00 0 000000k
U

N i. What was the reason?

PLEASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAMES
4 AND 5.
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Correct responses:

FRAME 4 HOW - a, ¢, d and f
WHY - b, e, and g
v FRAME 5 HOW - ¢ and f

WHY - d, g and i
OTHER ~ a, b, e and h

v FRAME 6
1 , .

1. The word “how" sometimes appears in what questions. For example,
the questiens, "What was the price?", and "How much did it cost?",
. are both what questions. Remember that a how question is trying
to get information about the manner or way.

2. (Ident'ify the following as how, why or other questions: _
HOW WHY OTHER

a. How many people were at the

~ party? 1 . 1
b. How did it happen? 1 ] |
c. How do you get there? ] ] [
d.  How far is it? ] ]

FRAME 7

1. Identify the following information-seeking quest'ions:

W WHY OTHERR
a. Why are you mad at Bill? ] 1 1
b. What did he do? I I 1
c. Did he give a reason? ] ] 1

Aruitoxt provided by Eic:

ERIC
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\
HOW O WHY  OTHER
d. What reason did he give? 1 1 N .
e. Have y;)u discussed this with .
anyone else? | L] N I A
f. What was your reason for |
' ' talking .with her? [::] 3 '[::::]
g. Where does she work? [:] 1 [T
h. How do you get there? ] - ]
1. Why should I go there? ] M [
Jo In what,manner are. they . \
wobteny S o U wn R

PLENASE LOOK AT THE NEXT PAGE TO CHECK YOUR ANSWERS FOR FRAMES
6 AND 7. ‘

Aruitoxt provided by Eric

" ERIC
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Correct responses: )
' . R

FRAME 6 HOW - b and ¢
OTHER - a and d
FRAME 7 HOW - h and j . T
‘ WHY -~ a, d, f and i L -

OTHER - b, ¢, & and g

N i TaER

, I1f you have any questions about this program, please check with your
instructor. When you are satisfied that you can recognize how and why -

* questions, you are ready to-ask questions in Unit 2 role-playing situations
with a fellow student, °
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EXERCISE 2. | OUESTION/ANSWER MODEL NO. 1

Here is the comblete script for the audiotape of Question/Answer Model
No. 1. The tape tells the students when to fill in Nuestion/Answer Check
ListA.

-~

Script Of The Audiotape Question/Answer Model No. 1

‘We ask questions every day. Some are little friendly questions like asking
“How are you?" when you meet a friend. The person usually answers "Fine,
thank you." or “Very well, thanks." even if he isn't well at all. Then he
asks you the same question, and you geply the same way. The aim of these
questions is just to show a friendly attitude, not to get information.

However, if I'm in the hospital, and my doctor asks, “How are you?" he
raally wants to know. .

{

When the questioner is trying to get information, we say he is asking
“information-seeking questions". Those are the kind of questions you will
need to use when planning for your employment, so they are the kind of
questions you will be thinking about-and practising in this unit.

- Questions are usually intended to bring answers, so we'll want to do
some thinking about answers, too.

For instance, an answer may tell us a fact, or an opinion. The next
voices you hear will give an example:

Voice 1: Do you know what time Anderson's Radio Repair closes?

Voice 2: At 5:15.

That answer, of course, is intended as a fact. We'll assime-it's correct.
Any answer tiiat is definite, will be taken as a fact answer. What about
this example: ’

Voice 1: Do you think Anderson's is a good repair shop?
Voice 2: Yes, I think so. )
And that is an opinion. There, the questioner was asking for an opinion.

But let's listen to this example, on a different subject:

Voice 3: I wonder why Jack isn't here? Doesn't he know we changed the
meeting from tomorrow to today?

Voice 4: Surely, he must know.
Did the question ask for a fact? ...yes. Was the answer definite? ...not
really. This answer would have to be called an opinion.

In a case like that, the questioner usually asks another question, or
several questions. :

Voice 3: Who phoned him?

Voice 5: 1 phoned his house last evening.
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Voice 3: Did you speak to Jack personally?
Voice 5: No, I Iefﬁ the message with whoever answered the phone.

We still haven't heard whether Jack got the message; however, we are now
aware that he may not have.

But JTel's examine the last two answers more closely:

Voice 3: Who phoned him? )

Voice 5: I phoned his house last evening.
Is this a fact answer? ...Yes.

Voice 3: Did you speak to Jack personally?

Voice 5: No, I left the message with whoevér answered the phone.

.-Is that a fact answer? ...Yes. So let's remember that fact answers can

leave us still without the information we're trying to get.

As we just heard, an.answer may lead to other questions. Some
answers should be followed up. Let's suppose the conversation about
Anderson’s Radio Repair had gone this way: '

Voice 1: Do you think Anderson's is a good repair shop?

Voice 2: It must be. Everyone goes there. He always
has more work than he can handle. ,

Now, if you had a radio which you depended onjusing every day, and 1t
needed repairing, and you heard this answer, what would you want to
know next? ...... Of course you'd want to know how long Anderson's
.would keep your radio. Thosa words, "He always has more work than he
can handle"” would make you wonder.

I"11 mention one more point. A questioner will get farther if he
makes every question count. Suppose there are five items of information
which would be useful to the questioner. If he can draw out all items
with five or six questions, then he can get on with the business of using
the information he has obtained. If he asks forty Questions to get these
five bits of information, he's not doing so well. Of course, if the other
person is trying to keep the information back, forty or fifty questions
might be required; but even in that case, if the questioner plans his
questions carefully, listens carefully to the answers, and follows up
answers that should be followed up, he will get more information without
asking any more questions than necessary.

-
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dow fet's listen to Joe questioning his friend, Bill. Probably parts
of this conversation will remind you of some points we have just talked
about. , First, we hear Bill say, :

B:ii: Helen's a great wife, and I think a ot of her.‘as

~ you know, but she's driving me crazy with her qymbling.
Joe: When did Helen start mumbling?
Bill: P don‘t know. She used to, speak in a low voice but

very clearly. llow she oftén mumbles when she talks
to me. . We used to have qood talks when [ came home
from work. Now ! can hardly hear her because of
her mymbling. _

Joe: itho else has complained about her mumbling?

Bill: I don't know, but I'm sure everyone must have
difficulty understanding her. I'm worried about
the kids. She helps them with their school work,
and if they can't hear her, they're just qo g to have
trouble. Jane, especially; she just barely passed
Grade 3 last year.

("

Joe: {In a low voice.) Have you spoken tb Helen about
her mumbling? .

Bill: £n? What did you say?

Joe: Do any other péople mumblie when they talk to you?

Bill: ‘11, you did a minute ago. My foreman at work also

mumbles quite cften. It's noisy with all the machines
going, and I often have to ask him to repeat his in-
structions. [ don't know why people can't talk with-
out mumbling.

<

Joe: Does the foreman's mumbling have any effect on your
job?
Bill: It certainly does! Just the other day he bawled me

out because I cut a piece the wrong length., If he
had spoken clearly when he told me the.size he wanted,
I wouldn't have made it wrong.

Joe: When was the last time you had your hearing checked?

Bill: What do you mean? There's nothing wrong with my ears.
I could hear you perfectly, except for that one time
when you mumbled.

(Fade out.)
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Narrator:

Now let's talk about how well Joe did with his questioﬁing. You will
need Question/Answer Check List A for Unit 1. Please stop the tape udtil
everyone 1s ready.

L)

[___Stop tape; get Question/Answer Check List A. ]
[ Start tape, | I ol

The Check List contains items of information that Joe needed in order
to discover what Bill's trouble really was. There is a.box at the left to
check off each'item as Joe obtains it. We'll Tisten to each pair of ques-
tions and answers again, and then decide how the form should be filled out.
First of all, if you haven't read all the items.on the Check List, please
stop the tape and do that now.

[ Stop tape while students vead the Check L1St. ]

R §taét tape. |

Here are the firfst question and answer.
Jce:' When déd Helen start mumbling?

Biﬂ%: I don't know. She used to speak in a low voice but
very clearly. Now she often mumbles when she talks
to me. We used to have good talks when ! came home

\ from work. Now I can hardly talk to her because of
her mumbling. ‘

Narrator:

Joe didn't find out "when Helen started mumbling", but he did
encourage Bi1l to go on talking about his problem, and discovered that
‘Bill now can hardly talk to his wife at all. Should we mark that in-
formation on the Check List? ....It concerns Bill's family relation-

ship, doesn't it? So let's put a check mark in the box to the left of
Item "e". .....

Let's go on....
Joe: ﬁho else has complained about her mumbling?

Bill: I don't know, but I'm sure everyone must have
difficulty understanding her. I'm worried about
.the kids. ’She helps them with their school work,
and if they can't hear her, they're Jjust going to have
trouble. Jane, especially; she just barely
__Ppassed Grade 3 last year.
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Narrator:

Here, Joe asked for facts, but the answer he received was an opinion.
However, it told Joe that Bill apparently had no, proof that others had
difficulty in understanding Helen. So let's check Item "a" in the form,

\

Joe: (In a Jow'Qbice‘) Have you spoken'to Helen about ‘ ;
her mumbling? ) . ’ . Ly

‘Bi1:  En? What did you say?
Narrator: ° | R S -

Joe is being very clever here. He's asking a question in words,
but he is also festing Bill's hearing. He didn't get an answer to his
words, but he discovered that Bill couldn't hear him when he spoke in
a low tone of voice. Now we can check Item "b". ..... :

T T . |
Joe: Do any other people mumble when they talk to you? “

1"

Bill: Well, you did a minute ago. My foreman at work
also mumbles quite often. It's noisy with all those ‘
machines going, and I often have to ask him to S
- repeat his instructions. I don't know why people | S
can't talk without mumbling. , .

¢
Narrator: . \ o

Joe didn't repeat his previous question -- perhaps to see if Bil}
had heard enough of it to realize it hadn't been repeated. Besides, «
Joe probably assumed by this time that Helen must be aware of Bill's
problem, . o S

But now Joe is learning that Bill has difficulty understanding other
people too. We can check off Item "¢, .....

Have you noticed how systematically Joe has done his questioning?
He has suspected almost from the start that Bill's hearing was getting
poor, and his questions have been chosen to find out if that is true.

Now he learns that Bi11 has trouble hearing instructions given to
him at work. Let's see how he follows this up.

Joe: " Does the foreman's mumbling have any effect on your
Job? . 9.
Bill: It certainly does! Just the other day he bawled me

out because I cut a piece the wrong length. If he
had spoken clearly when he told me the size he wanted, .
I wouldn't have made it wrong, * -
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Narrator:

wWhen Bill menticns his foreman, Joe apparently begins to wonder how
badly Bill's problem may be affecting his work. This might be very serious

for Bill. |
" The answer shows how serious it is. Let's check off Item "d". .....

' Up to now, Joe HKas appeared to go along with Bill in the assumption
that other people are mumbling, and he's been getting a lot of information

from Bill. Let's hear what happened next.
Joe:  When was the last time you had your hearing checked?

Bill: What do you mean? There's nothing wrong with ﬁy'ears.
I could hear you perfectly, except for that one time

when you mumbled.

Narrator: ’ .

Joe didn't get a direct answer to his question, but from what Bill

just said Joe will probably assume that Bill has not had his hearing
checked. We can probably assume the same thing, so let's check off

[tem "f". .....

] Sometimes a series of questions will result in general items of
; information which cannot be attributed entirely to any one question.
What did Joe find out with his series of questions? Well, Joe now knows
that Bill has a hearing problem but isn't aware of it. If Joe wants to
! help Bill, perhaps the most difficult thing he must do is to -convince
f Bill that the trouble is in his hearing, not just in the way other people
! speak. This is valuable information for Joe. So let's check off Item

i
g. PRI

At the bottom of the form there is a place for scoring the results...
We would have to score Joe's questioning performance as "Very Good", so
let': write in those words on the line beside the word “Score". ,....

This is the end of Questicn/Answer Model No. 1.

|
5
i
|
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BEST CoPY vayipgyp

NUESTION/AUISUER CHECK LIST A

Attt a4

(To Accompany Cuestion/Answer *odel No. 1)

i LA Bi1l offers proof that others can't hear Helen.
i -} h. Bill cannot hear vords said in a lou voice.
TR 4i€¢iculty understandina other neonle. too.
d. Tne arghlels is ffectino Bill's work.
I a.  The vrobhlem is ;FFectinﬂ Bill's family relationsnin,
f.  Bill has not had his hearina checkad.

q. £ill doesn't believe his hearing is impaired.

“Scoring: (Circle)

6 - 7 Very Good 3 Fair

4 -5 Good ] -2 Poor
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EXERCISE 3. : OUESTION/ANSWER TWODEL NO. 2

Here is the complete script for the audiotape of Question/Answer Model
No. 2. The tape tells the students when to fill in Question/Answer Check
List B.

il

Scriot Of The Audiotape Ouestion/Answer Model No. 2

Narrator:

. » You are about to hear a conversation between Mary Phillips and Ann Reid.

. Mary is trying to decide whether to accept a position in the office of the
sutpherland Brothers Plumbing Company. She heard last evening that two girls
had 1eft there in the last month. This made her wonder if there was some-
thing wrong with the job. - She also heard that the last girl was the cousin
of Evelyn Smith, who was a neighbor of Mary's. So Mary phoned Evelyn and
said she was considering this position and would appreciate a chance to
discuss it with her cousin who had recently worked there. Evelyn invited
Mary and the cousin over that same evening, and then left the two girls
alone to talk. We hear Mary say,

e Mary: It's good of you to see me, Ann.

Ann: I hope I can help you to decide.- Sometimes it's difficult
making.decisions of this kind. What would you 1ike to know?

Mary: . Well, maybe you'd tell me what the Sutherland Brothers are -
like to work for.

Ann: They're both very nice people. Mr. Fred Sutherland has more
to do with the office work; Mr. Dale Sutherland spends most
of his time out on the jobs.

Mary: What were the office conditions 1ike -- was the office too
. draughty or noisy? -
Ann: It was quite comfortable, and they have good office equipment.
Mary: wa were the hours? Was there much overtime?
Ann: The hours were pretty good. When the month-end came, I had -
to work one evening till seven o'clock. 4
~Mary: How long were you ;here - two weeks?
' Ann: Actually, 9 working days.
Mary: 'Did you get any idea of what the work hours would be over the

whole period of a month?

Ann: They said the monthsend overtime was normal, and there
probably wouldn't be any overtime except at the month-ends.
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Ann:

Mary:

Ann:

Mary:

Ann:

Mary:

Ann:

Mary:

Ann:

Mary:
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Did you feel the salary was fair enough?

It was rather low to start with, but they said if
my work was satisfactory I'd have a raise in six
months. It seemed fair.

What about the work itself? They told me it would
be interesting because of the variety.

That's right ~- you do a little of everything,
except the plumbing! There's bookkeeping, typing,
filing, answering the telephone, and meeting
customers who come into the shop.

It all sounds as if Sutherlands is a pretty good
place to work.
@

[ think it is,

(After a pause.) Ann, I don't like to ask personal
questions, but 1 can't help wondering why you left

so soon. Is there something else I should know before
I make my decision?

(After a pause.) Yell, maybe ! should tell you the
whole story. The fact is, Mary, I just couldn't do
the job well enough. When I was hired, I expected

- to do a lot of typing and a little bookkeeping. It

turned out to be the other way around. I should

have checked on that before I took the job. I worked
hard, but 1'm no whizz at figures, and after a few
days I couldn't take it any longer. Mr. Fred was
very kind and he1pfu1 He urged me to try it for a
month, but I knew I'd never be happy doing something

[ wasn't really good at.

So the job was 0.K., but it wasn't the kind of work
you wanted.

That's right. You mighi be quite satisfied there.

What about the girl who worked there before you? Did
you know her?

I met her the first morning. She stayed tha. half-day -

to show me where things were qnd what to do.

Do you have any idea why she left?
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Ann: Yes, she only took the job to help them out. She

worked there for several years before she was married,
Now she has two small children and she doesn't want to
work until they start school. I thoughtshe'd fil! in
again when I left, but I hear one of her children was
sick and she had to take care of him. I feel quilty : * /
about leaving them without anyone this week, but Mary,

after nine days | was having nightmares about figures.

Mary: - Well, don't feel guilty any more, Ann. I like book-
keeping, and to be honest I'm no whizz at typing,
I'11 phone Sutherlands tomorrow morning and tell them
1'11 take the job. [ can't tell you how much I appre-
ciate all you have told me. '

Ann: I was glad to help. Let's find Evelyn ~- 1'11 bet she
has the kettle ready to make tea.

(Fade out.)

Narrator:'

Mary asked 12 questions. She got a great deal of information at
the start, but it didn't satisfy her need to find out why both of the .
other girls had left so soon after being hired. However, each question @
that didn't bring the explanation told her she had to try again.

The important question in her mind was a very personal one.
Evidently she felt one shouldn't immediately ask that question of some-
one who is almost a stranger. By asking about the Sutherlands, the
office, the hours, the salary, and the work, she hoped to hit on the
reason. When that didn't happen, she finally asked the question in a
direct way.

Now you will need Question/Answer Check List B. Please
stop the tape until everyone is ready. '

[ "Stop tape; get Ouestion/Answer Check List B. ]

{_Start tape. |

Will you please fill out the form, putting a check mark cnposite
each item of informaticn which Mary obtasned. You can probably remember
each one, but if there is any doubt, yoy can turn the tape back to the
beginning and listen again. Please stop the tape now. -

L
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'
=

Stop tape. Turn it back to replay the conversation if this is
necessary for completion of the Check List; then use "fast for-
ward” to return to this place on the tgpe.

£
I assume you checked off all the items on the list, so once again we o
have a Very Good score. Did you write it at the bottom of the page? ......

Stop tape. The next part of the tape tells the students how to
fi1l in the Questioning Ski1ls Record. It follows in their

books immediately after Question/Answer Check List B. The stu- \
dents should look at it while they listen to the rest of the ~
tape.

-~ -

X

Start tape.

, Narrator:

The next thing we have to consider is the Questioning Skills Record. \\
Look at the form under Question/Answer Check List B in your books. How well .
did the quéstioner, Mary, in the Question/Answer Check List B ask her
questions? We know that she got a‘' -ne information noted on the check list,

~but nqw we want to consider some of ine ways she did it.

The first question asks, “Did questions bring out the who and what
answers?" Did Mary find out all she wapted to know about the peorle con-
cerned - about the Sutherland Brothers and about the girl who worked at the
job before Ann did? Did Mary ask good who questions? Did Mary find out
what the office and the job were like? Did she ask good what questions? I
. think we would have to answer "yes" to these questions and give her a check

n mark in the Very Good column. .

The second question asks about wien and where answers. Mary soon
found out when she might have to work overtime and i.ow long Ann worked on
the job. She easily found out all the when information that she needed,
and she obviously did not need to ask any where questions. Again, we can
give her a mark of Very Good. '

The third section of the Questioning Skills Record asks about why and
how answers. Mary's big problem was to find out why both Ann and the girl
before her had left the job with the Sutherla.ds. Did she find out why?
She certainly did. Ann left because she did not 1ike bookkeeping; she was
- no good at figures. The earlier girl had taken the job only tc help the
- Sutherlands, and she did not intend to stay long on it. When one of her

children became sick, she left. Mary did not need any how answers and so

she did not ask any questions with how. ~Her why questions were Very Good.
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The fourth question asks, "Yere questions related to thesituation?”
You should be able to answer that easily. Did Mary ask nuestidps about
other subjects? No, she qot riaht down to husSiness and found oyt exactly
what she needed to know about the job. You should mark her rating Very
- (ood.

The next question asks if the questioner, Mary, showed good listening
skills by follow:.1g up on leads. Most of the answers in the conversation
were so definite and clear that there wasn't much to follow-up. The only
answer that seemed doubtful was the first answer about working overtime, and
Mary did follow that up auite well. Again, the mark should be Very ‘Good.

The Tast question asks i€ the quesffbner used good attending behaviours.
Since we didn't see Mary's performance, we do not know if she uséd good eye
contact or whether she fo!lowed the conversation with gestures and body
-attitude. However, we did hear her use one of the attending behaviours once
near the middle of the conversation and once near the end. Do you remember
where Ann described the different jobs she had to do... a bit of everything
except the plumbing? Mary showed that she was following the conversation by
replying, "It all sounds as if Sutherlands is a pretty good place to work."

Later, when Ann explained why she had given up the job, Mary said, "So .
the job was 0.K., but it just wasn't the kind of work you wanted.” Do you
remember the name we used for that kind of response?..... We called it
"reflecting back" the other person's words or thoughts. Which was reflected -
in this case?..... The i.wughts, put into different words. Also Mary —— - =
- clearly put Ann at ease, because Ann replied freely even when Mary asked her
a very personal question about why she left the job. Check the rating that

%gg think Mary should get on her attending behaviours. I think I would rate
er Good at least. ¢ ) :

This is the end of the Questioning Skills Record.



Listen to this tapc. Pay atteéention to the questions and answers.
the narrator asks you to, stop the tape and get read
Check List B,

a n o o
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QUESTION/ANSWER MODEL #2

Use this form:

Question/Answer Check List B

The Sutherlands are kind and pleasant.
The office is comfortable.
The office equipment is good.

There is a little overtime required, but only a counle of
hours at the end of each month:.

Ann considered the sa]ary’?éir.
There was a great variety of work.

Ann’s. reason for leaving wasn't anything that would be a
disadvantage to Mary - in fact, the opposite.

The previous girl left for personal-reasons which had
nothing to do with_the job.

shen
y to use Wuestionfﬂnswer

L ol

S

(Circle) ‘ 7 - 8 Very Good - 3-4 Fair"

5 « 6 Good 1 -2 Pplor

4

Questioning Skills Record

Rating of Questioner in Model #2 * gggg Good | Fair | Poor
o { ’
Did questions bring out the 'who' «nd 'what'
answers? - . . !
1 Did questions bring out the '‘when' and ‘where’
answers? ‘
] ] l' w

0id questions bring out the 'why' and 'how A/ffw
answers?

Were the questiods related to the situation?

. | Did_the questioner show.good 1istening skills by
. following up an leads?

l Did the questioner use good attending behaviours?

s C

r
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UNIT 2 : QUESTIONING PRACTICE

OBJECTIVES

~- . 1. QObserve a model role play in which one student is questioning the in-
' o structor about a given situation, record on a check 1ist the informa-
= .tion received, and evaluate the performance. '

2.  Demonstrate proper and appropriate questioning techniques, the ability
~ to_get information effectively, and good attending behaviours in given
role play situations. :

3. Record and evaluate the performance of other students in questioning
and the use of attending behaviours in given role play situations.

LEARNING ACTIVITIES

1.0 Exercise 1. The instructor acts as résponder and one student acts as
questioner, while the other students record the information received
in the Model Role Play and evaluate the performance.

s Student's Book: Model Role Play _
’ Question/Answer Check List C

uestioning Skills Record :

2. Exercise 2. Practise Role Plays 1 - 4 in pairs, each student taking
turns as questioner and responder, and evaluate each other's
performance.

Role Play Situations psd: Role Plays 1 - 4
Student's Book: Questioning Skills Record

s

3. Exercise 3. Practise Role Plays 5 - 8 in pairs, each student’ taking
turns as questioner and responder, and evaluate each other's
performance; : '

. Role Play Situations pad: Role Plays 5 - 8
Student's Book: Questioning Skills Record

4. Exercise 4. Practise Role Plays 9 - 12 in groups of four, eacn
student taking- turns as questioner, responder and as one of two _
observers, and evaluate the performance of the questioner in each role
play. ‘

Role Play Situations lpad: Role Plays 9 - 12 : .
Student's Book: Questioning Skills Record

i
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Exercise 5. Participate in the Post Test_Bq}e_P’ 'y, either as

responder or questioner. Responders will evaluate the questioning
performance of each student on the form Post-Test Sstuatxon

Role Play Situations pad: Post- T t _q}ghf}gx



!

EXERCISE 1. " MODEL ROLE PLAY

1. IProcedures

a. The instructor should brief the class on the role-~playing problem
without going into the details. The students can also read the
problem 'situation in the Student's Book.

‘ 7
b. One student is chosen to be the questioner; the 1nstruct0r aq}s
as the responder.

. €. While the role play is going on, the other students keep a record
of the information received, or Question/Answer Check List C in
the Student's Book.

d. After the role play is completed, instructor and students discuss -
the amount of information obtained by the questioneri*

e. Instructor and students together evaluate the questioner’ s per-
formance, and the student's fill in the Questioning Skills Record
in the Studert's Book. ,

. 2. The Role~P1aying Problem ;

A

Eldon Rxley hos Just told his father that he-has had an accident
with the family car. (The instructor will take the rolg of Eldon, and
the student is selected to act as Mr. Riley in the situation.) Eldon
is 17 years old and has been driving for the last year. Mr. Riley
carries liability and property damage insurance with $50.00 deductible
on the car. He keeps his cool and decides to ask Eldon the facts
about the accident. Eldon will not volunteer any information, but he
will answer the qluestions which his father asks him.

]
¥ i

3. Information for the Instructpr Only

h’ ' !

Situation / .
f .
You are Eldon, the 17 year old son. A student in %he
class will take the role of your father., You have just had an

- accideniy with his car, and he is about to ask you the facts about
the accident. 1 ,

Facts (not to be volunteered)

a. The accident happened at the corner of First Avenue and’ TSth
Street




b.

B o
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[t happened at about 9:30 this evening.
In your opinion, you were not at fault.

No one was hurt in either car .d rno pedestrians wvere
involved. '

The bumper, grille and lef; head1xght~of your car were badly
damaged. -

The trufk of the other car was badly dented and one tail
Tiyht broken.

There were no passengers in either car.
One witness saw the accident.
The witness was s, I. Bloek of 78 First Street Last.

It was dark and raining at the time of the accident.
-

You believe that the other driver went through a stop sign
without stopping.

The other driver said he stopped and had plenty of tigg to
get into traffic. He was very mad and claimed that Eldon
was dritving too fast for road conditions.

The other driver was Mr. B. W. Knight, of 1228 Suburbia
Drive. .

-
You were driving at about 20 mxles per hour. The speed
11m1t is 25 miles ner hour,

When you saw the other car you appiied your brakes, but the
car skidded on the wet pavement.

The witness is willing to testify that the oé;@r car did.not
come to a complete stop at the stop sign.

You called the police and completed an accident report at
the scene of the accident. VYou do not know whether they are
going to lay charges.

[

You have not reported the accident to the insurance comj any.

The other car is a new Burck 4~door sedan, lwcence rlate
numper 87-256. .

Both cars were able tp be driven from the scena of the
accident.  You car is now in the driveway.

You had not been drinking prior to the accident. The other

driver appeared sober, but mad. You don't know what he told .

the police.
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: v. Constable I. M. Ho of the City Police, investigated the
an | accident. .

QUESTION/ANSWER CHECK LIST C

_— e - Ry
a Location where accident occurred.

b Present lTocation of your car.

(o Time of accident.

d. Eldon's opinion on cause of accident.

e Other driver's statement on cause of accident.

- s

I00o0j0oonn

f Weather conditions.

g. Visual conditions.

h.  Speed of your car at time of accident.

i. - Fact that car skidded when brakes applied.
i, No one hurt in your car.

k. No one hurt in other car.

1 No-one else hurt.

m. No passengers in your car.

n. No passengers in other car.

o

No evidence of drinking.

Description of c'mage to your car.
Description’ of damage to other car.

Name of policeman +ho investigated accident.
Fact that a witness saw the accident.

Name and address of witness.

' Mame and address of other drivé}.
Licence plate number_of other car.
Description of other car.
Fart that police were called.
Accident not reported to insurance company.

* N T I\ q

Scoring: (Circle) 20 - 25 Very good 8 -13 fair

COOoCiooonoiononn

w x ¥ <

14 - 19 Good 0 - 7 'Poor




QUESTIONING SKILLS RECORD

Rating of Quesgioner‘in Model Role Play

Did questions bring cut the 'who' and 'what'
answers?

Did questions bring dut the 'when' and ‘where'
answers?

Did questions bring out the why and ‘how’
answers?

s

Were questions related to the situation?

Did the questicner ‘Show good listening skills
by following up on leads?

Did the questioner use good attending
behaviours?’

P

.
oo
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EXERCISE 2. ROLE PLAYS 1 - 4

1.  Pairs of students will work together on Role Play No. 1. Choose one
of them to act as the responder and give him the Responder's Fact
Sheet from the pad of Rele Play Situations. The other student in the

co pair will act as the questioner to get full information about the

R - situation indicated in the responder's first statement to him.

2. Both work together to evaluate the results of the questioning, using
the Question/Answer Check List on the Responder's Fact Sheet.

3. Then they evaluate the questioning behaviour of the guest:oner on the
first form of the Questioning Skills Record in the Student's Book.

4, The pairs of students exchange roles as responder and questioner, do
Role Play No. 2, and then follow the same evaluation steps as for Role :

Play No. 1. S

5. New pairs of students are then chosen to do Role Play No. 3 and Role
-Rlay No. 4 in the same way. If there is an odd student, he can sit as
an observer with a pair of students for the first two role plays and
assist in the evaluation, but he should participate actively in the
next two role plays, 1ett1ng ‘somebody else take his place as an
observer.

6. The learning opportunities in the session would be spoiled if the
. questioner should happen to see the check list before the role-play;
therefore, all necessary precautmons should be taken to see that th1s
does not happen.

7. The instructor should listen to the questions in as many role plays as
he can during the exercise to note good and bad performances and to
collect information for a discussion on questwoning at the beginning of

.Exercise 3.




ROLE PLAY NO. |

| RESPONDER’S FACY SHEEY (1o fact sheet for qugstioner)
} THE Sﬂnr““'iﬂlﬂhl

1
,

You have been talking to the quesxtaner before and you know that he is
looking .for a secondehand refrigerator. Recently, you have visited a
- friend and he told you that he wanted to sell his refrigerator. '

Say to 'the questioner, "You said you wanted to buy a refrigerator.
come I'plends of mine have one fur sale."”

Say no mofe now. Study the facts below while the questioner plans his
questions, ‘ '

4

QUESTION/ ANSWER CHECK LISY

Hl L It is a 10 cubic foot refrigerdator.

2 ] The sellers are Mr. and Mrs. Jim Mason,

3[7]  The Masons live at 54 Maple Lane, tedgphone 426-8710.
“A'Ei:} ‘They bought it new 8 years ago. h

5[] It is a Nestinghéuse.

6 ] The‘Masons are selling it hecause they're moving into

an apartment where a refrigerator is supplied.

7] They are asking $150.00.

8 [::] It appears to bg in good working order and runs quietly.

9] It is 1ight green with yellow trim,

fo ] The freezer part is not very large.

et v———_— ————

QUESTIONING SKILLS RATING
8 or 10-Very Good. 7 or 8-Good, Sor 6 Fair, 0 to 4-Poor.
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~ non.s PLAY NO: 2’

RESPONDER’S FACI' 5“5“ (No fact sheet for questioner) .
‘ [ J
. THE SITUATION

"You have béen,talking to the questioner and he has told you he wants to
get some ne.w steps built for his house.

Say to the questioner, "You said you wanted someohe to make some new
- front steps Jor your house. I know gsomeone who might be interested in

the Jjob.,"

Say no more now. Study the facts below while the questioner plans his
questions. . .

QUESTION/ANSWER CHECK LIST . | -
' l.l ] The man is John Henderson. I
12 (] He lives on Central Avenue, telephone 752-9061. . .

3] He is a retired carpenter but he still does some repair work.

4] ~ He built a new porch for the Fearsons,

{ 5] They said he was Slow but did good work .

' 6]  He charges by the job, not by the hour.

7] He doesn't charge very much.

s ] He has a good reputation as a workman. _
9 {:] You would have to ggt the materials for {:he step.
. 10 (] He has all the tools. )
— — —
‘QUESTIONING SKILLS RATING

9 or 10-Very Gogd.. 7‘Qf 8-Good. 5 or 6-Fair, 0to 4-Poor. ¢

’ . -
T - -




'ROLE PLAY NO. 3
RESPONDER’S: FACT- SHEET (No fact sheet for questioner)

THE SITUATION

Say to the questioner, "You said you needed a babysitter to take care of

your children while you are at work, I've just heard of someone who might
be interested in the job." _ . AR

Say no more now. Study the facts while the questioner plans his questions.

? o~

'y

QUESTION/ANSWER CHECK LIST
T

3 . She has been living with her family 2 blocks away since
coming from Italy last year.

4[] She is takmg a correspondence course for the next § months
‘5 . She has younger brothers and sisters; she is used to children.

6 [ ] She has-been babysitting in the evenings for the Parkers
y on 14th Street.

7] She is looking for a full-time babysitting job.
8]  She will make lunch for the children.

9] - Her Eng‘?ish is sometimes hard to understand.

10 * She wants $100.00 a month.

" The babysitter i§ Marie Baretti. ' l
2 . She is 16 years old. . o

i

QUESTIONING SKILLS RATING
9 or 10-Very Good. 7 or 8-Good. 5 or 6 - Fair, 0to 4-Poor.
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. 'ROLE PLAY NO. 4

RESPONDER’'S FACT SHEET (ko fact sheet for questioner)
." THE SITUATION

]

You have plaﬁned a holiday in England with three friends. One of the
friends can't go because of i1lness and you are looking for another:
person to take his place. You have heard that the questioner would like
to take a holiday. ;

Say to the questioner, "I'm going on a kvlzdﬁy to London, England.
tne of mu friends who had planned to go t& 8¢ You said you were
thinkirg of takung a poliday. Would you Z%ku ‘¢ _come in my friend’s

place?’

Say no more now. Study ﬁhe facts while the quascioner plans his
quespions. ‘

QU!ST!ON/ ANSWER CHECK I.IST

L A ’—m‘
g 1 i i The tr1p lasts 2 weeks. ' :
2[T]  The price is $420, in advahce. ”
3] The price includes air fare, ground transportation, hotel
‘ room and breakfast.
' 4[] The price“does not include other meals, entertainment or
sightseeing tours.,

511 The price is based on two sharing a room.

3 - .

6 [ | The holiday beging on the 15th of next month.

7[]  The company is Tailwind Airlines - a well known air
charter company.

| 8[] The trip is arranged by a local travel agency.’

9 ] " Some of the activities are planned by the travel agency.

0[] © There will be 12 full days in England.

\i\

m——(

'QUESTIONING SKILLS RATING
9 or 10-Very Good, 7 or 8-Good. Sor 6-Fair, 0to 4- Poor

rFoo

! . X . .
-
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{  EXERCISE 3. - o ROLE PLAYS 5 - 8

A

PN

1. Review the 6WH questions and questioning techniques demonstrated in -
Unit 1 and discuss the results of questioning in Exercise 2. If
further demonstration of questioning is necessary, ask two students
with good results from Exercise 2 to perform one of the role-plays in
front of the class. : o '

4]

~
-

2.  Students with newlpartners will do Role Play No. 5, chénge roles for
Rnle Play No. 6, and evaluate the role plays as- in Exercise 2. Note
that there is a Questioner's Fact Sheet for the role plays in this
exercise. .

3._'.New pairs of students are then chosen)to do Role Play No. 7 and Role
Play No. 8 in the same way as befo - )

4.“"Thev{nstruc%or should observe the attending behaviours durihg the
exercise to note good and bad uses as a basis for a discussion at the
beginning of Exercise 4. “ '

/ ¢
£
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o ROLE PLAY NO. 5§
RESPONDER'S FACT SHEET
THE SITUATION

You are the credit manager for Black's Appliances Ltd.‘ The questioner has
failed to make the last three payments on . record player set he bought 8
months ago. - You wrote him @ letter saying? "fhe company will have to

repossess the set wnless you do eomething about the monthiy payments."
L] . . .

The purdhase cost was $300.00; he paid $40.00 down, and he was to pay
$20.00 a month until the bill was paid off.

4 ! :
The questioner is in your pffite now. You have asked him to sit down.
Wait for him to speak first about his business.

QUESTION/ANSWER CHECK LIST

—— -
——

1 [] The balance of the account is $260.
2 [] The store will start action immediately to repossess the set
_ unless a new plan- for payments is agreed upon.
3 [] The client must pay $10.00 in interest on the back payments
to keep the set. . _
‘ 4 [ ] The store doés not want to takéfthe set back; it would prefer
to make a new plan of payment.
5§ [_] The store is willing to reduce the payments.
y 6 [::] The store is willing to make the period pf paymepts longer.
7 [] The new payment pian could not be lower than $10.00 per month.
8 [ ] The payments could be higher if the client wants to pay it off
sooner, |
9 { ] The first payment on the new plan would be due at the first of
next month.
10 ] The client should explain if he is having trouble making

ts.
| payments — ]

- QUESTIONING SKILLS RATING .
8 or 10-Very Good., 7 or 8-Good. 5 or 6-Fair. O 1o 4-Poor
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. ROLE PLAY NO. 5
QUESTIONER'S FACT SHEET |
THE SITUATION .

Eight months ago you -~ught a record player from Black's Appliances Ltd.
The price was $300.00. paid $40.00 down and agreed to make monthly
payments of $20.00 until «ne bill was paid off. You have not been able to
make the last three payments, and you have been told by the credit manager
of the stcre that they will repossess the set unless you do something about
the monthly payments. You cannot possibly make the back payments now.» The’
store does not want to rejossess the set. ‘They would prefer to negotiate a

new plan of payment. You have agreed to see Mr. Jones, the credit manager,
about the problem.

P

His secretary has just brought you into his office. He haslasked you
to sit down. '

Plan your questions while the responder studies his facts. Begin by
telling him why you came to see him. '

-
a



'ROLE PLAY NO. 6
 RESPONDER'S FACT SHEET -

You ‘are a mechanic. The questioner has asked you to check his 10 year old
car and tell him what it will cost to fix it up.
if it costs too much to repair, he is going to trade it in on a newer modei.

5 qu to the questioner, "I have checked your car over, What did you want
. to_know about it?"

Say no more now. Study your fact sheet while the que;tioner plans his
questions. .

QU!SI ION/ANSWER CHECK LIST

The body and paint are in good condition.

2[C]° The tires and brakes are all right for another year.

3[ ] The staering needs repair. It is unsafe to drive in its -
' ‘present condition. The cost to fix it is about $75.
4[] The wotor and transmission are in good condition.

5[] The cooling system should be repaired by cleaning and
replacing two hoses. The cost would be about $15.
6] The trade-in value of the car right now s about $100.

71 The value of the car will not dépreciate much in the °
-next year.
8] The questioner has to make up his own mind about whether
to keep or trade the car. ‘
" 9[ ] 1If the car is repaired, it would be in good condition.

0[] If the car is properly serviced, it should last for
several more years. « .

3

QUESTIONING SKILLS, RATING
9 or 10-Very Good, 7 or 8-Gdod, 5 or 6-Fair, 0 to 4-Poor. _

-

1
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ROI.E PLAY NO 6

'QUESTIONER'S FACT SMEET
THE SITUATION

You have a 10 year old car. Recently it has needed several minor re-
pairs and you are thinking of trading it in on a newer model. A friend
of yours is a mechanic,and you have asked him to check your car over to
see what it would cost to put it in good condition.

You use the car to drive to work and travel around the d%strict only
and do not plan any long trips with it. :

You have just gone to see your mechanic. friend to ask him about the
condition of your car.

Plan your questions while the responder studies his facts.



) _ ROLE PLAY NO. 7

Ly

RESPONDER'S FACT SMEET
THE SITUATION

t

t
!
!
|

You are Philip Brown. You have called the poljce because Harold Stevens
and his son have removed the engine from your §1d pick-up truck and have
taken it away in their own truck. You told thgm to stop, but they just
drove off toward where they live, a few blocks| away.

You called the police, and an officer has c to see you. You tould him
where the Stevens live, ar ‘ urged him to go ar/d arrest them, but the _
officer is talking to you instead. . - ‘
You know why.the Stevens took the engine, but/you are not going to tell
the officer anything he doesn't ask about. e '
% .

Say nothing to the questioner. Let the qQuestioner begin the conversation,
Study your facts while the questioner plans hrs questions. -

QUESTION/ANSWER CHECK

1] The Stevens used a chain hoist tp-1ift the engine.

2] Mr. Stevens had'ﬁbught the engi

3[]  He had made a down payment and f
yet due. i _
4] There was a written bill of sald and payment agreement.

rther payments were not

5[] The engine was supposed *to be deélivered to Stevens within
a week after the sale.

6 [ ] It wasn't delivered by Brown be¢ause Brown has not yet
received the new engine he ordéred.

717 Stevens told Brown last week that if it wasn't delivered
within 3 days he would come and take it.

8[ ]  Brown offered to call the deal bff, but Stevens refused.

'_9 ] Stevens' address is 429 Maple Stireet.
0[] No one else saw Stevens and hig son take the enging.
“ g o | .
L — — .
. QUESTIONING SKILLS RATIN | |
QOI'YQVQ!'yGOOd 7or&Good Sor 6-Fair, Ojto 4- Poor S

rd
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~ ROLE PLAY NO. 7
-Qmmomn'srmsum T
THE snumou b .

)

-

“You are a policeman and you have been called to a house wher® an engine
. has been taken from a truck. The caller, Mr. Brown, came home just as

another-man and his son were putting the engine in the back of their own

truck. Mr. B-owo Says they refhsed to:stop and drove .away.

¢ 7

He has told you that the other man was Harold Stevens, who lives i

few blocks away. - He has urged you to. go and arrest. thghman, but you decidé
to question Mr..Brown beforéd you see the other man. You know that. the
truck engine-weighs about 600 pounds. | .

Plan your questions whi?e the responder studtes his: facts. You bedin -
the conversation. . :

.
-~ .
. e

-

i

“
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'ROLE. PLAY NO. 8
" RESPONDER'S FACT SHEET SRS
THE SITUATION_

/

'You are the‘waitress (waiter) in a restaurant. The place is short- staffed
because one quwt yesterday and another one is sick.

- The boss “came in about 10 minutas ‘ago, and two customers have just complained
"to him about the coffee: Then ‘a steady customer made a complaint to the boss
by phone, sayxng that the ceffee he drank at nocn made htm s:ck

The boss put’ a sign, "Don't Use", on the urn 4ou had taker the coffee from,
and told you to make instant coffee for the two cusfbmers who complained.

: Y?u had already prepared the second urn and it will be ready ina “few
minutes.

The noon-hour rush is over, and the boss has called you to the back.of the °
restaurant. You kngw what's wrong with the coffee!

Say nothing to the qucstioner. Study your facts.

. QUESTION/ANSWER CHECK LIST
‘ (] The nooh “hour coffee urn had not been cleaned.

2] The person who should have cleaned it was the one who
. - quit yesterday.
3]  You started to clean it out.

471 It wasn¥t f1n1shed because a group of people came in
for an early lunch.

5[] | You then forgot to drain out the wash water before
putting in coffee and filiing up the urn,

6 1 There was only baking soda in the wash water.

71 Only the 3 people who complained had been given coffee
from that urn.

8[]  You phoned for help, but there was no answer.

v e— e e,
; e e

9} - You were also busy handling the cashier’s job.
10 [ 2] - You were too busy. to tell the boss about it until now. f

W L , / ""h
QUESTIONING SKILLS RATING
Qm'ﬂ-VefyGood, 70r8-Go_od. 5 or 6-Fair, 0to 4-Poor. A ¢
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- ROLE PLAY NO. 8
* QUESTIONER'S FACT SHEET
THE SITUATION = - 7

.
. ' . . —
. .

&

-

«
*
¢

.Ybu are the owner of a }estaurant..and you find it hérd,to get good heip."

" You are short staffed now. One person is away sidk, and*ancther one
quit yesterday. You have only.one person on duty today. You will help this
afternoon, but you were at the dentist this morning.

>
3

. ]

ately complained to you about the "stuff" you were serving as«coffee. While
you were talking to them, the phone rang. It was one*of your steady customers®

who said, "I've just been sick as a dog. What on earth was in that coffee
at noon? .I thought it tasted strange. "

You apologized to the phone caller, told him you would find out what was
wrong, and promised him free coffee for the rest of the week. Then you had
instant coffee madeq for the two complainers at the counter.: .*

~ The secoﬁd coffee urn'will be réad& in a few minutes, and you have put’
a sign "Don't Use" on tq§(bad ope. The noon-hour ruysh is over, and you
$

have called the waitress¥(waiter) to the back of the restaurant to find out,
what went wrong.

Bbth coffée urns are always cleanad out before the restaurant is closed
at night. ’ '

Plan your questions while the responder studies his facts. * You begin
the conversation.

4

-\j .

*{

<,
~

You came to the restaurant about 10 minutes ago. Two customers immedi- °

e



EXERCISE 4. | ROLE PLAYS 9 - 12 ’ g

1. Review and discuss the attending behaviours from the text of the film
Listening Techniques in Topic II, and discuss any difficulties students
may have had filling in the destvoning Skills Record for Role Plays

o 1 - 8.

P . . - Ky

o 2. GrouPs of “four students (or three, according to numbers: im the class)
.l © can work together on these role plays For each role play, one student
will be the responder, one will be’the questioner, and the others will
be cbservers. A1l should participate Tnh evaludting the performance of
the questioner as in.earlier role plays. They will change roles at the

NS " end of each role play until all four role plays are completed.
. ..' e . '. . e r_‘ ‘ . ' ‘ & ) . .
* & 5 . ) ¢
\ NOTE: It is possible that mastery of objectfves or time limitations may

dictate that all role plays will not be done. Any role plays left
-over can be effectively used to practise behaviours required in
‘Topic V¥ Unit"3 and Topic VIII.

y
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ROLE PI.AY NO. ‘9

nesmosn‘s FACT SHEET.
THE snwmou

You are areal estate agent. and you have a c]ieﬂt who 1s looking for
a house to rent. The client wants three bedrooms, an attached garage,
and prefers the kitchen at the front of the house. The house must be.
in a good district, not in the centre of town, t’aut not too far out.

Not many houses are for reat, and when one is, the rent is usually

high.

The' c!lent has Just phoned you, and you have said,'ﬁr think I have a house
you might like.” Study your facts until he is ready to start asking
questions.

QUESTION/ANSWER CHECK LIST

s
' 1] The address is 1624 - 20th Street. ]

2 1] It is about a mile from downtown.

3[] - The district was buﬂt up in the last five. years. ¢
4171 The rent is 5165 per month
51 There are three bedrooms. " | | .

6 ]  There is an attached garage.

7]  The kitchen is not at the front.

8 [;] The house is occupied now.

® 9 [:] The agent caﬁ show you the house on one day's notice

"to the tenant,
10 The tenant is moving out at the end of next month.

t—---——-—-—-—-—‘—l———-—--——--——-.——-—.—._—J sa R
QUESTIONING SKILLS RATING . |
8 or 10-Very Good, 7 or 8-Good, 5 or 8-Fair, dto 4-Poor.
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" ROLE PI.AY Nﬂ 9

nmasnomn's FACT SHEET o
.THE SITUATION . | | ~

i

You "have just moved to a new city, and you are looking for a house to
rent. You want three bedrooms and an attached garage. You would like to
have the kitchen at the.front of the house. You want to live in a good

~district which is not right in the centre of .the city but not too far out.
You don t know the city yet.

You have‘made your wishes known to a rea3 estate agent, and he is on
the‘telephone now, sayjng, "I think I have- a‘housg“you might 1ike."

You want more specific information, so you start'a§king questions[ .

Plan your questions whx]e the respnnder studwes his facts " You begin

 the conversation.

*

m,b;l |

PRI
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ROLE PLAY NO. 10

. -
. . P

RESPONDER'S FACT SHEET . . .
THE SITUATION | |

You are a carpenter: A contractor has sent you and a helper, Eddy, to a-
summer cottage on an island in Lake Trilgar to put in a large picture
window. You took one of the contractor's small trucks. Your instructions
were to rent a motor boat from one of the resorts along the shore to
tranSport yourself, your helper, and the equipment to the island.

There is no telephone on the island. No one .is living in the cottage

at present. It is the only cottage on the island and this is the only
island in the lake.

Lake Trilgar'is-actually Just a wide place in the Trilgar River and there
is a fairly swift current The resarts are up river from the island.

The boat turned over but yoti got to shore. You have the contractor on Kfff’
the phone now. VYou have just told him that the boat capsized -~

QUESTION/ANSWER CHECK LIST

- — ——— T—
‘_1 (] The accident happened about 1/2 hour ago. |

2[ ]  You swam to shore and walked to a phone.

3[ ] The helper is still holding onto the boat.

4[] © You are phoning from Paddy's Service Station on the east

B shore.
fgyfﬁ ] You have called the resort and now a boat is starting out
[~ ’ . - to rescue the helper and tow the boat back.
b 6 [ ] The boat was rented from the boat service at Fisher's
Landing.
7] The accident happened about a mile from Fisher's

Landing.
8 ] The boat is about 300 yards from shore.

9]+ Al the equipment and the glass were in the boat when

it capsized. ' S
10[_]  The boat capsized when you swerved to avoid a log.

QUESTIONING SKILLS RATING
' Sor 10-Very C§ood 7or S-Good. 50r 6~Fairl. 010 4-Poor.
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RO.I.E PLAY NO. IO

.*omsrmgsm:rsnm
THE SITUATION .~ I

-

You are a bui]ding contractor. Vou ‘sent a carpenter and a helper
to a summer cottage on an is}and in Lake Trilgar to put in a large
picture window. They took one of your small trucks and were to rent
a motor boat from one of the resorts along the shore to transport
themselves and their equipment to the island. There is no telephone
‘o on the ‘island and no one living in -the cottage. It is the only
-, = - -cottage-on the island and this 4§"the only island in the lake

. Lake Trilgar is actually just a wide p1ace in the Trijlgar River
and there,kis a fairly swift current. The shore resorts- are up-river
from the island. ' .o

The carpenter is on the telephone now. He is Qeny.excited. He
-tells you, "The boat capsized!".

A1l sorts of questions start racing through your mind. You start
trying to get the answers. -

Plan your questiqns while the responder studies his facts. You
begin the conversation

ERk(I

Aruitoxt provided by Eic:
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aou PLAY Nd

‘nsmn'sm:rsnm o
mssmmoﬂ IS

* )

You:are Mr. Chilcott. You have a summer cottage and you waﬁ% a front
! veranda added to it. There is a .side veranda 'on it now. You have °
asked a carpenter\iz give you an estimate for the job.

It is understood that he fould supply the maserials and would fxnish
the work to the point of readiness for the first coat of paint. You
have just handed him the plan of the cottage. He will go out and
look the job over. In the meantime he will need more information.

Say nothing to the questioner now. Study your facts.

QUESTION/ANSWER CHECK LIST

1] The veranda is not to go over the front windows. It is - -
to shelter’ the front door. ,
2] It is not to be giassed or screened in but left open.

3[]  About 8 by 8 feet would be large enough.

4 1 The step is to be placed opposite the front door.
| 501 ™ The carpenter can build the roof as he thinks best.

6 ]  You want an open ‘railing aroupd the veranda.

»7[ ]  The cottage is at Silver Beach and is #5 on Summerland
. Street.
8 ] It is rented at present. The temant is expecting the .
carpenter to come.
9] The work can't start until the tenant leaves in about
two weeks.
10 ]  You want it finished 5 weeks from now,

—
QUESTIONING SKILLS RATING - °
90r10~VeryGood.\70rB~Good. Sﬁor’6~Fair.Oto4-P00f. |
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ROLE PLAY NO. |
QUESTIONER'S FACT SHEET

‘THE SITUATION

" You are a carpenter. You do mainly repair work and alterationé.

Mr. Chi1cott has " asked you to estimate the cost of putting a

-veranda on the front of his summer cqQttage. There is a side veranda

on it now.

It is understood thét you would supply the materials, and would
finish the work: to the point of readiness for a first coat of paint.

Mr. Chilcott has just ‘handed you the plan of the cottage. VYou

will go out to look the job over. In the meantime you want more
1nformation :

A plan of the cottage is on the next page.

Plan your questions while the responder studies his facts. You
begin the conversation
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' ROLE PLAY NO. |2

aespm’s FACT SHEET . -
THE SITUATION

. &

Yoig are at the family's camp in, the bush country about 20 miles from the -
nearest settlement.

~ You have just found your brother “badly injured under a fallen tree You
. don't know what to do for him.

. Both yourand your brother are amateur radio«operators. You ‘have twq;way

vadio equtpment at the camp.

The owner.of the store at the lake is a!so a radio operator and he knows'
a lot about first aid. -

You have just called him on the radio, and he has answered. You have
told him that you have found your brother badly injured. You have asked
him what to do.

Say nothing now. .Study your facts.

QUESTION/ANSWER CHECK usr

1 ] There is a deep gash in his lower am, which is bleeding .
badly.
-2 ] {le also has a smaller cut on his forehead.

3]  He is unconscious. | .

4[] You don't know when it happened, but he had been away
an hour and a half. The arm has been b!eeding for
- -some time. .
F 5[]  He was found ten minutes ago.

~

| 6] You have put a makeshiff bandage on his arm.
7] The cut in his arm is 6" or 7" below hi® elbow.

L8[ ] He was partly piﬁned down by a fallen tree and has been

: freed, but he is too heavy for you to carry.
9]  He looked very white and his face felt cold.

0[] He 1sfbreathing quiet!y but his breathing seemed, shallow
f and fast

QUESTIONING SKILLS nrinc
9 or 10-Very Good. 7 or §-Good, § or 6-Fair, 010 4-Poor.
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J S non.e ﬁAY NO. 12

- quesﬂouns m:t'
- THE ﬂwmon |

L .

4 vou run a store and gas station at a lake resort and ynu Tive at
the resort all year. You dre an/ amateur radio operator. You know the
tprinciples of first aids in fact, vyou -used to give courses in it.
lqisften call on you for P in: emergeneies. , .
Anothet member of your f ily is tending the store. You have
turned on your radio just in jme to hear another operator caliing you.

The person is calling from a camp about 20 miles back in the bush
ccuntty and is now telling you about an injured person. The cqller
is asking for your help. / AR

Plan your questions while responder studies his facts. You begin
the conversatien. . :

- ?"
»

ERIC . -

PR i
* -
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EXERCISE 5.

. ' POST-TEST ROLE PLAY -

IS . g , ) .
1. In the Post-Test Role Play, each -student in turn questions the instruc- -’
tor or another student on the situation déscribed. During the twelve ’
role plays-‘just completad, the instructor should have been able to
identify several students who have mastered the required behaviours.
R 'The instructor can sélect two or three of them to act with himas =
. . » responders in this one-to-one role play for a final evaldation. The =~ .
instructor, or students acting as responders, should evaluate each’ g
. oo . g?gderttg‘s perfomaqce_in the Post-Test Role Play on the form Post-Test
«Situation. ' . o

. Q'F L ‘...- ’
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POST-TEST ROLE PLAY

Questioner's Copy

The instructor or another student will play the role of #Hr. Scouter, a

leader in the local Scouting organization. The post-test will serve as an--
evaluation for Topic II! on Questioning for Information. The responder

will check on the form Post-Test Situation the information that you get in
your questioning. ' i ‘

The Situation
S ,

You are a parent, with two boys in Cubs. You decided to attend a
meeting of the Group Committee because they had asked for more parent
- participation. At the meeting, the Conmittee agreed to sponsor a bottle
collection by the Cubs next month, and you were chosen to arrange the
details. You have never anged such a thing before, so you decide to see

Mr. Scouter, the leader, who has organized many bottle drives in the past,
to ask him about the details of what should be done.



N

POST-TEST ROLE PLAY

Responder's Copy

- ™
*
§ .

1. Situat1on

You are Mr. Scouter and have long been a leader in the Scout
movement. (Name of student) has been aéked to arrange the bottie drive
for next month and has come to ask you details about what he has to do
to arrange for the drive. '

2. Facts (not to be volunteered)
~a. There are three packs of Cubs, each composed of three groups of
, six. FEach pack has two-adult leaders and each group of six is

headed by a cub called a sixer.

b. The town should be divided into areas so that each sixer has less
than one-~half mw!eigf streat in whtch to pick up bottles.

€. A car and driver is required for each sixer. Mrs. Ruby wili
arrange for parents to supply the cars when you tell her hew many
are required. She can be phoned at 764-5421.

d. One leader and a group of six Cubs should be made reéponsible for
the sorting of bottles and loading at the drop zone.

e. The Cubs and Teaders should report to the drop zone at 8:00 a.m.
for instructions.

. f. The drop zone is usually at the Central United Church. Ari-ange-
| ments can be made with Rev. Barkman at telephope number 763-6982.

g. Returnable soft drink bottles can be sold to Maim\Grocery, if
arrangegpnents can be made ahead of time.

h. Wine bottles can be sold to Lorne's Junk Yard.

i. Beer bottles will be accepted by Brewmaster Bottling Company.

J. Non-returnable and broken bottles will have to go to the town
dump. \

k. A pick-up truck witl be required at 1:00 p.m. to deliver the
bottles.

1." In the past, Mr. Lorne of Lorne's Junk Yard has volunteered the
services of a truck and driver,

m. Arrangements Should be made to advertise the bottle drive. The
local paper and the local radic station have, on request, carried
these advertisements free in the public interest. . .
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-

n. Refreshments should be served to the Cubs. For the last drive
the Curtiss Hamburger Drive-Inn supplied hamburgers and soft
.drinks at half-price.

0. A1l expenses should be approved by Mr. Gaudet, the Groug Chairman,

Re§pander‘s Part in the Role Play

1.

Play the part of Mr. Scouter in the role play with each student
individually. T

Use the form, Post-Test Situation toi check the information obtained hy
each student. Do not show the form to the questioner until the end of
the role play. -

Evaluate each student's performance and discuss it with him.

Note that this post-test serves as evaluation for the whole unit.
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- POST-TEST SITUATION
STUDENT L ' Y
[ - :
Nll!rber of Cubs ~

Number of .1eaders
Organized by packs and sixers

(4

| £

Division of town into areas ' a
1/2 mile to each sixer

,Requirements for cars and drivers T

Mrs. Rudy will arrange for drivers and cars
Mrs. Rudy's telephone number or address
One leader & a g}oup of 6 should be made responsible for

Cubs and leaders to report to drop zone
Cubs and leaders to report at 8:00 a.m.

Drop zone at Central United Church

Arrangements for drop zone with Rev. Barkman; telephone number
Arrangements with Main Grocery for soft drink containers

Wine bottles to Lorme's Junk Yard

Beer bottles to Bregmaster Bottling Co.

Non-returnable and broken bottles to town dump

Pick-up truck required at 1:00 p.m,

_Mr. Lorne of Lorne's Junk Yard may volunteer'truck and driver
Advertising required
Paper and radio station may advertise free ~
Refreshments should be served to Cubs '
Curtiss Hamburger Drive-Inn may supply refreshments at half-price

LU0bbioooooooobbooonooono

Expenses to be approved by Mr. Gaudet

SUGGESTED SCORING - i9~24 Vary Good 15-8  Good

7 -2  Four 0-6 foor Your score

ERIC

Aruitoxt provided by Eic: ‘ \
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- \SETTING GOALS
OBJECTIVES

Students will identify desired roles, analyse and evaluate them, set
criteria on which to base long-term personal goals, and make plans to reach
them. These personal goals, once set, provide a context in which a later
occupationa;l choice can be realistically considered. Specifically, the
student will: . C : ‘

1. Identify and analyse desired roles and eonsider-the effec%s_of-per%on-‘;
al decisions on long-temm family responsibilities and earnings; |

2.  Learn:and use a decision-making strategy which can be applied to the’
process of setting goals. '

3.  Set criteria for evaluating alternatives and making decisions about
' personal goals. . . ’

4. Set long-term personal goals and make plans to achieve them.

OVERVEW . -

Beginning by generating a list of “Ten Persons I Want to Be", the
student projects these roles, analyses them and examines the effect of .
future decisions on them. With the help of a decision-makirig strategy,
criteria are generated, long-term family and social goals are set, and
plans are made to implement them, )

- Unit 1 - In Analysing Roles, the “Ten Persons I Want to Be", are
' listed, classified and related to behaviours which may
support or hinder their achievement. Future family respon-
sibilities and earnings are examined in a general way.

Unit 2 - Setti(gggriteria presents & decision-making strategy in five
steps. The first two steps-are applied in listing criteria
as a basis for evaluating alternative goals.

Unit 3 - In Setting Personal Goals, the last three steps of the
' decision-making strategy are applied in exploring family
and social goals, evaluating and choosing alternatives, and
making plans to achieve them.

EVALUATION

4

A1l forms will be completed, long term .family and social goals will
be set, and sequenced plans made to achieve them.

Full Tt Provided by ERIC. ~



- OBJECTIVES

ns

UNIT I anavzine roLes

: -~

1. Identify desired roles as "Ten Persons I Want to Be" and analyse
these desired roles in relation to supporting and hindering
behaviours. . £ ’

‘2. ldentify behaviours that can be changed to make chosen roles

&

possible.

3. Evaluate iﬁé effect of personal decisions made in relation to family
responsibilities and earnings. '

1]

LEARNING ACTIVITIES

. . > ] A

1. Exercise 1. Identify desired roles and rank them on the form "Ten
Persons I Want to Be" as a prerequisite to an analysis of roles in
the next exercise. ’

Students's Book: Ten Persons I Want to Be | e
- Relating My Behaviours to Mx_Futurs

2.  Exercise 2. Classify the "ten persons" into groups of family,

social and occupational roles and_ state a general role for each.
Then relate the ways the student spends time and money. to family
and social roles to identify behaviours which support or hinder
role achievement. A further analysis is then made to list things
that students can or cannot change to make achievement of these
roles possible. .

Student's Book: Role Amalysis

RoTe Groupings |
| ?aﬁu__goge gnalysis #1 and #2
Social Role Analysis #1 and 42

3. Exercise 3. Discuss the projection of family fespensibilitie§ and
earnings in the future and relate them in given, examples of personal
gec}§ions to time of marriage, length of education, and size of

amily. .

Projectual: * Role Analysis Chart
Student's Book: Projecting Roles

AN

4. Exercise 4. Discuss intentions or plans for future roles, such as

“Ten Persons I Want to Be", as goals to bé achieved.
-Student’s Book: Roles asxgoals
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EXERCISE 1. ‘ Ten Persons 1 wgpt To Be

: The cards and 1ists from Topic I, Unit 1, Exercise 1, Ten Persons I
~Am, should be reviewed as a stimulus for this lesson. The students will

_ project the concept by generating a list, “"Ten_Persons I Want to Be", and
. consider these future roles in the-]ight of ‘present behaviours. )

The steps for the exercise are:

1. Eéch student wf}tes the ten persons "he wants to be" on ten slips
of paper or index cards in the form "I want to be a "

2. Each student places the roles in rank order by putting the role he.
could most easil¥_live without face up on the table; he continues
the process until the most Tmportant role is on the top of the pile.

3. Students and instructor then forin a close circle. The instructor
sets a model by reading his roles and making a brief comment on why
he has placed each role where he has. Then each student in turn .
" introduces his list of persons and explains why they are ordered as
they are.-® o ' -

.

L )
4. The instructor and other students should make encouragiéé comments
¢ ' and give feedback to each student as he introduces his "Ten Persons"

]

5. On the form, Relating My Behaviours to My Future, students fi11 in
‘the ten roles of the "persons they want to be" in the rank order
they have decided on.

6. In the other two columns; (Ways I Spend My Time, etc. and Ways I
Spend My Money, etc.) the student writes the number of each in
support of each role as was done in Topic I. “Some behaviours may
support more than one role and others may support no roles. Discuss
the advantages of using the behaviours generated earlier, since
achievement of any desired role will depend on present behaviours

- and identification of them.

7. The students then study the relationship between their listed roles
and the ways they spend their time and money to see if thefr
behaviours support the roles and 'to note inconsistencies. Some
students may want to keep this part of the exercise confidential.
The instruction should assist them in this.

IToxt Provided by ERI

Q .
ERIC .
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RELATING MY BEHAVIOURS TO MY FUTURE

TEN PERSONS
I WANT TO BE

e

WAYS I SPEND

WAYS I SPEND MY MONEY
MY TIME WHICH
SUPPORT EACH ROLE WHICH SUPPORT EACH ROLE

- -
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EXERCISE 2.

121

Role Analysis

-~

. In this exercise, students will further examine their "Ten Persons
I Want to Be" by grouping these roles, examining their strengths and

weaknesses and beginning to ide

~ to achieve broad roles. '

ntify behaviours which should be mdified;

1. People's rqles can be grouped intd the three main areas of family,

social and occupational.

ten rdles is assigned to one or more

On the form Role Groupings, each of the

of these groups.

The instruc-

tor should lead a discussion of roles in a general way to stimulate
the formulation of the family role, social role and occupational

role.

~ example of a fictitious person and a set of roles.
which may stimulate role grouping are:

A brainstorming session is suggested here, using a given

Some examples
@

Family ~ father, mother, hdsband. wife, parent, etc.

Social ~ community workery church member, bowler, gardener,
neighbour, member of a political party, etc.

Occupational - employee, operator of a small business,

contractor, salesperson, etc.

From the list of roles generated, and recorded on the form, the
student draws a general role which is descriptive of or inclusive
of the list of roles in each of the three main role groupings. For

example:

3

Family Roles

Father
Grandfather
Provider
Companion

Social Roles

Friend
Neighbour
Sportsman

Occupational Roles

Employee

Mechanical worker

Worker with good
income and time
for leisure and
family

©
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Aruitoxt provided by Eic:

 General Roles

I want my family role to be:
one in which I am a good
provider and companion to my
family. :

I want my social role to be:
one in which 1 hdve good
friends who are interested

in sports.

I want my work role to be:
one which is satisfying, with
a good income and security in
some mechanical field.
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Choosing the family role, the student brings forward from Topic I
the behaviours of spending time and money, and other behaviours,

and identifies each of.them as being in support of or hindering the
achievement of the family role by 1isting them as such on the Family
Role Analysis #1 form. |

The séme analysis is made for the social-roles, using Social Rele
Analysis #1. At this point the students should be informed that

analysis of occupational roles will be dealt with in Topic V, along

- with a study of different occupationg and the factors that have to

be cons idered 1n‘making a choice

¢

A second analysis is made of the family and social - roles, this time
focusing on identification of factors which are fixed and changeable
on the descriptors of “"Things I Can Change® and "Things I Cannot
Change". This analysis is done on the fonms Family Role Analysis #2
and Social Role Analysis #2..

On each of the role analysis forms, space is provided at the bottom
for the student to record a summdtive statement based on the -

. analysis. These narrative statements are intended to stimulat
" planning to achieve the rcres by identifying and recording possible

actions which should be taken.
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T
ROL ROUP
FAMILY ROLES _ ,
HMAIN FAMILY ROLE
e — 1 WOULD LIKE MY FAMILY
S ————— S —— ROLE 7O BE
m. \
m'
m
.
m .
SOCIAL ROLES o
MAIN SOCIAL ROLE
e \ T WOULD LIKE MY SOCIAL
.;____...___ — I " ROLE TO 8F ..
m N
. OCCUPATIONAL ROLES t o
MAIN OCCUPATIONAL ROLE

“j

I WOULD LIKE MY ROLE
T0 BE

|
l

' !
.
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. .. S . FAMILY ROLE ANALYSIS #1
| MAIN FAMILY ROLE _ i ‘ . .
' THINGS I DO WHICH WILL " THINGS T DO WHICH WILL :
; HELP ME ACHIEVE THIS ROLE | NOT HELP ME ACHIEVE THIS ROLE /
| . — —
- _ 1
= —f
( o . ——————
2 $—
{ /3 —
| N 1
?_ — — - h
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\ “«hi . j-]
- 2 . . -
' . ‘h.
WHAT 1 SHOULD DO RIGHT*NOW<TO HELP ME ACHIEVE THIS ROLE:
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SOCIAL ROLE ANALYSIS 1 =«
S MAIN SOCIAL ROLE  __. :

5 THINGS T DO’ WHICH WILL. { . THINGS 1 DO WHICH WILL -
; . HELP ME ACHIEVE THIS ROLE | NOT HELP ME ACHIEVE THIS ROLE .

j_ ' e . ’ .
"'_ . . - [ i
- N - ) o , ) .

B ! ¢
- —-—
. 1
) 1\
. ——— - ——
¢
8 v s R
: P T
L
' e — T —
. , .
* — ——— _F -
.
R — . i *
’ — - T - _——-T
PR .

WHAT I SHOULD DO RIGHT NOM TO HELP ME ACHIEVE THIS ROLE:
.- -—-\’ . ———
R

. ]:C

Full Tt Provided by ERIC.



- 126

g - | | FAMILY ROLE ANALYSIS #2

MAIN FAMILY ROLE .

THINGS 1 CAN " THINGS I CANNOT

i

WHAT 1 SHOULD DO RIGHT NOW:
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SOCIAL ROLE ANALYSIS #2

MAIN SOCIAL ROLE

THINGS 1 CAN THINGS I CANNOT
CHANGE CHANGE

"

WHAT I SHOULD DO RIGHT NOW:

ERIC

Full Tt Provided by ERIC.
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EXERCISE 3. Projecting Roles : :

1. Discuss the idea of a 1ife-1ine as a horizontal line on a graph
representing a person's working 1ife, using the projectual Role
Ana]¥sis Chart. Identify the base line showing the ages at varioys
points. .

2. Discuss some common patterns, and plot points from student-gathered
information. Stimuli: "At what point on the 1ife-line do people
begin working?" “At what point on the life line do people get .
married?® “At what point on the 1ife line do people usually retire?”
"At what points in the age of parents are thieir children in school?®

3. Discuss use of the vertical axis as a technique to show another

‘ factor in'relation to time. The divisions on the vertical scale )
are meant only to show if the l1ine of the graph is rising or falling
and relatively how far. Stimuli: “Let's look at family responsibil-
fty. How much family responsibility might a person have at 20 years
of age? (plot) "30 years of age? (plot) 40 years of age? (plot)
50 years of age? (plot) 60 years of age?" (plot) Let students
discuss and put forward their reasons for certain levels. Try to
‘get a consensus at each age for an agreed-upon example. When the
points for each age are plotted, join them with a smooth curve. Then
discuss the curve at various ages. Stimuli: "At what ages are
family responsibilities the least? greatest? increasing? decreas-
ing?" Here are some facts from the Canadian Census which show
averages: '

AVERAGE AGE  AVERAGE AGE
CHILDREN OF MEN- OF WOMEN

1st child
2nd child
3rd child
4th child

4. Draw and discuss a curve of Family Responsibilities on the project-
ual, based on the census figures. Such a graph shows that family
responsibilities begin to increase after marri:ge and birth of the
first child. The time of most responsibility will be about 18 years
after the birth of the first child.

©

ERIC
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Nork through the Earnig&gcurve in a similar manner. The earnings

curve begins with the first term of employment and shows a steady .

increase for 15 years (point of occupational maturity). At this o
point, it tends to level off for about 10 years and then leveis to . -
retivement. At retirement a drop to about one-half the highest

level is nomal. -

Occupational Development. Do not discuss occupational development
at this point. This will be developed in Tépic V. It is possible
here to demonstrate that the employment role is the supporting
element in the other two major roles. If the students draw the
conclusion, discuss it in a general way only, leaving the detailed
projection of occupational development for later lessons.

ITlustrate the relationship between earnings and family responsi-
bilities with the following three examples. The examples are -of .
separate individuals whose circumstances and decisions relating-to .
marriage, timing of family, education and traifiing factors varied
greatly. The instructor may draw these graphs on the projectual or
on a flip chart to draw attention to particular points or to vary
the circumstances from those given.

Note that the heavy beaded vertical line indicates the point of
highest family responsibility, and the thinner beaded line indicates
the point of highest earnings.

“w
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C Example 1:

In this example, the individual married young and he reached the peak
of his family responsibilities at about age 42. However, he did.not reach
the peak of his earnings until seven years later at age 49. He did not
have the greatest amount of money available whgn he needed it most.

' Earty mariage
FAMILY RESPONSIBILITIES . '
- i i 1 1 i ’ 1 1 1 i
. ! . ; ’ -
W‘NN b -
- e T e e R U
© EARNINGS
T T N T T T T T T T
B e s e -
- Example 2:

In this example, the person married at 28 and probably had his first
- child at about 30, so that his family responsibility peaked at age 48.
However. ne spent several extra years in college, so that his earnings did
not reach a peak until he was 56.

)

Eomings delayed by educotion
FAMLY RESPONSIBRLITIES
ey e NS

i 1 i 1 i ¥ 1 i
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= . Example 3: | | .
In this example, the individual married at about 30 and his family
L responsibilities reached the highest point at about age 50. He is seasonally
P emplcyed or changes jobs frequently, so that his pattern of earnings does not

rise according to the standard curve. He therefore finds that his earnings
at age 50 are low, . and he has a hard time to meet his responsibilities.

. ’ Secsoncily smpioysd or smployment hos
nmmurasswxsmm:nss interrpied work patiern
T ™ _

T

lh_l“é;‘L‘id! l*LAI‘#AAAéLPlA“A‘AL}A

- PO |
. < !
EARNINGS

T T LA T T T T T T T

Seasonaity «Wcmm
CRINGES (0D ften ONG doRe nOT QY
TR JWVOQR r FEQWN EOMOHONG

Examp]e 4.

In this example, the indavidual marries late and his peak of fami1y
responsibility is at the age of about 56. He started his work at an
occupation fairly early in life so that he reaches his highest earnings,
at about age 48. His earnings are beginning to decline by the time he
reaches the point of greatest responsibility.

Mamiage and fomily diNayes

FAMILY RESPONSIBILITIES
} 1




B e e
[

OBJECTIVE #3:

STRATEGY:

INTRODUCTION:

132

PROJECTUAL : ROLE ANALYSIS CHART

Evaluate the effect of personal decisions made
1in retation to family responsibilities and

eamir_igs.

-

Explain the idea of plotting a 1ife-line on a
graph, plot sample points, and draw curves for
ghem as explained in Steps 1 - 5 of Exercise

r

‘ §

We can illustrate the family responsibilities
that a person may have at different ages by
dam ‘a Bife~Line fon his working years on
a . The numbers afong the bottom Line
indicate his age at various points.



“n]“l“'li- VT e ,..; o

-

’ 133 -
f .
| )
ROLE ANALYSIS CHART

FAMLY RESPONSIBILITES -

b A M v

f
.

l:d n M ) [T w 0; B LY PY) cs.

EARNINGS
v

7] TN ® 1) ne [0 (9 - ] o
QCCUPATIONAL QEVELCPMENT

M I ' i * P "

. /
4
- i U SR S b A i i b A Y -
»n e ] 7] « . L1 ® a L L]
. -
__‘__,_,.:m )
¢
L]



134

EXERCISE 4. . Roles as Goals

In Topic I, rolds were listed and discussed in the exercise on
Ten Persons I Am gnd a%aigein gxerggse liof-ngic Ixai? thzos?:rggse
-on Ten Persons I Want To Be. At this point the emphasfs s
changed from roles to ggg1~. In a brief discussion, the instructor
should point out that intentions or plans for future roles cambe
- called goals.. For the remainder of the course, they may be referred to

as goals.

Also, from this point, the process of examining and setting goals
will become more definitive and will involve the students in a decision
making strategy in learning more about themselves, their families, and
social and work environments, and in making plans to achieve goals
which have been chosen. .

Aruitoxt provided by Eic:
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UNIT 2 : serring criteria

OBJECTIVES - . :

1. Describe a decision-making strategy invo!ving clarification of
decision situations, setting criteria, identifying and exgloring
alternatives, evaluating alternatives and deciding, and plamning to
implement the decision. '

2. Identify and set criteria, based on personal roles and personal

© preferences, which can be used in setting and evaluating long-term
fgmity and social goals. '

LEARNING ACTIVITIES )

‘1. Exercise 1. Present and discuss a'decision_making strategy in five
steps. Apply the strategy in an example decision situation to
practise the individual steps and the strategy as a whole.

Projectual: Decision Making Strategy
Student's Book: Decision Making
2. Exercise 2. Review the decision.making strategy and earlier

discussions of personal goals, and then apply Steps 1 and 2 of the
decision-making stra . The result should be a set of criteria
which can be a stimulys for possible choices and a base on which
to evaluate these alternatives later.

Student's Book: Setting Criteria for Personal Goals
, @tgr%a for Choosing Personal Goals

)

-./\
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EXERCISE 1. Decision-Making
1. Introduce the subject of decision-making by discussing examples in

2.

work, home and socfal 1ife. Examples can be relatively unimportant, .

such as deciding whether to go to movie A or movie B, or deciding
which of several pafrs of shoes to buy. Then bring in more. import-
ant decisfons in a person‘s 1ife: deciding what type of education
to get, deciding on an occupation, and deciding on where to Tive
and work. Stress the fact that in more important decisions the

impact of a wrong decision is greater.

Present the decisfon-making strategy described in the following
Section A, A Decision Making Strategy. Use the overhead projectual,
akin hile explaining and discussing the five

Apply the decision-making strategy in working through 2 given
decision situation. An example {s provided in Section 8, Choosi
In a

an Aggsggg%t to Rent, but another may be chosen instead. ny
case, t ve steps and discuss the results of each,” If it is

considered appropriate, and if time permits, one or more additiona)

examples using the strategy could be used.
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 PROJECTUAL: DECISION-HAKING STRATEGY

OBJECTIVE #1:

STRATEG! ;

INTRODUCTION:

Describe a decision-making strategy involving
clarification of decision situations, setting
criteria, identifying and exploring altern-
atives, evaluating alternatives and deciding
and planning to {mplement the decision.

Begin with simple examples of everyday decisions
that le make. Then introduce each of the
five steps and explain and discuss each.

Everybody makes simple decisions every day.
Sometimes- there are impoatant decisions which
nequinte more cane and thought. Hene is a
dystem of making decisdons in five steps
which wild hedp you 2o make the right one.



L L DECISION-MAKING STRATEGY
' ! Clarity the Decision Situstion
; : N
' 2 Sel Criterin
£ .

3 ' identity and Explore Altsrnstives
. ¢  Evaiuate Atternatives and Deckte

§ . Plan to kimplemant the Decislon
_ . L
€
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A. A Decision-Making Strategy

The decisfon-making actTVi€y as presented in this section is °
directed mostly towards career planning, ‘inclyding occupational choices,
trainfng choices and job choices. However, some time spent on general
decision making is desirable and appropriate. The aim at this stage is
to build a knowledge base to give the students some confidence jn using
the steps in a general way before they need to make important personal
career decisions, : . , L TN

The instructor is cautioned not to assume that decision-making ¥s
an easy, mechanical process. - It is, rather, highly personal and often
subjective, and the process should always be flexible. The experience
of a systematic approach, however, provides a student with a realistic
and set pattern of behaviour -which fie can draw on and ‘apply in later
circumstances as his particular demand. ;

The deciding strategy described in steps below is fairly simple
and yet widely useful for career flanning and other decisions. The
strategy allows adjustments to meet contingencies as they atise, and at
1ts conctusion the strategy, requjres a plan to implement the dacision.

The Steps _

d. Clarify the Decision Situation

A decisfon situation exists when a person has to make a_choice
~ from a set of alternatives., This statement suggests that altern-

ative courses of action are possible and that one of them will be
the best for the individual faced with the chaice.. It also suggests
a time frame in which choice points can be identified in a certain
order of importance. For example, in career planning a person
obviously has a choice of particular jobs. A person would also have
several alternatives in making plans for education and special
training. These involve different decisions and decisions made at
different times.: _ ’ |

Career planning, then, is ot simply one choice of an occupa-
tion, but rather a series of decisigns, made at critical points and
affected by a situation at the time of each. 41n this.context
"clarifying the decision situation” means that a decision situation
must be understood in terms of three, things:

v
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* its point in the career plan;
* how critical the decision is; |
* how: it is rela;ed to the next critical decisior point.

Stimulus questions for clarifying the decision situation might

a. What decision(s) must be made now and which can be delayed?

b. What information, or assistance from people or orgadizations.
do I need to help me make this decision?

€. What in general terms will the alternatives be? For example,

in making a choice of a training program, the alternatives
must be within the total set of possible training programs,

Set Criteria

»

This step focuses on the identification.and examination of the
constraints which will put broad or specific conditions on the -

decision. Criteria can be stated in terms like: “The choice must
be ..."; "The choice should be ..."; “I would like to ...".

Criteria are used in two ways. First, if taken singly, and
without reference to any other criteria, they can stimulate the
identification of a broad set of alternatives. Second, they can be
used to evaluate alternatives as constraints on the choice; that is,
one criterion can be applied to the alternative generated by
another. This leads to the identification of a sub-set of alterna-
tives which meet both criteria.

Stimulus questions for setting criteria in the context of a job
choice might be: ‘
a. Would I move to another city or region? .
b. What general levels of salary or wages would be acceptable?

The answers to these questions, and others like them, will aid
in seeking alternatives, as well as evaluating them when a decision
must be made.

Identify and Explore Alternatives

The cbiteria can provide the stimulus to generate alternatives.

The intention is to produce a universe of possible choices. This is

best done by choosing a single criterion and using it as a stimulus.
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for exam#le. in a decision related to choosing a school or college
in which to take a cdurse, the universe of alternatives would be all
institutions which offer the type of training.

. Exploratioy of the alternatives identified provides the
student with as puch information on each alternative as possible.

For example, in choosing a school to take a course, a person
might prodice this list:

Criterion #1 Alternatives

I want to take a clerk-typist course. School A
' School B

School C

School D

School E

Criterion #2

-] ternatives
. _ _

I want to live at home while taking the course. School A
_ ’ - School F

In the exploration, further facts would be gathered and recdrded
- for each alternati =,

L]

4. Evaluate Alternatives and Decide

In this step the criteria are applied to each of the alterna-
tives to identify those alternatives that best meet the criteria as
a whole. The evaluation may produce several alternatives, or a
single one, which will be the 'best' choice (or choices) for the .
individual., In the evaluation, certain criteria may have to be
given priority because of the advantages of some alternatives over
others. To follow the example from Step 3, if living at home is a
high priority, the person would have to choose School A; School F
offers no clerk-typist course. On the other hand, to gain some
benefit based on another criterion, the person may decide that: he
would have to live away from home. '

5. Plan to Implement the'Decision

'’ R .

The final step in the strategy is to make plans to implement
the decision. The suggested technique here 'is to identify all the
required tasks, to orj?ﬁ them in time, and finally to carry them out.

)
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In the example of the clerk- typwst course in Steps 3 and 4,
after the person has made his choice, these are somc of the tasks
which mignt Le required: .

. Mmake appl:cat:on,

get money for fees, living expenres, etc.;

arrange for accommodation (if relocation is necessary);

get transcripts of school records;
get medical examination;

get necessary books, materials, etc.

- 0 QO N o w
*® & = =z g
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These tasks would then be arranged in order and carried out to
ensure that entry to the course would be achieved.

B, Example Decision Situation: - Choosing an Apartment to Rent

The Situation

You are living in a furnished apartment and have just decided to
purchase your own furniture, except for a kitchen stove and a refriger-
ator. You are now looking for an unfurnished apartment to be available
one month from now. “

-

The Steps

1. Clarify the Decision Situation

Your decision situation will be to decide which of the avail-
able apartments best meets your needs.

2. Set Criteria

You have listed the following conditions as a means ~of ident-
ifying possible choices:

a. The most you can pay, not including utilities, is $175.00 per
month, .
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~b. The location should be within easy walking distance of a bus
route or your place of work.

€. The apartment must have a stove and a refrigerator,
d.  The apartment should have one bedroom.

Identify and Explore Alternatives

”

You have used newspaper advertisements and telephone calls to
get the following information. Use each of the criteria in turn to
find possible choices of apartments.

Criterion #1:

The most you can pay, not inciuding utiiitiés,'is
$175.00 per month. :

Alternatives ?éﬁ Remarks
1. Central Apts. $160.00
2. Palace Place $175.00 - |
3. 325 Maple Street $110.00 (includes utilities)
4. Mr. Adams $155.00
5. Hilltop Apts. $170.00

N —— R

Criterion #2: The location should be within easy walking dis~
tance of bus or work.

Alternatives Remarks
1. Queen Elizabeth Court |on bus route, mile from work
2. 1550 - 23rd Street 6 blocks from bus and work
3. 270 Westview Crescent 3 blocks from bus, 5 miles from work
4. Hilitop Apts. 1 block from bus, 1/2 mile to work
5. Central Apts. 3 blocks from work

Criterion #3: Thé apaffﬁént'hust have a stove and a refrigerator.

ﬁ? e e =

Alternatives Remarks

A1l apartments have a
stove and a refriger-
ator except Pineview
Lodge
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\ Criterion #4 The apartment should have one bedroom.

Alternatives ' Remarks

Many listed. Al
those from Criterion
#1, 2 and 3 are one
“bedroom except Queen
Elizabeth Court.

®

4.  Evaluate Alternatives and Decide

a. A1l apartments seen or advertised have stoves and fridges
except Pineview Lodge.

Many one-bedroom apartments are available.

Location and rent appear to be the most important criteria.
On these criteria, Hilltop Apartments and Central Apartments
are within the price range and have good access to work.

d. You have visited both upartments and found that the Hilltop
is in.better condition and is in a residential area.

@, Your choice is the Hilltop Apartments.

5. Plan to'Imp1ement the Decision

Having decided on the Hilltop Apartments, you now make plans
to rent an apartment there. The tasks might be:

a. MWrite or phone the person in charge of rentals.and give him
your decision.

b. Find out if a deposit or advance rental is required and make
the payment.

¢. Give notice of leaving your present apartment
d. Arrange telephone and utilities changes.

Arrange to have your furniture and the personal belongings
moved into the new apartment. .

-

Finally, you decide the order in which the tasks should be
done, and you carry them out.
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-~

Review the deci<ion-making strategy by briefly discussing each of
the five steps with the aid of the projectual Decision Making
Strategy. Mention the example just completed and the application
of the strategy to,it. ]

Return to a brief Biscussion of personal goals by:

a. reviewing the activities in Topic I;

b. reviewing the activities of Unit I of this topic where
desired roles were considered as goals; '

¢. preparing students to consider their personalpgoa1§ in more
dgta111by applying the decision making strategy to the choice
of goals; - o S

d. reviewing the first two steps in the deciding strategy as they
will apply in this exercise, i.e., to derive criteria for.
personal goals.

Apply Step 1 - ciarify the Decision Situation. The objective here
is to make students clearly aware that personal decisions are
desirable within the context of family and social goals.

Family Goals: - The decision situation is one of choosing a
family role which recognizes existing conditions
and future possibilities. Discussion may centre
on two situations: unmarried students still
1iving at home, and married students with their
own homes and families. Stimuli: "What rela-
tionship do you want to maintain with your
parents and the parental family and home?"

“When do you want to get married and set up
your own home?" "What kind of relations do you
want to maintain with your own spouse and
children?" "How do you want to spend your
money: to buy your own home? to pay for
recreations and amusements? to educate your
children? to improve your own education? in
other ways?" .

Social Goals: Clarification here might produce some broad
categories of choices indicating the extent and
general orientation of the social roles possi-
ble within context of family and work. Stimuli:
“What sports activities do you want to partici-
nate in?" ‘“What social clubs do you want to
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Join?" "Do you intend to join and be active in
a church? a political party? a community
organization?" What effects would a night job,
shift work or self-employment have on social.
goals?" "Would you want to leave your present

- social community to take a job somewhere else?"

Occupational Goals: Delay'the consideration of these goals now,
' but inform the students that they will be
setting criteria and occupational goals
later in Topic V.

Apply “cep 2 - Set Criteria. Initially the students should examine
the constraints or conditions already existing in the form of “Things
‘1 Cannot Change" for each role group from Exercise 2 in Unit I.’

These should be examined again to detefmine their flexibility, and
where constraints still exist, they should be recorded as criteria.
For each of family and social goals, stimulus questions such as the
following might also generate criteria:

a. What things in my life cannot be changed?
b. What things would it he very difficult to’change?

c. Is there any person or place I do not wish to leave for any
extended period of time? :

d. Is there a particular location or type of location where it.
is necessary or desirable for me to live?

e. - What do I really want to accomplish in my life?

Students record their criteria for family and social goals on the
form Criteria for Choosing Personal 1s in the Student's Book:
in this way they can keep their criteria confidential. Both
instructor and students should be aware that criteria are subject
to change and should be modified as the individuai makes important
changes in his life. To help students list their criteria, they
might start each point with the words, "I want ..."
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CRITERIA FOR CHOOSING PERSONAL GOALS

Family Goal Criteria:

1.

].

Occupational Goal Criteria:
(These criteria will be set in Topic V.)

Q
ERIC
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UNIT 3 : SEJTING PERSONAL GOALS

OBJECTIVES

1. Identify and describe personal goal alternatives within the context
of family and social roles.

2. Evaluate alternative qoals and make persona] goal choices consistent
with established criteria.

*

3. Prepare tentative plans in the form of tasks to be completed or
further decisions to be made in order to achieve personal goals.

N

/
LE/ARN!NG ACTIVITIES

1. Exercise 1. Use the criteria from Exercise 2 of Unit 2 and apply
Step 3 of the decision-making .strategy to generate and describe
personal goal alternatives for each criterion in turn.

Student's Book: Exploring Personal Goals

2. Exercise 2. Evaluate thesé personal goal alternatives according to
the established criteria and make broad family and social goal
choices by applying Step 4 of the decision making strategy.

Student's Book: Setting Personal Goals
- Evaluating Family Goal Alternatives
Evaluating Social Goal Alternatives

3. Exercise 3. Apply Step 5 of the decision-making strategy by listing
and ranking actions and further decisions which need to be made to
implement personal goals.

Student's Book: Planning to Implement Personal Decisions
Plans to Reach Family Goals
Plans to Reach Social Goals
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EXERCISE 1. Exploring Personal Goals

Review the decision-making strategy by menticning each of the five
steps briefly. ' ,

Introduce this exercise by placing the activity of identifying and
exploring personal goal alternatives in the context of previous
exercises, i.e., as Step 3 of the decision-making strategy, follow-
ing Steps 1 and 2 in the previous exercise. .

Have the students bring forward their criteria for family and
social goals and record them on the form Exploring Personal Goals
zn the Student's Book. (Room for up to sTx criteria In each group

Apply Step 3 - ldentify and Explore Alternatives:

a. Discuss methods of identifying alternatives for each criterion

listed. Stimuli: roles of "Ten Persons I Am" from Topic I;
roles of "Ten Persons I Want to Be" from Unit 1 of this topic;
other personal preferences.

b. Students will then record their alternatives for each criterion
on the form Exploring Personal Goals. They do not need to fill
every space or be Jimited by 1t. Assist students by asking
stimulating questions or suggesting alternatives, but do not
direct them to choose specific alternatives.

“¢. In the space for "Remarks", the students can write any pertin-

ent facts cr information about the alternatives which may help
the later to choose one. Allow time and opportunity for
questions and thought during this exploration perjod. Students
may want -to discuss the alternatives with family members or
gther significant persons before they finish completing the
oms.’ .
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EXPLORING PERSONAL GOALS

Family Goal Criterion #1

. ‘ L——

Alternatives Remarks

S s e = St

{
Family Goal Criterion #2

AE— e —
Alternatives

Family Goal Criterion #3

. Alternatives Remarks
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Family Goal Criterion #4

Alternatives Remarks

Fa@jly Goal Criterion #5

Alternatives ~ Remarks
S gt S A
=
-~ —— — M —
¢

Family Goal Criterion #6

-

S — s =
Alternatives ‘ Remarks
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EXPLORING SOCIAL GOALS

Social Goal Criterion #1

Alternatives Remagks

e mar s e am v Vo 13 S PA ma e e e o v

Social Goal Criterion #2

Alternatives Remarks

e e e o e e e e e . S T e | e = St = vk . S i 3% mmm ey e ks O TR . YD S MBS o BARY TR Yot S o v e A —mam Yamn et Yk | S Lee oA eH A st cas | )

Social Goal Crit¥rion #3

Alternatives
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Aiternatives

R )
Social Goal Criterion #5 ) )
- .

Alternatives ‘ Remarks

Social Goal Criterion #6

Aiteinatives
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€XERCISE 2. - Setting Personal Goals

Review the decision-making strategy by mentioning each of the five
steps briefly.

{

Review the alternatives which the students wrote in the previous
exercise., Make sure that they have completed,;hat exercise ade-
quate1y before proceeding.

Outline the tasks in this exercise within the context ¢f previous

.exercises, i.e., as Step 4 of the -deciding strategy. Emphasize

specifically that a choice or choices should be made, and that these
choices will help in making personal career plans.

Apply Step 4 - Evaluate Alternatsves and Decide. The students will
work through the following steps:

a. Rank each of the family and social criteria from most important
to least important by numbering (up to 6) tne rank of each in
the margin on the form Criteria for CHoosingAPersonal Goals
from Exercise 2 of Unit 2.

b. Write the family goal alternatives from Exercise 1 in any order
on the form Evaluating Family Goal Alternatives.

c. Complete the check 1ist on the same form by indicating which of
the criteria are met by each alternative. The instructor may
need to assist students to make judgements about whether
criteria are met, or to use the form properly. The check marks
will indicate which alternatives should be seriously considered,
which to be rejected, and those which might require further
~ploration.

d. On the basis of this evaluation and any preferences, the
students choose the best alternatives and write them at the
gattom of the page under Family Goal Choices and Social Goal

hoices. L
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EVALUATING FAMILY GOAL ALTERNATIVES

Criteria Met
Family Goal Alternatives Remarks
11213/14516

“mﬂ—*&—h*——————-“
Family Goal Choices

1.

£ s A5
-~ » -
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;| EVALUATING SOCIAL GOAL ALTERNATIVES

Criteria Met '

Social Goal Alternatives Remarks
1{213{415]6 ’

-

Social Goal Choices
1.

N +» (78 ] ™
» [ ] L] -

ERIC

Full Tt Provided by ERIC.
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EXERCISE 3. Planning to Implement Personal Decisions

Review the five steps of the decision-makihg strategy.

Review progress through the first four decision making steps in
recent exercises, Emphasize both the importance of planning to
achieve goals and the‘use of the deciding strategy to make adjust-
ments or new decisions at various times.

Students will bring forward the family and social goal choices from
Exercise 2 and write them at the top of the forms Plans to Reach
Family Goals and Plans to Reach Social Goals in the Student's Book.

Apply Step 5 - Plan to Implement the Decision. The students will
wbrk through the following steps.:

. a. Prepare a list of tasks to be carried out to achieve family and

social goals and write them on a separate card or sheet of
paper.

b. Rank the tasks on a time priormty basis with the first task on
top. .

¢. Transfer the lists to the section Things To Do on the forms
Plans to Reach Family Goals and Plans to Reach Social Goals.

d. Review the goals and plans to achieve them, in preparation for
further self- assessment and occupational planning in Topic V.

£
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" PLANS TO REACH FAMILY GOALS- -

FAMILY GOALS

THINGS TO DO
1

ERIC

Full Tt Provided by ERIC.
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PLANS TO REACH SOCIAL GOALS

SOCIAL GOALS

- THINGS TO DO

?; : K

4

5

6
Q
ERIC

Aruitoxt provided by Eic:



WELDER o _ V

CLERK 4@50 |
- cp&\"i‘“e“ACCOUNTANT
) DRIVER
ENG 1y -
R HrrTER
CHOOSING
AN
OCCUPAT\O“\




far

.‘ ‘;4;1 /lsa

'CHOOSING AN OCCUPATION

OBJECTIVES

Students will evaluate their personal traits, learr about the world
of. work, and make an-occupational choice. Specifically, students will:

1. Set criteria for an occupational choice by preparing and interpreting
a personal qualifications profile of interests, aptitudes, tempera-
ments, preferences for work environment and physical activities, and
level and type of training and experience.

2.‘ Identify and describe occupations which reflect personal traits and
personal prefererces. ; ,

3. Make an occupational choice which is consistent with personal traits,
personal preferences and personal goals.

4. ldentify and describe an appropriate number of jobs which could be
obtained in the chosen occupation.

OVERVIEW

Beginning with self-assessment activities, the student prepares a
comprehensive profile of interests, abilities and preferences. This
profile is used as criteria to identify occupations for detailed study.
Qut of the occupations thus identified and studied, a choice is made

aqd a number of jobs are identified and described.

Unit 1 - In Setting Criteria a comprehensive self-assessment is
prepared as a set of criteria for occupational exploration.

Unit 2 - In Exploring Occupations the personal traits are used as
access variables to identify occupations. Occupations
jdentified are studied and described in detail.

Unit 3 - In Making An Occupational Choice the criteria of interests,
abiTities and preferences along with personal goals are
used to evaluate alternative occupations. An occupational

. ¢choice is made. , -
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Unit 4 - In Exploring dobs & number of jobs which are associated -
with the chosen occupation(s) are fdentified and described.

' *

EVALUATION

Appropriate parts of the student's book should be properly completed.
An.occ:gational choice should be made and a list of appropriate jobs .
prepared. ‘
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UNIT | . SETTING CRITERIA

OBJECTIVES

1. Identify interest factors, temperament factors and factors descriptive
of work environments and physical activities and prepare a profile
of persona! measures of these factors.

2. ldentify aptitude factors (GATB) and prepare a profile of personal
measuras of these factors, along with levels of general education

and specific vocational preparation.

3. Prepare a ‘comprehensive personal profile of interests, aptitudes,
other qualifications and factors and personal preferences and

3 - experience.

"4, Prepare a set of criteria for océupatibnal choice, -based on personal
traits and prgferences. .

b3

LEARNING ACTIVITIES | ! i

1. Exercise 1. Through instructor guidance and class discussion, students
define interests, identify and describe interest factors. and assess
their preferences for work activities representative of these factors.
The Student Report Folder of the Ohio Vocational Intenest Survey (with

scores) is interpreted.

Projectual Set: Interests
Projectual Set: TInterpreting the QVIS

Student's Book: Interests
- Interests Check List

2. Exercise 2. Through instructor guidance and class discussion, students
define temperament, identify and describe temperament factors, and
assess their reactions or adjustments to work activities representative

of these factors.

Projectual Set: Temperaments
Student's Book: Temperaments
Temperaments Check List
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Exercise 3. Through instructor guidance and class discussion,
students define physical activities, identify and describe physical
activities factors, and assess their preferences and capacities for
these physical activities.

Projectual Set: Physical Activities -
Student's Book: Physical Activities

Physical Activities Check List

]

Exercise 4. Through instructor guidance and class discussion,
students define environmental condititns, identify and describe
environmental conditions factors in work, and assess their abilities
and preferences to function in various environments.

Projectual Set: Environmental Conditions |
Student's Book: Environmental Conditions
Environmental Conditions ‘Check List

Exercise 5. Through instructor guidance and class discussion, ‘
Students define aptitudes, identify and describe aptitude factors

as used in the General Aptitude Test Battery, and interpret personal
measures of these aptitudes. ,

Projectual Set: Aptitudes f
Student's Book: . Agtituaes ]

ptitudes Check List

Exercise 6. Through instructor guidance andfclass discussion, students

identify, describe and assess their own general education and vocational
training levels in terms of GED and SVP factors and scales.

Projectual Set: Education and Traibiné
Student's Book: ' Education and Training

Exercise 7. Through an instructor-quided process, the students compiete
a comprehensive personal profile by bringing forward the assessments of
their personal traits from earlier exercises. Variables for these
factors are then drawn from the profile to produce a set of personal
traits as criteria for beginning to explore occupations.

Projectual Set: Setting Criteria

Student's Book: Setting Criteria
‘ Personal Profile
Occupational Qualifications Profile
Criteria for Occupational Choice
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EXERCISE 1. Interests

Review briefly the progress toward goal setting which was made, in
Topic IV.  Stress that roles and broad personal goals were the focus
of attention in previous exercises. »

Explain that in this topic the students willfocus attention more
specifically on work and occupation roles. Students will Yook
objectively and precisely at personal*traits which are associated
with the requirements of occupations. Traits to be assessed are
interests, temperaments, aptitudes, education and training, and
physical capacities. :

Introduce interests as the first personal trait to be studied., Use
the first projectual of the Projectual Set: Interests to start a
discussion on the role of interests in work and in occupatior 11 choice.
The idea is that the activities of "a chosen occupation shou'd attract
a person's intdrest and bring satisfaction as a result of performing

‘them. (See the section "Notes on Interests" which follows, for

£further information on interests. It is not necessary to present
this background material to the students.)

.

Discuss interests with the view of defining them in the context of _

work activities. First examples ‘from non-work activities may help
to develop understanding of the term. Then you can associate non-
work interests in hohbies, for example, with occupational interests.

Introduce "Interest Factors" with the second projectual of the
Projectual Set: Interests. Discuss each factor separately and
itlustrate 1t with definitive examples. (fee the sectiop "Illustra-
tive Activities for Each Interest Factor® which follows, for:some
examples.) Ask the students for examples of their own; their examples
may help other students to understand the factor, and they will pro-
vide an evaluation of understanding. If examples are not typical of
a given factor, assign them to the appropriate one.

If pictures of work situations are available, an excellent
exercise can be 'developed in identifying the interest factors ex-
hibfted. For example, a picture of a mechanic at work might elicit
responses like "things and objects”; "non-social work in relation to
processes, machines and techniques”; “routine concrete and organized
work”; and "work leading to satisfaction from tangible results."” The
students chould be aware that several factors may apply to any par-
ticular job, '
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6. Have the students complete the Interests Checklist in their books.
Assist them with examples as required and inform them that their
statement of preferences will help them to make a decision later
on occupational choice.

)

. 1. .. Give _the students their OVIS Student Report Fclders. Use the . . _ 1...-: S

Projectudl Set: Interpreting the OVIS to expiain the parts of the
report. Each student should study and evaluatz the various interest
descriptions in his report. Show the class that the OVIS Guide to
Career Exploration can be used in interpreting their interest scores.

.c1 ‘. . .
NqQtes on Interests

Definition: An interest is a feeling of attraction .toward a person,

thing or activity, If one has an interest,-there is a tendency to have

d positive reaction to a person or thing, or to continue an activity.

On the other hand, if no interest exists, the person will not react at
all. In the case of an aversion, he will tend to turn away from or reject

* the person, thing or activity. .

Interests are an important factor in occypational choice because

a. there is a significant relation between job stability-satis-
. faction and a” positive interest in the type of work ‘activity;

b. interests tend to be relatively stable after a person reaches
maturity. <

While a number of interest scales, interest descriptions and groupings
have been developed, most notably by people like Strong and Kuder, the
interest factors used in the CCDO qualifications profiles are based on
the work of C. Cottle. The Cottle approach, which incidentally was based
on the work of both Strong and Kuder, suggests that interests are bipolar
in nature. That is, a preference for one type of work activity is asso~
ciated with an aversion to a contrary type of activity. For example, a
preference for working with things and objects would be associated with a
preference not to work with people in activities such as counselling,
teaching or sales. -

In the Dictionary of Occupational Titles, (Third Edition 1965, U.S.

- Dept. of Laboy), and subsequently Tn the Canadian Classification and
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Dictionary of Occupations (1971, Dept. of Manpower and Immigration),.
interest ¥actors.hsed as descriptors of interests in the Qualifications
Profiles were those developed as bipolar factors. Since the CCDO structure
is employed throughout Canada as a basis for occupational definitions and
quaiifications and training requirements, the same set of .interest.factors
is used .in this course. . .
/ .
' Thergare five pairs of interest factors, associated so that a posi- .
tive concern for one. factor of a pair usually implies a rejection of the
other factor of the pair. The interest factors shown below.are arranged so

that thé bipolar nature of the set is indicated.
- e o .
INTEREST FACTORS
1.  Things and Objects vs. 6. People and Communication of Ideas
2. Business fontact with People vs. 7. Scientific and Technical Work
3.. Routine, concrete and organized vs. 8. Abstract and creative work or
work experiences o "
4. Working for people for their vs. 9. Non-social work, carried on in
presumed good as in the social . relation to processes, machines,
welfare sense, or for dealing . and techniques
with people and language in - :
‘- social situations. ' ' ,
- 5.  Work resulting in prestige or wvs. 0. Work resulting in tangible,
esteem of Others - .. .. productive-satisfaction

. Dllustrative Activities for Each Interest Factor

L

These examples are listed to help:the instructor explain the kinds of
work to which each interest factor refers. The examples may have to be
changed to fit the level of awareness or experignce of a particular student

. group. )

1. Situations {nvoluing a preference fon activities dealing with things
and objects. : , : _
) . : : &2 .
Examples: operates a machine; keeps records; examines and tests
components for manufacturing; assembles components; checks supplies
in and out; calculates prices or rate§; makes scale drawings.

2. Sdtuations L{nvoluing a preference forn activities {nvolving business
contact with people, ' .

Examples: supervises the work of others; sells from door to door;
acts as a receptionist; runs a telephone switchboard; conducts
interviews; makes financial investigations.
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Stuaticons {(nvoluding a preference gor activities c§§zau££nc, concrete
and crgandzed work,

Examples: keeps files; inspects products in manutacturing; supplies
another worker or a machine with materials; -operates a maChine which
involves regular movements; types addresses and financial records;
cultivates and hirvests farm products. -

Sctuations {nvoluing’ a pregenence for wonking with people fon thedn
presaed good as {n the sccial welfare sense, on gon dealing with
people and Language in éoc&a£ A&tuaixoné.

Examples: organizes recreattonal groups; counsels people with
problens; assists people to find jobs; serves people in a medical
or religious way; works with handicapped people.

+

Situations {nvclving a pregerence fon work nesulting {n prestige

.o the déateem of othens.

Examples: helps to determine a company's policy; teaches school
and administers school business, acts as a spokesman or agent for
a union, company or commwttee, conducts financial 1nvest1gat1ons,
manages a business.

Situations {nvolving a paeéexenceﬁéfg activities dealing with people
and coemmundicating {deas.

Examples: writes for a newspaper; gives instruction in music;
lectures; acts in the films or theatre; reads and classifies
reports and records; interviews clients to collect information;
trains animals or people in specific skills.

Situatiots <nvolving a paegerence gon activities - § a scdentific and
technical natune.

xamples: conducts tests and experiments; collects and compares
statistics and data; specializes in the production of a« porticular
crop by studyina the soil, weather conditions, and different ferti-
Tizers; illustrates scientific books; develops new products and
processes.

Situations {nvolving a preference fon activities of abstract and
creative wo.k on experdiences.

Examples: conducts scientific experiments and research to prove
facts of nature or tc discover new products and methods; creates
new hair styles to meet individual needs and appearance; designs
clothes; writes original plays.
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Stuationy nvoelfveng a preference {orn actdvities that are non-social
wonk, carrded on (n nedation to precesses, machenes and techniques.

Examples: tends and regulates radio and television broadcasting
equipment; makes ready and tends printing presses; makes clothes
to fit individuals; sets up and operates surveying machines; re-
pairs, tests and adjusts instruments and machines.

Sctuationy (woelvdng a pregercence for work Leading to satisgaction
grom tangable results.

Examples: carries out a number of varied operations which lead to

a finished product - making furniture; creating jewelry or' house
bric-a-brac; making false teeth from dental impressions; preparing
baked goods; installing appliances in cars or houses; mounting birds
and animals; photographing, developing and printing pictures.
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PROJECTUAL SET: INTERESTS

OBJECTIVE:

a

STRATEGY:

INTRODUCTION:

Identify 1nterest factors and prepare a prof11e of personal
measures of these factors.

Introduce interests as one's likes or dislikes of people,
things or activities with respect to occupational choice.
Discuss the 10 interest factors in detail, using examples
appropriate to the students' backgrnund and experxence
Encourage students to give examples.

-~

Use the first projectual to discuss interests in general
and the place of interests in occupational choice. (Cover
the bottom statemcnt on the projectual at first.)

To begin to examine your personal characteristics in detail,
a good place to stant {8 by Looking at your intercsts.
Interests are ... .
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- INTERESTS are’
FEELINGS OF ATTRACTION FOR IDEAS,
H PEOPLE, THINGS, OR ACTIVITIES
. .
OFTEN THE FIRST STAGE IN CHOOSING
AN OCCUPATION
\.

INTEREST FACTORS
i Things and Objects
2 Business Contact with People
3 -Routine, concrefe and organized work
4

Working for people for thelr presumed good as in the
social weifare sense, or for dealing with people and

longuage in social situations
Work resuiting in prestige or esteem o others

Peopie and Communication of ldeas
Scientific and Technical work

Abstract and creative work or experiences

w o~ O

Non-socia! work, carried on in reiation fo processes,
machines, and fechniques

| O Work resuiting in tangible, productive satisfaction

ERIC

A i Tex provided by e }
!
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INTERESTS CHECK LIST

. Here are ten types of work activities. Circle the response at the right
which best describes how you feel about each of the activities. If you need
help in understanding the meaning of the activities, ask your instructor to
give you some examples.

1. Activities dealing with things and objects. ~ DON'T LIKE DON'T KNOW LIKE

2. Activities involving'businesslcontact with
people. DON'T LIKE DON'T KNOW LIKE

3. Activities of a routine, definite, organized .
- pature. DON'T LIKE DON'T KNOW TLIKFE

4. Activities which involve direct personal
contact, to help people or deal with them
for other purposes. DON'T LIKE DON®T KNOW. LIKE

5. Activities which bring recognition or ] .
appreciation by others. . | DON'T LIKE DON'T KNOW LIKE

6.  Activities concerned with people and the
communication of ideas. . . DON'T LIKE DON'T KNOW LIKE

7. Activities of a scientific and technical ‘
nature. DON'T LIKE DON'T KNOW LIKE

8. Activities which require creative imagi~

nation in handling things or ideas of an h

indefinite nature. ' DON'T LIKE DON'T KNOW LIKE
9. Accivities which are non-social and in-

volve the use of machines, processes, or :

methods. - DON'T LIKE DON'T KNOW LIKE.

0. Activities which result in satisfaction
from working on or producing things. DON'T LIKE DON'T KNOW LIKE

IN THE SPACES BELOW, write the number of the activities in order from
your first choice (best-liked) to your last rhoice (most disliked). Start by
writing in your first three best-liked choices and the three most disliked
choices. Then f1i11 in your other choices.

Best liked Most disliked

i1st 2nd 3rd 4th . 5th o6th 7th 8th 9th LAST
choice . . ' choice
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PRO%ECTUAL SET . INTERPRETING TQE ovIS

OBJECTIVE:

STRATEGY:

INTRODUCTION:

Through interpreiation of the Student Report Folder,
studer .s will identify which of the 24 interest scales
should be explored in making occuggtinnal choice deci-
stons.

Before doing this exercise, read the information on
standard tests in the introduction and in the OVIS
Manual for Interpreting. With students referring to
their own Student Report Folders, work through the
projectual set as a quide to focus attention on each
of the pertinent characteristics and results of the
survey in sequence. .

With the first projectual. mentién the time, date and
person in charge of the i-: jng and show the Student
Booklet to help students recall the experience of taking

.the survey.

Recently, you ...
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Recently you tcok the

OI'IIO VOCATIONAL
INTEREST SURVEY

This surﬁey helps to determine your

INTERESTS in MANY DIFFERENT
WORK ACTIVITIES

\

© By measuring your INTERESTS with the

OVIS you can find out which WORK

ACTWITIES‘ you LIK E and those you

DON’T LIKE.
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1 In fact:

When you completed the OVIS you

decided how much LIKE or DISLIKE

' 280 ACTUAL JOB ACTIVITIES

' 4

The 280 Actual Job Act.vities

are grouped into

24 INTEREST SCALES
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Each of the 24 INTEREST SCALES on the OVIS
had a total of 11 questions.

With each question worth from 1 to 5 points
it was possible to obtain a score from:
5xN =55

IR RIER

\

In deciding your LIKE or DISLIKE of 280 actual job activities

you chose one of five different choices
which were- presented and scored like this:

D:FINITION CHOICE  SCORE

S b et actety 0 7 vt + 1 5
§ WS AR 0B aStinty s
140 AN | WOWKT NTRGY ket N7 RS Th &Y treity L3
1 pOuRS deaieh e theg A trerty A
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( The 24 INTEREST SCALES on the OVIS are explained ™\
on page 4 of your student report folder. Mm
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SCALE SCORES show you the relative strength of your interests |
in the job activities described in the OVIS,

INTEREST ﬁ

39
AVERAGE INTEREST

26} @

25
 LOW INTEREST

1
\
)

55 55
} HIGH
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(%) WILE RANKS show how °

your inter«ts compare with thosa of a typical

ONE HUNQRED other people like you,

400 ) For Example
/ ) 30 hate more
7 if your score interest than
. was 70 on the you do
% sc'a.e Tr’ﬁ“
&0
69 have less
. interest than
as you do
]
\_ y,
r ™)
) Another Example ) \\
iﬂoﬂ ‘ ' B
. : 76 have more
80~ - interost than
. you do
' if your score
80~ - was 24 on the THEN
23 have less
€0 - % scale nterest than
L you do
|
\_ /

EKC

Aruitoxt provided by Eic . L
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The SCALE CLARITY INDE reported in the profile chan
shows how CONSISTENY you were in responding to the

ACTUAL JOB ACTIVITIES in each scale.

H Means that you were HIGHLY CONSISTENT in the way
in which you marked your answers to the statements
that make up the scale.

F Means that you were FAIRLY CONSISTENT in the Ways

in which you marked your answers.

1 Means that you were INCONSISTENT in the way

in which you marked your answers.

~\
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EXERCISE 2. Temperaments

1. ‘Review Exercise 1 with reference to the role of interests in
occupational choice and worker success-satisfaction. Introduce
temperament as another personal trait which is also important
in considering occupations.

2. Define temperament and introduce the 10 temperament factors. (See
the section "Notes on Temperament" which follows.) .Use the
Projectual Set: Temperamgnts and discuss each factor separately.

< Use examples and put the emphasis on a person's reactions and adjust-

ments to work activities. :

3. Help the students to complete the Temperaments Check List in their
books. Make sure that the lower part of the form is completed to
identify the temperament factors which the student finds most easy

and most difficult to adjust to. _ ~

A

Notes on Temperaments ;

-

Definition: Temperament is defined as a bersona?ity characteristic which
remains fairly constant and which is a person's usual way of responding
or adjusting to an activity or situation.

¢

Role of Temperaments in QOccupational Choice

- Because temperaments remain fairly constant and because such personality:

characteristics represent & person's response or adjustment to activities

or situations, they have been chosen for use in The Dictionary of Occupa-
tional Titles (U.S. Department of Labar) and The Canadian Classification

and Dictionary of Occupations as one set of occupational qualifications
factors along with interest, aptitudes and others. Twelve temperament

factors have been jdentified and used in these dictionaries, and they are

used in this course,. .

Temperaments apoear to be more critical in determining preferences
for activities when they are viewed from a negative or an aversion position.
That is, rather than indicating preferences for situations requiring certain
responses or adjustments, temperament factors which would cause a person
’ the most difficult adjustment problem should be identified. For example,
having learned the meaning of influencing people (#7), it is probably more

/S
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important that a student identify this as a situation which he would *
reject or have difficulty adgust1ng to than simply 1nd1cat1ng a preference
for something else.

Temperament Factors and Definitions

L )

-

The temperament factors are defined in terms of work situations which .
are indicative of the type of response or adjustment required, or which '
. require certain temperamental qualities in a worker. The example work
activities following each temperament factor are not temperaments; the way
the person typically reacts or adjusts to these activitxes is the tempera- .
mental qua11ty ‘ _

CODE

1 Sdithations (nvolving a varcety of duties osten charactendized by
freguent change

Examples: General office work - types letters, distributes mail;
gives information to customers; keeps small accounts; operates
caiculators; maintains files; orders supplies.

General farm work - operates maehlnery such as trucks, tractoes
and combines; repairs machinery; repairs barns, livestock pens
and fences.

2 Situations LnVOEV4ng deQ{LtLUQ on shont cycle ope&at&oné carnied -
out acconding to set procedures on sequences. :

Examples: Sorts letters and small parcels by destination by re-
moving. them frém a conveyor belt and putting into iabelled bags;
installs new tires on automobile rims; operates elevators; uses

a power saw to cut limbs off trees; binds books on a machine by

placing in machine; holding for 5 seconds and removing,

3  Situations {involving doing things only unden specdfic idztnuct{oné
allowing LLttle on no noom gor dndependent action o fudgment (n
, working out job problems. f
Examples: Takes order for breakfast from customers and places
prepared plates on counter; types envelopes from a list.of
addresses; puts gas igto cars as requested by the customer,
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Situations (nvolving responsdbility for the direction, control
and planning 04 an entine activity on the activities of cothens.,

Examples: Plans and supervises the construction of a house;
operates a sole proprietorship business; is in complete charge
of the planning and maintenance of a community parks department.

Stuations {nvolving the necessdity of dealing with people in actual
job duties beyond giving and neceiving <inatrwctions.

Examples: Manages workers in a restaurant by assigning duties,
checking work, keeping time and pay records; helps to traim new
workers; arranges interviews with people to be interviewed for a
job opening; interviews people for 1nformation to be used in a
news story. f

[

Situations {involving wonking aﬁcne and apart in physical &Aaiaxuﬁn
grom othens, although the activity may be integrated with that ¢
othens.

Examples: MWorks as a forest'ranger in a remote location to report
fires; carries mail and delivers it to houses; operates a highway
truck as a crew of one; works in a darkroom to process film.

Situations involving ingluencing people in thein opinions, attitudes
on fudgments about {deas on things.

Examples: Prepares advertisements for use in a newspaper to
promote a sale of the products or services of a company; makes
speeches at various gatherings to promote the sale or acceptance
of an article; sells new cars or other products directly to
customers

Sctuations {nvolving pmgmmng adequately unden strness when con-
5&0n€ed W&th the cndtical on unexpected on- tak&ng nisks.

Examples: Is®in charge“of complaints and returns and exchange for
a department store; fights fires as a firemen when there is risk of
being injured .and where quickness .,of action is required over rela-~
tively long periods; performs surgery on the human body where extra
care and attention is required and the consequences of error are
great; performs as a professional athlete in front of large crowds .
and extensive press coverage.
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Sifuatioqa involving the evaluation {amndving at genenalizations,
© fudgments on decisdions) of {nfoumation, using sensory on judymental
eitenda. o : '

Examples: Produces baked goods and tests them by using taste, touch
and smeil; chooses decorator paint colors and other materials in
house decorating; sets up -produce displays by sorting and discdrd- .
ing produce; styles a customer's hair. .

-
4

Situations involving the evaluation (aviiving at genenalizations,
fudgments, on’decisdions) of information, using measurable on vendi-
fLable criteria. . . - .

Exdmples: Tests television tubes and other parts to find problems;
selects sheets of plywood for proper match when building; fits
clothes for' customers in clothing store; diagnoses problems in an
automobile erigine and makes appropriate repairs.

<
-]

Situations involving the inteapretation of feelings, ideas, on facts
- 4n teams of personal Viewpoint. -

Examples: Writes news accounts of sport}ng events; produces photo-
graphic portraits of people; prepares food with personal recipes to

meet the needs of special occasions; advises people on proper gifts
for occasions. ’ : -

Situations {nvolving the precise attainment of set Limits, tolerances
o standards. o

Example§: Sketches layouts and paints letters on art work for
television advertising; prepares medicines following doctor's

prescription; paints, varnishes and polishes fine furniture;
tunes pianos.
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-f\ Q
© " PROJECTUAL SET: TEMPERAMENTS: - .
¢ - . . _. &
r_'_: ) ‘? -‘ A}
OBQECT!VE: IdefRify temperament factors and prepare a personal pmfﬂe

- of temperaments'.

i

STRATEGY: -~ Use the first projectual (Temperaments are...etc.) while

I Y introducing, defining and discussing the rdle of tempera-
ments in occupatiohal chice Use the second projectual
(Temperament Factors) . ile discussing each factor before
students complete the tes seraments check list.

: INTRODUCTION:  When we wene\discussing ‘aterests, you used a check £4st
- ! : and the OVIS help you make eho.u:eé 05 which job
. ' amvmu. you Like and diséike.

-

Anothen pmouaz characteristic to examine in nelation to
Loccupations £ tempmame.mt. .

. Temperaments are ...

*

LR S
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A

. TEMPERAMENTS are

THE WAYS A PERSON REACTS
OR ADJUSTS TO ACTIVITIES
OR SITUATIONS

L3

»

TEMPERAMENT FACTORS

Variety and Change

Repetitive, Short Cycle

Under Specific Instructions

Direction, Control, Planning

Dealing with People

isolation: .

influencing People

Performing Under Stress _, v
Sensory or Judgmental Criteria

Measurable or Verifiable Criteria .

" Interpretation of ideas, facts, feslings

Precise attainment of set limits, folerances or standards

D U D NN -

-

< X O W @O ~
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TEMPERAMENTS CHECK LIST

Twelve :ypés of work situations are listed below; ‘The way you would react
or adjust to these sjtuations will help you understand your -temperaments, For
each of the situations tell whether it would be EASY or DIFFICULT for you to

accept or adjust to a job like that, or whether you ‘are NOT CERTAIN., Circle
the correct response. : .
N e
. K NOT ,
o EASY " CERTAIN DIFFICULT
Situations involving a variety of duties . NOT
which often change. : " EASY - CERTAIN DIFFICULT
Situacions involving short tasks repeated ' NOT
many times according to set procedures. EASY CERTAIN DIFFICULT
. g'
Situatidéns involving doing things only NOT : '
‘according to specific instructions. . ! ~ EASY CERTAIN DIFFICULT
} )
Situaéions in which you plan, control and .
direct ‘an entire _activity or the activity NOT v
of others. EASY CERTAIN DIFFICULT
™
Situations involving wofking with people -
in job duties beyond giying and receiv*ng NOT
instructions. ’ EASY - CERTAIN DIFFICULT
..-t\
Situations involving working alone or _ NOT -~
apart from others. ) EASY CERTAIN DIFFICULT
Situations, involving changing the opinions,
attitude® or ideas of people about ideas NOT : )
or things. EASY CERTAIN DIFFICULT
S{tuations involving working under stress,
such as having your work criticized, dealing
with unexpected events or having to take . : NOT'
risgks. L EASY CERTAIN

>,

DIFFICULT

T -
L e,
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9. Situations involving making decisions,
tests and drawing conclusions using
consensus or personal judgement.

0. Situations involving making decisions,
. tests and drawing conclusions based
on measurable standards.

X . Situations involving foiw.ng personal
- opinions on feelings, ideas or facts.'

Y Situacions.involving work which requires
exact achievement of measurement or
quality according to set standards.

EASY

EASY

EASY

NOT
CERTAIN

NOT
CERTAIN

NOT
CERTAIN
B

NOT
CERTAIN

DIFFICULT

DIFFICULT .

DIFFICULT-

DIFFICULT

e

IN THE SPACES BELOW, write the code number or letter of the situations
in order, from the ones you would find most easy to adjust to or accept to the .
most- difficult, Start by writing the three easiest at the left and the three \
most difficult at the right. Then fill in your other choices in the middle as

well as you can.

Easiest

Most Difficult

P

L
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EXERCISE 3. . Physical Activities

Review the progeess made so far in self-assessment as steps=leading
rtoward the development of a complete profile of preferences and
qualifications. (i.e., interests and temperaments completed; physi-
cal activities, environmental conditions, aptitudes, education,
training and experience to follow.)

b
-

2. Discuss physical activities in the context of chebsiﬁg an occupation,
(See the section "Notes on Physical Accivities" which follows.) Use
the Projectual Set: Physical Activities to give an overview of the
factors.

3: Discuss each physical activities factor separately, using examples
of jobs and occupations which have different physical requirements.

4. Have the students complete the Physical Activities Check List in
their books and assist them as necessary.

Notes on Physical Activities
&

Befinition: Physical activities are the demands of‘a job on body movement,
sand on the senses of seeing, hearing, and touching, and on speaking.

Role of Physical Activities in Occupational Choice

While the physical activities are stated in terms of demands of a
worker on a job, they can also be interpreted as worker trait require-
ments for a job. For example, an occupation which involves physica’
activities of handling objects up to 100 pounds would require a worker
& “tradit of the capacity to handie such objects. Two elements app€ar to

enter into occupational choice related to this factor. First, a person
might express a preference for occupations which require certain physical
activities; second, a person's physical capacity might limit choices to .
jobs with certain physical demands. For example, a‘person might have a
preference for physical activities such as climbing, or using the hands
extensively in work. This preferbnce would have to be associated with a
physical capacity to climb or use the hands . . .

k)

\ -

§ e’
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The focus of attention, therefore, can be from both points of view.
When exploring the needs of an occupation, the physical demands are one
appropriate set of descriptors. When identifying alternative occupational
choices, a person should examine his preferences and capacities for physi-
cal activities. . ,

Physical capacities, perhaps, are apprOpriately handled as constraints
on occupational choices. They should therefore be identified to determine
what limits certain physical capacities (i.e., color b11ndness) would put
on choices.

The Physical Activities

" The physical activities factors used in the Qua11f1catxon Prof&les
of the CCDO are used in this course. These are:

1. Strength (Sedentary, Light, Medium, Heavy, Very Heavy Work): This
factor appears as an initial (S L, M, H, or VH) in an, occupatxoqgl
descr1ptxon .
Sedentary Wonk (S): Lifting 10 Ybs. maximum and occasionally 1ift-
ing and/or carrying such articles as ddckets, ledgers, and small
tools. Although a sedentary occupation is defined as one which
involves sitting, a certain amount of walking and standing is often
- necessary in carrying out some duties. Occupations are sedentary
if walking and standing are required only occasionally and other .
sedentary criteria are met.

Light Wonk (L): Lifting 20 1bs. maximum with frequent Tifting
and/or carrying of objects weighing up to 10 lbs, Even though’
the weight 1ifted may be only a neq!igib]e amount, an occupation
is in this category (a) when it Tequires walking or standing to
a significant degree, or (b) when it involves sitting most of the
time with a degree of pushing and pulling of arm and/or leg

- controls.

Meddum Wonl {M) Lifting 50 lbs. maximum with fréquent'Iifting
and/or carryzng of objects weighing up to 20 Tbs. Consideration
of- (b) under "light work" may apply here,

Heavy Woek (H): wat1ng !OO ‘1bs. with frequent letxng and/or
carrying of obgects weighing -up to 50%1bs. .
Very Heavy tonk {VH): Lifting objects in excess of 100 1bs. with
frequent 11ft1ng and/or carryina of objects we1qh1ng 50 1bs. or

- more.
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.
¥

Ligting: . Raising or lowering an object-from one level to another
(includes upward pulling). :

Carrying: TF%nsportingoan opject;:usually holding it in the hands
or arms or on the.-shoulder. . ' G

Pushing: Exerting force upon an object so that the object moves
away from the force (includes slapping, striking, kicking, and
treadle actions).

Pulling:. Exerting force upon an object so that the object moves -
toward the force ?1nc1udes jerking). A

Climbing and/or “akancing: For climbing, the emphasis is placed

upon body agility; for balancing, it is placed upon body equilibrium.

Ceimb{ngs Ascending or descending ladders, stairs, scaffolding,
ramps, poles, ropes, and the tike; using the feet and legs and/or
hands and arms, i

~
Balancing: Maintaining body equilibrium to prevent falling when
walking, standing, crouching, or running on narrow, slippery, or
erratically mgving surfaces; or maintaining body equilibrium when
performing gymnastic feats. . . ‘

i

Stoopding, Kdte&ing, Crouching and/on Crawling: The activities in

this factor involve full use of the ldwer extremities as well as

‘the back muscles. N

Stooping: Bending the body downward and forward by bending the
spine at the waist. '

*

Kneeling: Bending the legs at the knees to come to rest on the
knee or Knebs.

Crouching: Bending the body downward and forward by bendiag the
legs and spine. )

Crawé<ng: Moving about on the hands and knees or hands and feet,

Reaching, Hand€ing, Fingening, and/on Feeling: These activities
involve %he use of one or both the upper extremities. ~

" Reaching: Extending .the hands and arms in aﬁy direction.

Handting: Sefzihg, holding, grasping, turning, or otherwise work-
ing with the hand or hands.(fingering not involved). -

&
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Fingendng: 'Pi&king, pinching.;or.otherwise working with‘theﬁfingers
.primarily (rather than with the whole hand or arm as in handling

-« -

Feeting: Perceiving such attributes of objects and materials as size,
shape, temperature, or texture, by means of receptors in the skin,
particularly those of_the finger tips. ' :

E ]

Talking: -Expressing or exchanging ideas by means of the spokeh word.

Talking is important for those activities in which the individual

must impart oral information to clients or to the public, and in those
activivies in,which he must fonvey detailed or importantyinstryctions,
to other employees accurately, loudly, or-quickly. e y

Heaning: Perceiving the nature of sounds by the ear. Hearing is
important for those activities which require the ability to receive
detailed information through oral communication, or to make fine
discriminations in sound. . . ’

k!

Seeing: Obtaining impressions ‘through the eyes of the shape, size,
distance, gotion, colour, or other characteristics of objects. The'

_ component factors are: . g

Acuity, Far: _ Clarity of vision at.20 feet or more.

~

Acuity, Nean: Clarity of vision at 20 inches or less.’

Dewith Penception:’ Three-dimensional vision. The ability to judge
distance and-space relationships so as to see objects where and as '
they actually are, - ‘ ‘

. Y. I} 4 o .

Accommodggion: Adjustment of the lens of  the eye to bring an object
iggo- focus. This® component.factor is especially important when doing
«nearppoint work at varying disghnces_from the eye. ‘

Coloun Vision: The ability to identify and distinguish colours.

" fiefd of Vision: The area that can be seen up and down, or te

-

the right qt;left, while the eyes are fixed on a given point. .

-

-
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“PROJECTUAL SET ,' PHYSICAL ACTIVITIES

OBJECTIVE: 'Identwfy physwcal act1v1t1es factors and prepare a
. ' personal profxle of preferred physical activities.

- P .
L]

STRATEGY: Use the f1rst projectual to 1ntroduce.and define physxcal
activities. Use the sgcond projectual to give an over-
view of the different factors as,a basis for discussion
of them in different occupatwons . (

INTRODUCTION:  Another personal characteristic that you must tiink about
in selectding an occupation &8 the kind of physical wonk
you want to do on are able o do. Physical activities
awe ...

“o

¥




s £,

- — L

=

- 197 .

PHYSICAL ACTIVITIES
. are

IME BODY MOVEMENTS AND THE

SIGHT, HEARING, TOUCHING, AND

TALKING USED. IN WORK ACTIVITIES

PA PHYsmAL ACTIVITIES

I Strength ( tm.wrqumm punmo) :hmmmmof
S ary work {10 ibs. max.)
L Light work (20 ibs. max.)
M Medium work {50 ibs. max.)
H Heavy work (100 tbs mox.)
vH MH&WM(WK’?M.)

Climbing ond/or Baldncing

Stooping , Kneeling, Crouching, and/or Crawling
Reaching, chdum,ﬁnqermg and/or Feeﬁng
Talking ot
Haaring .

Seeing in terms of aculty fdr and near, depth perception,
accommodation, color vision, and field of vision »

-

~ 6 - "MW
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N

PHYSICAL ACTIVITIES CHECK LIST

* -

'?

Check the physical activities which you are able to do and “those Jyou
would. prefer to do as part of work activity.’

o

. * ]
[ ¢ - A
T

-

7. Seeing in terms of acuity far and near,
" depth perception, accommodation, color
vision, and field of vision

o L 1 AM ABLE. TO I WOULD PREFER
@ | - @ S DO THIS THIS TYPE
7 L ACTIVITY - OF ACTIVITY
1] \ ‘
1. Scrength (lifting, carrying, pushing,
pulling) shown in terms of::
oS Sedentaty work (up to 10 1bsa) )
- L Light work (up to 20 1bs.)
M Medium work £up to 50 1bs.)
. _ ‘R Beavy work (up to 100 lbs.) .
# VH .Very Heavy work (over 100 1bs.)
2. . Climbing and/or Batancing ¢
3. 'S:ooping, Kneeling, Crouching, and/or _ 4
Crawling . S O
4, Reaching, Handling, Fingering and/or
Feeling vt
5. Talking . ./ .
6. Hearing
: /

I

'CHECK ANY PHYSICAL ACTIVITIES LISTED BELOW HHICH YOU ARE NOT PHYSICALLY
-ABLE TO DO.

- &

1. Strength (1ifting, carrying, ' 2. Climbing and/or Balancing .

pushing, pulling) shown in . 3. Stooping, Kneeling, Crouch-
terms of: ) ' ing and/or Crawling —

: 4. Reaching, Handling, Finger-
§ Sedentary work (up to 10 1bs.) ing and/or Feeling ’ L
"L Light work (up to 20 1bs,) —— 5., Talking o
M Medium work (up to 50 1bs.) . 6. Hearing —

H Heavy work (up to 100 1bs.) . 7. Seeing in terms of acuity far

VH Very Heavy work (‘over 100 1bs.) and near, depth perception,
accommodation, color vision,

and field of vision.
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EXERCISE 4. ‘Environmental Conditions

Review progress in the last three exercises in self-assessment
leading toward the development of a complete profile of persona}
preferences and qualifications.-

. )
Discuss environmental’ conditions in the context of ch0051ng an
occupation. (See the section "Notes on Environmental Conditions"
which follows.) Use the Projectual Set: Environmental Conditians
to give an overview of the factors. _

4

. Discuss each environmental factor separately, using examples of

work environments associated with various occupations.

Have the students fill in the Environmental Cond1twons Check stt
in their books

& e

Notes on Environmental Conditions

Definition: Environmental conditions are the physical surroundings

encountered by a worker in-a specific occupation,

Role of Environmental Conditions’ in Occupational Choice

- . .

The factors describing environmental conditions used in this course

are those employed in the CCDO Qualifications Profile. As with physical
activities, these factors are used both as descriptors of the nature of
the work and/or worker trait requirements. They are useful, then, as
factors to examine in exploring occupations and as personal preferences
or'capacities in identifying alternative occupational choices.

The Entvironmental Conditions

1.

. d . _
Work Location {inside, outside, or both): This factor appears as
an initial (I, O, or B8) on an occupat1onal description.
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4§nbidc {1}: Protection from weather conditions, but not necessarily

rom temperature changes. An occupation is considered "inside" if

~ the workers spend approximately 75 per cent or more of thelr t1me‘
inside.

- Outsdide (0): No effective protection from weather. An occupation
is considered "outside" if the workers spend approximate!y 75 per
cent or more of their time outside.

Both (B): Inside and outside. An occupation is considered "both"
if. the workers' activities occur inside and outside in approximately’

equal amounts.
s Fn

2. Exbzemu{'aﬁ Cold PLus Te,mp“emwe_fhmggu':

a. Extremes 55 Cokd: Temperature sufficiently low to cause -
marked bodily discomfort unless the worker is.provided with
exceptional protection. ,

b. Temperaturne Changes: Variations in temperature which are
Sufficiently marked and abrupt to cause noticeable bodily

reacLons

3.  Extremes of Heat Plus Tempgrature Changes:

a. Exthemes of Heat: Temperature: sufficiently high to cause markéd
bodily discomfort unless the worker is provided with exceptional
protection.

b. Temperaturne Changes: Same as 2.b.

4, Wet and/on Humid: Contace withiwater‘or other liquids, and/or
atmospheric conditions with moisture content sufficiently high to
cause marked bodily discomfort.

5. Noise and/on Vibration: Sufficient noise, either constant or inter-
mittent, to cause marked distraction or possible injury to the sense
of hearing and/or sufficient vibration (production of an oscillating
-movement or-strain on the body or its extremities from repeated mo-

tion or shack) to cause bodily harm if endured day after day.
L ]

6. zands: Situations in which the individual is exposed to the
efinite risk of bodily injury.

\
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‘¢

" Atmospherdc Cund(tuuks Fumes, odours, toxic conditions, dust, and
poor ventilatiaon. ' : ' .
Fumes: Smoky or vaporous exhalations, usually odorous, -thrown off
,as the result of combustion or chemical reaction.

A

Odcurs: Noxious smeélls, either toxic or non-toxic.

Toxic Cond(tions: Exposure to toxic dust, fumes, gases, vapours,
mists, or liquids which cause general or localized disabling condi-
tions as a result of inhalation or action on the skin.

Dust: Air filled with small particles of any kind, such as.textile
dust,.flour, wood, leather or feathers, and inorganic dust including
sx!xca and asbestos, which make the work place unpleasant or are the
source of occupational diseases.
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K PROJECTUAL §ET;EWMN&MMCMNUWS

&

OBJECTIVE:

.

STRATEGY: "

INTRODUCTION:

[

<

Identify environmental conditions factors arid prepare
a person@l profile of preferred environmental conditions,

L]
.

Use the firstsprojectual to introduce and define environ-

- mental conditions. Use the second prgjectual to give an

overview of the different factors as a basis for dis-
cussion of them in different occupatiods.

..

Anothen pensonal characterdistic that you should consider
(n choosdng ‘an occupation {4 the kind of physical:
swinounddings you prefern to wonk in.  Environmental
conditions ane ...

-~
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- * .

. .snvmonusuul.
-~ | CONDITIONS are

. DESGRIPTIONS OF THE rma:m*une
- HUMIDITY, nonse m\znns Anp ™E
AR IN THE wom( LOCATION

Lol * \
- \

EC ENVIRONMENTAL CONDITIONS

Work Location : |-inside, O-Qutside , B—Both
‘Extremes of cold plus temperature changes:

Extremes of heat plus tempercture changes
Wet and/or Humid ’
Noise and/or Vibration

.Hazords in terms of : mechanical {
electricol -

‘ ' burns

q explosives
‘ . rodiant energy
7 Atmo:phmc Conditions in terms of : fumes

. odm
dusts
mists
gases -
poor ventilation

o &b w N -
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ENVIRONMENTAL CONDITIONS CHECK LIST

P ' Check the environmental activities listed belcw which you would be able’
. . to work in and those which you would prefer in a work situation.

-

' I AM ABLE™T0 I WOULD PREFER
WORK IN THIS TO WORK IN THIS
* ENVIRONMENT CNVIRONMENT

- 1. Work Location I -~ Inside -
Q0 ~ Qutside
B - Both

2. Extremes of cold plus temﬁeraturé cﬁgngés
“3.' Extremes of heat plus temperature changes

4; Wet and/or Humid

5. - Noise and/or Vibration

6. Hazards in terms of: mechanical
electrical
'S burns
explosives
' radiant energy

7. Atmospheric Conditions in terms of: fumes
odours
dusts
mists
gases

poor ventilation

SRR RE]
IRNERRRAll

Check the environmental conditions below which, because of physical ability
or health would be either difficult or impossible for you.

1. Work Lccation: I - Inside —.. 6. Hazards in terms of: burns
‘ 0 ~ Qutside o mechanical
B -~ Both e : electrical
2.. Extremes of cold plus tempera- . explosives
ture changes e radignt energy

3. Extremes of heat plus tempera-- 7. Atmospheric Conditions in

ture changes o terms of: fumes o
4. Wet and/or Humid — ' odours e
3. Noise, and/or Vibration . A dusts .
‘ mists —
‘gases -

poor ventilation

=
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EXERCISE 5. -~ Aptitides

5 *

"1, Review.progress in self-assessment and introduce-aptitudes. Use
the Projectual Set: Aptitudes to quide the activities of this
'co?plete)exercise. (See the section “Notes on Aptitudes* which
follows.

2. Discuss the role of aptitudes in occupational choice with reference
to qualification factors qnd as worker traits.

P

3. Discuss the eleven aptitude factors using the projectuals to focus
attention on eacth. Make reference to the GATB test -activities and
us® examples illustrative of each factor. -

4. Guide the students in the recording of the GATB scores on the
Aptitudes Check List. Record them as raw scores and use the scale
* to convert to aptitude levels (Note ~ no scores will be available
for £ and C.) ‘

L]

5. Discuss the 1-5 scale, using the profile for a specific occupation, to
develop the idea that these are averages for satisfactory performance
and are not strict requirements or entry levels. (i.e., 2 on N means .
that a typical person in the occupation who performs satisfactorily
has numerical ability in the top third but not the top 10% of the
population, etc.) - '

\

Notes on Aptitudes

Definition: Aptitude is defined as the capacity or potential to jearn
skills needed to perform tasks or job duties. |

Role of Aptitudes in Occupational Choice

It has been demonstrated that certain aptitudes are important to
job success in occupations. Occupational analysis techniques applied over
the years have resulted in aptitude profiles for many occupations in the
- Canadian economy, and profiles have been extrapolated for most.others.
These profiles represent the aptitudes required for satisfactory work
performance and therefore are useful for describing .the nature of the work
.and worker traits. The eleven aptitude factors as described in and measured
by the General. Aptitude Test Battery‘are used in this exercise.



Aptitude Factors

G. Inteliigence

General learning ability. The ability to “catch on" or understand
instructions and underlying principles. Ability to reason and make
judgments. . -

V. Verbal

ot Ability to understand meanings of words and ideas associated with
‘ them, and to use them effectively. To comprehend language, to
- understand relationships between words and to understand meanings
: o{ wh?le.sentences and paragraphs.  To present information-or ideas
clearly. ' : '

N. Numerical

Ability to carry out arithmetic processes quickly and accurately. .

S. Spaxiae.

Ability to think visually of geometric forms and to comprehend the
two-dimensional representation of three-dimensional objects. The
ability to recognize the relationships resulting from the movement
of objects in space. May be used in such tasks as blueprint reading
and in solving geometry problems. Frequently described as the
ability to "visualize" objects of two or three dimensions, or to
think visually of geometric forms. R

P.  Fonm Penception I N

Ability to perceive pertinent detail in objects, or in pictorNal .-
or graphic material. To make visual comparisons and discrimina<
y2tions and see slight differences in shapes and shadings of figures
and widths and lengths of lines. ,

Q. Clerical Penception
Ability to perceive pertinent detail in verbal or tabular material.

To observe differences in copy, to proofread words and numbers,
and to avoid perceptual errors in arithmetic computation.

~
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Motor Coorndina Ci on:

Ability to coordinate eyes and hands or fingers rapidly and
accurately in making precise movements with speed.  Ability to
make a movement response accurately and quickly.

‘, *

- o
F('ug et Dextendty

. Ability to move-the fingers'and manipulate small objects with the

fingers, rapxdly or accurately. y

Manual Dextenity

Abz11ty to move the hands easily and skilfully. To wark with the
hands.in placing and turning motions. -
.Ege~Hand~Foot Coo&d&naiion

“Ability to move the. hand and foot coordinately with each other in
accordance with visual stimuli. (Not measured by GAYS.)

. | Cotour Discrimination

. Ability to perceive or recognize similarities or differences in 3

colours, or in shades or other values of the same colour. TYo iden-
tify a particu!ar colour, or to recognize harsonious or contrasting
colgxr mbinations, or to match colours accurately. (Not measured
by GATB).

*

Aptitude Rating System

The following scale is used:

Level
5
1. The highest 10% of the working population.
2. The upper third, exclusive of the highest .10%
3. The middle third of the working population
4. The lowest third, exclusive of the lowest 10%
5. The lowest 10% of the working population

Five levels are provided for each aptitude with the exception of

Intelligence (), which reflects only four levels. Although many jobs



-~ . - )
N

requive no more: InteMicence than that possessed by the lowest 107 of
the working pépulation, dt is.felt that reliable ratings cannot be made

.for that level of the Idte]ligence factor wabhcut actually testing indi-~

<
o™~
‘ -

vxduals in the oscupatxon« (}
4

. The reader- should exergise caution in making statistical inferences
from this data. The CCDO ratings shiould nct be used as cut-off points
for rejection, or acceptance of individuals. However, these estimates
provide generalizations of the levels of ability required in an occupation.

Py S - .
€ : _ - .

ol
.

N |
.
A

.- .
Aptitude levels 5 4 3. 1.2 1 1 s
‘ ‘ [ ] i i -
GATB scores 74 J?ly , 10% 1}26 . .
Percentileg 1- ' 1 25 50 75 90 99
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K o ) .
' PROJECTUAL SET: APTITUDES -
s

OBJECTIVE: . Identify aptitude factors and ﬁreﬁare a profile of- s

~ v+ personal measures of these factors. *
+ .u ' . (
. . . QL

STRATEGY: Define aptitudes and discuss the eleven aptitude

factors. Make reference to the GATB test results and

S, usevexample§!to illustrate each factor. : :

. -~
-
¢ . 'I

Yeow * INTRODUCTIO?:

’

-t

e

« . . T . .
Vuu haue thought about youn {ntenests and temperaments,
and yéu have examined the physical activities needed
gor difgerent kinds of fobs under different environments.
ALE this information can hefp you to develop an interest
ora cerdadn occupation, but being {nterested {sn't.
encugh ... - .

\-"‘
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¥UT being INTERESTED isn’t enpugh "

We aiso need APTITUDES. -

APTITUDES are:

o

() ABILITIES that we have TO LEARN
or TO DO THINGS

(2 of two kinds: thal Aptitudes
Physical Aptitudes’




Aruitoxt provided by Eic:

ERIC -

2n

A short time ago

you took the

' GENERAL APTITUDE TEST BATTERY

o

This series of tests helps determine

your APTITUDES ar ABILITIES

\

[

¢

| { It measures hoth MENTAL and PNYSICAL

aptitudes .

Verba! Ability
Numerical Ability
MENTAL . Form Perception

Manual Dexterity
Motor €oordinstion

PNYSICAL Finger Dexterity :
" Eye-Nand-Foot Co-ordination

Color Discrimination

\

ef
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)
G GENERAL ABILITY
Vour\q score comes from an average
" of the fclloiving three aptitudes .
J
, A
{
¥ VERBAL ABILITY
Ability to COMMUNICATE WITH LANGUAGE
.

ERIC
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. r | i v
/ N NUMERICAL ABILITY
Ability to perform ARITHMETIC OPERATIONS
quickly and accurately
\_ _J/
- ; ™~
S ' SPATIAL PERCEPTION
Ability to see RELATIONSHIPS IN SPACE
like shapes of objecta
\_

-

ERIC

Full Tt Provided by ERIC.
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" \
P FORM PERCEPTION
Ability to SEE DETAILS in objéets;
pictures, drawings, and graphs
/
T~

Q CLERICAL PERCEPTION

Ability to PERCEIVE DETAIL in printed

material -

—
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¢
.1 - K MOTOR CO-ORDINATION *
Ability to' MAKE A MOVEMENT quickly
" and accurately
- i
‘s ’ ’ 2
} . A , |
| F FINGER DEXTERITY
_ ‘ p
Ability 1o MOVE YOUR FINGERS to handle
a, small objects quickly and accurately
K - S . .
\
i‘,. ~

Full Tt Provided by ERIC.
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Ve
M MANUAL DEXTERITY
Ability to MOVE THE HANDS easfly
and skillfully
f ’ >
\_
(. ,
" E EYEHANDFOOT
CO-ORDINATION
'y Ability to MOVE THE HAND and FObT
E}.
y in CO-ORDINATION WITH SIGHT
\_

IAI'EC

Full Tt Provided by ERIC.
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.
At
- [y

C COLOR DISCRIMINATION

4

. . | .
- Ability to SEE SIMILARITIES or DIFFERENCES

in COLOR

OMZT N XOoO VT W2
§f

S

ERIC

Full Tt Provided by ERIC.
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APTITUDES CHECK LIST

t

Use your scores on the feneral Aptitude Test Battery to complete
this form,- To thange your scores to levels, use this table.

- ——— P - ~ - -

Changing CATD Scores to Aptitude Levels

over 126 B 1
110 to 126 2
92 to 109 | - ’ 3
75 to 92 4
0 to 74 5

~

APTITUDE FACTORS: G V, N § P 0 X F M E C-

GATB SCORES: , : [:i]iijj

APTIM1UDE LEVELS : E::][::]
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EXERCISE 6. _ Education and Training

1. Review the progress in self-assessment in previous exercises.
Intraduce education and training as further worker trait
4 characteristics. Use the Projectual Set: Education and Training = -
to introduce and quide the activities of the exercise.

2. Define General Educational Development (GED) and Specific Vocational
Preparation (SVP) and discuss their place in occupational choice.
Give particular emphasis to a person's control aver these factors.
(See the section "Notes on Education and Training" which follows.)

3. Discuss the various levels of GED and SVP and the means of attaining
them,

4

4.- Have students determine their own levels of GED and SVP through use
of the tables. Provide assistance as required to evaluate particu-
lar situations.

§. No check 1isf is used for these factors, but space is provided in
the student's book to record their levels in terms of years of
school, special training, certificates and diplomas held, etc.

Notes on Education and Training

H

Definitions:

1. General Educational Development (GED) includes all educational
experiences which contribute to a worker's skills in reasoning, mathema-
tics and language without reference to any specific occupational objec-
tive. A person's level of General Educational Development is ordinarily
obtained in elementary school, high school and college but can also be
gained by experience and self study.

2. Specific Vocational Preparation (SVP) includes the knowledge,
techniques and skills required for effective work performance in a specific
" occupation. SVP is measured in the amount of time normally required to
develop these. The knowledge, techniques and skills can be acquired in
school, on the job, in vocational training institutions or through self-
chosen experiences such as hobbies. Specifically, it usually takes the
following forms: '

1)
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a. Unive?sity or College Training:

Training given by a degree-granting institution and for which
a degree, diploma, or certificate is issued. The average four-year
university orlﬁollege curriculum (except for liberal arts which is
not vocationally oriented) is considered as equivalent to about two
years of specific vocational preparation. .Each year of university
. graduaté schooling is regarded as one year of specific vocational
preparation.

o

b. Vocational TraTniﬁg'

Training given by a vocational school or a non-degree granting
college, intended to develop general or specific skills, such as
_commercial, shop, or art training. In evaluating vocational train-
ing of this nature, about half of such schooling is regarded as
specific vocational preparation,

¢. Appreaticeship:

. . 4
Training given for an apprenticeable occupation.

-

d. In-Plant Training: _ .

Training given or sponsored by an employer either on or off his
own premises, intended as preparation for a spgcific job in his plant.

L) ’ -
e. On-the-Job Training: . _—

Any training acquired while serving as a learner or trainee on
the job under instruction of a qualified worker, and intended as
preparation for a specific job,

f. Experience in QOther Jobs:

Experience acquired while serving in less responsible jobs, or’
serving in other jobs, which prepares a worker for another specif1c
job. v

o

Role of Education and Training in Occupational Choice

Characteristically, qualifications for occupations include a minimum
level of General Education which may range from functional literacy in
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language to several years of post-high school education. Similarly, the
specific knowledge and skill requirements of a job vary greatly. These
requirements are usually the main expressions used in describing occupa-
tional qualifications; so much so that most people associate their worker

“traits with these factors {i.e., I am a clerk typist because I have met

the requirements of education and training required of a clerk typist).

In addition, certificates, diplomas, degrees, licenses, etc., are the most

common means of describing the levels attained.

L]

Of the worker‘traibs discussed during the self-assessment exercises,

- GED* and SVP are the most subject to change and arq the factors which an’
individual can influence most. While one, therefoke, can increase his

general education and vocational preparation, a change must be considered
in terms of the ability to do so and the appropriate type and. amount.
Along with the ability (aptitude) and desire, of course, must go the
capability, in terms of money, time and other resources at the person's
disposal in choosing the kind and amount of education and training, &

As implied here, the ability to change these factors.brings a unique
element to occupational choice, one which causes-a dilemma for many young
people. That is, an occupational choice is often made before a person
decides what kind and how much education and training is required. Having

-'made a choice of occupations, a person must set an intermediate goal to

achieve the necessary qualifications. On the other hand, a person can
assess his present level of education and training and then determine what
‘opportunities this affords. ~

Both of these situations should be explored in occupational choice
decisions. )

\

j
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"PROJECTUAL SET: EDUCATION AND TRAINING

F 3

' OBIECTIVE: Identify levels of general education and SpéCIfic If;r
= . vocational preparation and prepare a persona1
profile of them. \

STRATEGY: Define GED and SVP and discuss their place in occu-
‘pational choice, with particular emphasis on a
person‘s control over these factors. Use the p
jectuals to -introduce the GED and SVP scales.

.(‘“ |

INI%ODUCTION: Different vecupations nequine different amounts of
o education and training. 1In choosding an occupation
{ you must consider your present Levels of education
?, -and trdinding and waat furthen education and training
you may need ta enten the occupauon

¢
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~

Y g ,. Your APTITUDES are affected by
N N
¢ | (1) INNERITED ABILITIES

MENTAL
PHYSICA!

P4

. (2) LEARNED ABILITIES
MENTAL
PHVYSICAL

ﬂ

GED GENERAL EDUCATION DEVELOPMENT

Leveis Appreximate Duration of Schoslng
" o~ 8
I7 years pius

I3 t0 16 years
{1 to 12 years
9 10 10 years
€ 10 8 years
up fo & years )

-N WO

J/

ey

©

ERIC

Aruitoxt provided by Eic:
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SVP SsPECIFIC VOCATIONAL PREPARATION

"

D U SO0 N W

Over 10 yoars

Over 4 years up 1o and including 10 years
Over 2 years up to and inchiding 4 years
Over | year up fo and including 2 years

‘Over 6 months up to and inciuding | year

Over 3 months up to ond Including 6 months
Over 30 days up to and including 3 months

Anything Short Demonstration
upnm"mmspm ,
Short Demonstration Only




225

- EXERCISE 7. Preparing Criteria

1. Review the decision-making strategy (see Topic IV, Unit 2). Outline
the application of the strategy as it wil?! be applied again in this
topic. (i.e., This exercise will involve Steps 1 and 2; Step 3 will
follow in Unit 2 and Steps 4 and 5 in Units 3 and 4.)-

2. Discuss the decision situation for making an occupational choice. A
_person is in a decision situation in this case when a choice of

"alternative occupattons exists, and he has to choose from the
available and possible alternativés.

3. Discuss Step 2 - Setting Criteria. In this case the criteria will
be a profile of the personal traits which have been discussed and
assessed in Exercises 1-6. The first step is for the students to
bring forward these various assessments- and compile them on the form
Personal Profile. Use the first four projectuals of this form from
the Projectual Set: Setting Criteria and work through it step-by-
step while the students complete the forms in thewr book by record-
ing their personal information.

)

The students should read the following notes in their own books
before they fill in their Personal Rrofile forms:

Setting Criteria

The following explanation will help you to MNst your various
- ~qualifications for employment and preferences in code form on the
Personal Profiles :

a. Education. Write the number of years you were in school and
beside it write your present GED level from Exercise 5

b. Training. List the different courses you have taken and on
‘ the iast line write your present SVP level from Exercise 6.

c. MWork Activity Interests. List both the name and the number of
your first three choices on the OVIS Scales from your OVIS
Student Report Folder. .

d.  Interest Factors. From the Interests Check List in Exercise
1, write the numbers of the three activities that you would
prefer. Write also the numbers of the activities that you
would like .least.

e. Aptitudes {GATB). Write both the scores-and the levels of the
first nine aptitude factors from the Aptitudes Check List in
Exercise 5. Note that there are no scores for E and C.

T
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f. Work Lavi-:-wment Preference. Write the code letter for No. 1}
' {1, 0, B) .~'d the numbers of the other work environments that
you would prafer, frem the Environmental Conditidns Check List
in Exercise «. For example, you might write 0234 {f you 1iked
to work outside in any kind of weather, or just I if you want
to work inside and you do not like the other work conditions.

g. Physical Activities Preference. Write the code letter for No.
1 (S, L, M, H, VH) and the numbers of the other activities
that you wguld prefer, from the Physical Activities Check List
in Exercise 3. For example, you might write M4567 if you can
do only medium work and do not like climbing or stooping.

h. Temperaments. Write the code numbers or letters of the three
situations that you would find easiest to accept or adjust to,
from the Temperaments Check List in Exercise 2. Write also the
numbers or letters of the sttuations which you would find most
difficult to accept or adjust to. : :

+

The other sections on your Personal Profile do not need to be in
code form. Fill them in with your own words. -

Introduce the Qccupational Qualifications Profile with the fifth
and sixth projectuals of the Projectual Set: Setting Criteria.
Relate the various factors to previous exercises and have students
record their own factors in the Student's Book, using the appropri-
ate codes for eath factor.

The students should read the following notes in their own books
before they fill in their Occipational Qualifications Profile:

—

Occupational Qualifications Profile

Now that you have completed your Personal Profile, you can
select some of the informationsfrom it to prepare an Occupational
Qualifications Profile. This new profile will show your various
qualifications and preferences in code form, exactly like the
Qualifications Profiles in the reference books that you may use to
read about different occupations.

Use the coded reference numbers, letters and scales from your
Persqgal Profile to fill in this Occupational Qualifications
Profile: .

Aptitudes (Levels only)
G v N S P Q K F M E ¢
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¢

PA (Physical Activities: Code letter and numbers only)

>

-’ ' —

EC (Environment of Conditions: Code letter and numbers only) °

L)

GED (Level only) SYP (Level only)

Ints. (Interests: numbefs of 3 preferred activities)

Temps. (Temperaments: numbers and/or letters of the three
easiest situations to accept or adjust to.) .

The QOccupationa) Qualifications Profile is generél]y written
across the page in one Tine. Fill in your own profile like this:

APT: GYNSPQKFMEC PA EC GED SVP INTS. TEMPS.

B i T T o U 1 —— ~w—

About 7,000 different occupations in Canada have been defined
and classified in the Canadian Classification and Dictionary of
Occupationg. In it the quaiifications for occupations are described
in profiles of interests, aptitudes, education and other factors in
; , the same way as you have just done. If you have a copy in your
P classroom, you -should look at {t.

. 5. Finally, with the last projectual of the Projectual Set: Setting
Criteria, show this Occupational Qualification Profile to De a set
of criteria to identify possible occupational choices. Help the
students to complete the section in their;books on Criteria for
Occupational Choice. 1
The students should read the following notes in their own books
before they fi1l in their criteria: -~

-~
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Criteria for Occupational Choice

The next step is to change your profile of interests and
dptitudes into a set of criteria or conditions, for choosing the
occupations you may want to learn more.about. |

"At the beginning of this part of the course, you read that the
objective was to prepare a set of criteria for occupatigpal choice.
In this section you will set these criteria.

Up to this point, you have looked at your interests, aptitudes,
education, training, experience, hobbies, preferences for physical
activities and preference for work locations. These have been
recorded on your-‘Personal Profile, and some have been coded in your
Occupational Qualifications Profile. Let's see what these things
mean as conditions or criteria for the choosing of an occupation.

First, look at\Aptitudes.‘ On your profile, they are recorded

- as eleven different abilities with the codes, G VNSPQKFMEC,

- and your aptitude is at a 1, 2, 3, 4, or 5 tevel §n each (except
E-and C). :

. Let's say that your aptitude on N - numbericai ability - is 4.
This means .that you could meet the requirements for occupations
which require 4 or lower, that is 4 or 5, in numerical ability.

The criteria, then, or the conditions, would be that the occupations
require a 4 or 5 in numerical ability.

Here is an example of a whole .set of aptitudes converted into
criteria: o -

Jo@n Doe's Aptitudes:

G v N S P Q K F M E C
3 4 2 3 3 & 2 3 3 3 1

.

John Doe, therefore, meets the aptitude requirements for
occupations which have requirements of :

6 v N S P Q K F M E ¢
3-5 4-5 2-5 3-5 3-5 8-5 2.5 3.5 3-5 3-5 1-§

John Doe can now say that the aptitude conditions or criteria
for an occupation for him are: (

6 N vV S P Q@ K F M E ¢
3-5 4-5 2-5 3-5 '3-5 4-5 2.5 3-5 3-5 3.5 15

*
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(2)

Positive Criteria
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‘ \

Iﬁ the spaces below, use your Occupational Qualifications
Profile to list your cwn set of aptitude criteria in the

-Same way as John Doe. You will have to estimate your

levels for E and C. These two factors will be important

Jofly when they are shown as significant requirements for
“certain occupations. A1l the other criteria in the

profile below will be the same as in your Occupational
Qualifications Profile. .

G v N S P Q K F M £ C

"—

PA EC " GED Svp INTS. TEMPS.,
- B

——tre———

-

Occupations with profiles 1ike these have requirements
which you can meét. Note that your GED and SVP. levels

" include -lower levels but not higher levels of education

and training. The best thing for you will be to find an
occupation with a qualifications profile that most closely
matches yours. In other words, your own qualifications
profile provides the best criteria for choosing an
occupation. o

Your QVIS scales provide positive criteria élso. List
them here:

QVIS Scales

1st choice . No.
2nd choice ~ No.
3rd choice No.

Negative Criteria

In check lists in earlier exercises, you listed certain

activities that you would not Vike, certain situations that you
would find it difficult to accept or adjust to, and certain .
physical activities that you are physically not able to do.
These can also be important criteria for you to consider. You
obviously do not want to choose an accupation/ with conditions

that you do not like or would find it difficult or impossible

to meet.
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“In the spaces below, 1ist the code numbers and letters of
:he mo:t ?ggative factors from the check lists ‘you have filled
n as follows: :

H : .

Physical Activities (PA): Hrite the code letters and numbers
for the physical activities_ that you are not physically
able to do, from the Physical Activities Check List in
Exercise 3. . '

Environmental Conditions {EC): Write the code letters and
numbers for the environmental conditions that would be
difficult or impossible for you to work in, from the

nvironmental Conditions Check List in Exercise 4.

Temperaments (Temps.): Write the code numbers and letters for
the three situations that would be most difficult for you
to accept ur adjust to, from the Temperaments Check List
in Exercise 2, .

PA B € | TEMPS.

. y —
o ; ¢

{

/

Occubations which have these requirements might be diffi-
cult or impossible for you to enter. In your search for an
occupation, you should therefore consider rejecting them,

(3) Other ::;%eria

In addition to the conditions listed in Sections 1 and 2,
you may have other criteria, such as where you want to live, or
whether you would not want to. work on a night shift. which you -

may want to add here. .
/;fﬂ\\\ a. —_




" OBJECTIVES:.

.
-

STRATEGY:

INTRODUCTION :

PINJECTUAL SET . SETTING CRITERIA
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A

1. Prepare a comprehensive profile of interests,
aptitudes, other qualifications factors and personal
preferences and experience. -

2. Prepare a set of criteria for occupational choice,
based on personal traits and preferences.

L]

Use the projectual set to quide the process and focus
attention on specific points and activities. Work through
the Personal Profile form step-by-step by bringing forward
the Tnformation from earlier exercises. Have students
record"specific information in coded form on- the Personal
Profile, the Occupational Qualifications Profile an
Criteria for Occupational Choice forms in their books,

oilowing the visual presentation and directions.

-~

During the Last few cxercdses we have been studying and
measuring various personal charactendistics. Now, we ane
goding to bring them alf togethen to help you get a clean
picture of wour qualifdications and preferences. The foam
Personal ggasite will help to do thdis. Hene {3 where we
starnt ... ‘ : '
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: [ el
| | AGE MARITAL STATUS ___ DEPINDANTS
HEALTH

EDUCATION ~ YEARS GF SCHOOL

HIGHEST CERTIFICATE HELD

FURTHER TRAINING

| . ' Date
: _ Course Length Completed

IS YOUR TRAINING FOR A PARTICULAR OCCUPATION?

WHICH ONE? )
\ . " 3
( WORK EXPERIENCE (Include Part Time & Casual)
: T T T b T Tlength
WHICH JOB DID YOU LIKL BEST?
S WHICH JOB DID YOU LIKE LEAST?

HORRIES (lefsure Time Activities)
1.

2.

3.

WORK ACTIVITY INTERESTS
YOUR CHOICE

OVi§ SCALES 1st

- L 2nd 3ed
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( INTEREST FACTORS .
] ist

2nd

Ird *

Least

APTITDES (GATR)

fart Score] Level

N- ~—
A

General
Verbal - ! '

Numerical

Spatial
Fbrm
Clerical

A Motor Comord,

Finger Dext.
Manual Dext.
Eye-Hand~Foot Est.
Colour Discr. Est.
- —

I

WORK ENVIRONMENT PREFERENCE

‘

PHYSICAL ACTIVITIES PREFER~
ENCE

WORK LOCATION PREFERENCES

1.
2.
3.

Least
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OCCUPATIONAL QUALIFICATIONS Pnomﬂ B

APTITUDES TRAINING OTHER

GUNSPQKFMEC  GED SVP Ints. Tempr PA  EC

f#y Qé,\ f .fé‘ «ép" @6‘ v&g fé"
¢ -

OCCUPATIONAL QUALIFICATIONS PROFILE

APTITUDES PA EC GED SVP Ints. Temps,
GVNSPQKFMEC
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. ( ¢ .
CRITERIA FOR OCCUPATIONAL CHOICE
/ - |
| | QUALIFICATIONS PROFILE
APTITUDES PA EC GED - SVP Ints. Temps
GVNSPQUFMEC
OTHERS
. OVIS SCALES ' .
L R
/ "
. :Q
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UNIT 2  : EXPLORING OCCUPATIONS -

- OBJECTIVES

1. Read qualifications profiles for an occqgational group, which
includes codes for aptitude, physical activities, environmental
conditions, general education, vocational preparation, interest
and temperament requirements, by inteﬁpreting each factor using
scales and descriptions.

.

2.° Iuentify worker functions in re1ation to data, people and things ™
»  designations in an cccupation and interpret DPT codes, given scales.
and descriptions,

3. Identify alternative occupational choizéﬁ through exploration based
on personal descriptors, occupaticnal group descriptors and/or
specific occupations.

: \\_.,,

4, Prepare a comprehensive description of a number of occupations
-~ selected from the possible alternatives.

“

LEARNING ACTIVITIES . é

-

1. Exergise 1. Focus on a study of occupations by examining profiles
used to describe the occupational requirements. Students should
read several of these prbfiles with the aid of references.

Projectual Set: Occupational Qualifications
Student's Book: cupationai Qua cations
Guid Qualificats P

e to Qualifications Profile Factors

Q .
2. Exercise 2. Introduce and discuss the method of describing worker
functions by the use of data, people and things. Examine several
occupations by the use of DPT descriptions and codes. “

Projectual Set: Datqg_Pnople and Things
Student's Book: Data, People and Things
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Exercise 3. Using various methods and resources, students explore
occupations according to interests, temperaments, aptitudes, phy-
sical activities, environmental con@itions, education and train.ng,
Selected occupations are recorded for reference. .

Ee¥lorin% Occupations Kit (Key Sort Cards) -

S, Guide to Explor Careers : ‘ -

Student™s Boovk: Ex Torin Occupations o e
Exploring Occupations (6 forms) Co

Exercise 4. Students study selected occdpations which have been \L
identified in the previous exercise and prepare comprehensive des-
criptions of them. . ' >

4

Ex 1orin§ Occupations Kit (Key Sort Cafds)

S cupational Exploration Kit S . :
G.-C. cupational In on Monographs @ °
ccoo, Volume | a% gﬁtgmgg ) T .

- Other occupational” information materials

Student's Book: « Describing Occupations
Occupati onel Description (forms)
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EXERCISE 1, Occupational Qualifications

1. Review the first three steps of the decision-making strategy.
_The activities in this unit will be to carry out Step Three-
Identify and Explore Alternatives, by identwfying and studying
occupational choice dT%ernatives

2. Discuss briefly the last unit with reference to its focus on self-
assessment. Introduce the new activity by pointing out that the
focus of attention will now be on occupations and other world-of-
work aspects o

3. Introduce OccupatianaI Qualifications Profiles by using the Pro-
Jectual Set: Occupational Qualifications. Using the first projec-
tual and the Guide to Qualifications Profile Factors, interpret the
codes given in the projectual.

~ On the second projectual, write in an example and have students
foterpret it. Two addicional examples are provided in the student's
book. The profiles in these two examples are:

a. Stewardess, Airline (6145-118)

APTITUDES
GYNSPQKFMEC PA EC GED SVP INTS  TEMPS
33444344335 123456 1567 3 3 2 598

b. Automotive Brake Repatrman (8581-166)

APTITUDES
GVNSPQKFMEC ~  PA EC  GED SVP INTS TEMPS
33333433354 M-H347 1567 4-3 7-6 190 YO
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. STRATEGY r

INTRODUCTION: .
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PROIJECTUAL S E T : OCCUPATIONAL QUALIFICATIONS

A
Read a qu§1ificati0ns profile of an océhpationa] g}oup
in the form:

GVNSPQKFMEC PA EC GED SVP INTS. TEMPS,

by interpreting each factor, given the scales and descrip-
tion of each factor.

Use the projectual with the numberg of each factor covered.
Review the meaning of each of the codes. (i.e., PA -
Physical Activities; refer to Exercise 7,"Wait 1). Show
the numbers under each factor“and introduce the Guide to
Qualification Profile Factors. (It is in the Student's
Book). Using the guide, interpret the example on the pro-
jectual. Use the second projectual for additional examples
by writing in profiles of other occupations.

In the previoud uhét, you developed a profcle cf your odk

- qualdigications. Océupations also have prog<iles in the foam

of qualif<cations nequinements. These profifes Coch &ike
thes,
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N ™
OCCUPATIONAL QUALIFICATIONS PROFILE

-

APTITUDES

GUNSPOKFMEC PA EC GED SVP Ints.  Temps.

34323234322 357 124 3 4 . 2Y 270

&
.
r ‘ . \
OCCUPATIONAL PROFILES

OCCUPATION
PROFILE:

GV NS POQKFMERC PA EC GED SVP iInts., Temps.

INTEFRPRETATION

T T T U T A Y AR
\ 9
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Eyevlimd-Fom ination
Colour Discrimination

 Apuitge Level
(in terms of working pepulation)
Upper 10%

Upper Third exclusive of the Highest
10%

Middie Third

Lowest Third exclusive of the
Lowest 10%

Lower 10%

When these lovels are underlined,
they are considered sigaificant for
sausfactory job performance.

1 Short Demonstration Only

2 - Anything Beyond short demonstration up to and including 30

days

QUIDE TO QUALIFICATIONS PROFILE FACTORS

NDWw b we

.

PHYSICAL ACTIVITES (PA) ENVIRONMENTAL CONDITIONS (EC)
- Swength (lifting, carrying, pushi 1. Work Location
. shown in terms of: e 1 - Inside
S - Sedentary work (10 Ibs. max) O - Outside
L - Light Work (20 ibs. max) 8 - Both
M . Mediam work (50 Idbs, max)’ 2. Estremes of cold plus temperature
H - Neavy Work (100 tbs. max) changes
VH - Very Heavy Work (over 100 3. Entremes of heat plus emperature
ibs.) changes
Climbing agd/or Balanei u:i: 4. Wet and/or humid
S:oopmg. Kneeling, Crouching and/ 5. Noise and/or vibration
or Crawling . 6. Hazards in terms of:
Reachin, Handling, Fmgenng and/or - mechanical
geeﬂng - electrical
alking - burns
Hearing - explosives ﬁ
Seeing in ferms of: m:yfara\nd - radiant cnergy
near, depth perception, 7. Atmospheric Conditions in terms of:
accomgadation, colour vision and - fumes
field of vision. -« odours
- dusts
- mists
- gases

_= puur ventilation

GENERAL EDUCATION DEVELOPMENT (GED)

Levels ﬁﬂmmmﬁmmm£MM@§

w0 led I LA D

17 years plus  ©
13 to 16 yean
H to 12 yeans
9 10 10 yean

6 to 8 yeany

Up to 6 years

LI S S ]

SPECIFIC VOCATIONAL PREPARATION (SVP) ’

3 - Over 30 days up to and inciuding 3 months
4 - Over 3 months up 1o and including 6 months

bl ol

PM?PNP

L)

Over 6 months up to and including | year
Over | year up 10 and including 2 years

- Over 2 years up to and including 4 yean
- Over 4 years up to and including 10 years
Over 10 years

INTEREST FACTORS

. People and Communication of Idcas b

Things and Objcts - ‘s 6

Business Contact with People Vs, 7. Scientific and Technical Work

Routine, concrete and organized work v, 8. Abstract and creauve work or expenences

Working for people for their presumed good as in the vs. 9. Non-social work, carried on in relation to processes,
social welfare sense, or for deating with peopk\and language machines, and techniques

in social situations. -

Work resulting in prestige or esteem of others vs, 0. Work rosulting in tangible. productive satisfaction

Varicty and Change
Repetitive, Short Cycle
Under Specific Instruchons
Direction, Control, Planning

Deakugﬂmh People

(

TEMPERAMENT FACTORS

7. influencing Peopte

8. Performing Under Stress

9. Sensory or Judgmental Critenta

0. Mcasuradble or Venfiable Critenia

X. Interpretation of ideas. facts, fechngs

Y. Precise attamnment ci\s\cc himuts, tolerances or standards
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EXERCISE 2. - Data, People aad Things

1. Use the Projectual Set: Data, People and Things to quide the
discussion. Introduce the worker functions using-the first pro-
Jjectual and discuss the broad role of working with data (ideas,
J knowledge), people, and with things. Stress that every worker
function can be partly described by this relationship (See the
section “Notes on Data, People and Things" which follows.)

2. Discuss data, people and things separately, using the projectuals.
Refer students to the Student's Book to examine the section "Data,
People and Things" showing the words which describe the levels in :
each, Thgy do not have to learn the names.

-3, Examine several occupations, beginnxng with the examples on. the .
fifth projectual. Discuss the level of involvement with each of -
D, P.and T. Four additional examples are provided in the Student's
Book. .

4. - Refer students to their OVIS Report Folders and draw attention to
the DPT codes (2 ~high, l-average and 0-Tow) for the interest scales.

Notes on Data, People and Things ’

Data, People and Things refer to worker function designations; they
-are a measure of the ways a worker relates to data, people and things in
an occupation. In addition to being a standardized terminology for use
in summarizing what a worker does, through the use of appropriate and
meaningful verbs descriptive of the basic work performed, occupations tend
to cluster on data, people and things designations. :
, 1he three Qroad categories of relationships to Data, Penp]e and Things
are as follows

DATA: Information, knowledge, and conceptions related to Data, People
and Things, obtained by observation, investigation, interpretation, visua-
lization and mental creation; incapable of being touched. Written data
take the form of numbers, wards and symbols; other data are ideas, concepts
and oral verbalization.

0 Synthesdizing: Integrating analyses of data to discover facts
and/or develop knowledge, concepts or interpretations.
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Co-ordinating: Determining time, place, and sequence of
operations or action to be taken basis of analysis
of data, executing determinations and/or\reporting on events.

4

Anakyfing: Ekaminihg'ahd evaluating datd. Presentihg alterna-
tive action in relation to the evaluation is frequently involved.

Compiling: Accumulating informatiop which is usually recorded
physically, but which may be stored mentally; gathering, collat-
ing, or classifying information about Data, People and Things.
Reporting and/or carrying out a prescribed action in relation-
to the information is frequently Anvolved.

. /-” .
Computing: Performing arithmetic operations and reporting on
and/er carrying out prescribed agtion in relation to them.
Does not include counting. 1

Copying: Transcribing, entering, or poé;ing data.

i

Comparing: Understanding the,readily observable functional,

structural, or compositional characteristics. (whether similar
to or divergent from obvious standards) of Data, People, and

Things.

PEOPLE: Human beings; also includes animals dealt w{éi?on an
individual basis. . ‘

0

Mentoning: Dealing with individuals in terms of their total
personality in order to advise, counsel and/or guide them with
regard to problems that may be resolved by legal, scientific,
clinical, spiritual and/or other professional principles.

Negotiating: Exchanging ideas, information and opinions with
others to formulate policies and programs and/or arfrive jointly
at decisions, conclusions or solutions. h

Instrwucting: Teaching subject matter to others or training
others (including animals) through sxplanation, demonsiration
and supérvised practice; or making recommendations on the basis
of technical disciplines. ’
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A

Supervising: Determining or interpreting work procedures for
a group of workers, assigning specific duties to them, main~ -
taining harmonious relations among them and promoting efficiency.

Diverting: Entertaining others.

'PemauadLng Influencing others in favour of a product, servzce,
or point of view,

Speaking-Signaling: Talking with and/or signaling people to
convey or exchange information. Ingludes-giving assignments
and/or directions to helpers or assistants, but excludes or-
dinary conversation.

Seiving;_ Attending to the needs or requékts of people or animals,
or the expressed or implicit wishes of people. Immediate‘response

" is involved.

, : . s

THINGS: Inanimate objects as‘disti6§uished from human beings; sub-
stances or materials; machines, tools, or equipment; products. A thing,
is tangible and has shape, form, and other physical characteristics..

0-

‘Setting Up: Adjusting machines or equipment hy replacing or

altering tools, jigs, fixtures and attachments to prepare them
to perform their functions, change their performance, or restore

* their proper functioning if they .break down. Workers who set up

one or a number .of machines for other workers or who set up and
personally operate a variety of machines are included here.

Precision Working: Using body members-and/or tools o work aids
to work, move, guide or place objects or materials-in situations
where ultimate rasponsibility for the attainment of standards
occurs and selection of appropriate tools, objects, or materials,
and the adjustment of the tool to the task require exercise of
considerable judgment, —

Operating~Controlling: Qtarf*"", stopping, cunirolling and ad-
justing the progress of machines or equipment designed to ‘
fabricate and/or process objects or materials. Operating machines
involves setting up the machine and adjusting the machine or
material as the work progresses. Controlling equipment involves

" observing gauges, dials and other indicators, and turning valves

and other devices to control such factors as temperature, pressure,
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flow of liquids, speed of pumps, and reactions of materials.
Set-up involves several variables, and adjustment is more ¢
frequent” than in tending. - . S

Dniving-Operating: Starting, stopping and contrdiling the
actions of machines or equipment for which a course must be
steered or which must be guided, in order to fabricate, process,
and/or move things or people. Involves such activities as
observing gauges and dials; estimating distances and deter-
mining speed and direction of other objects; turning cranks
and wheels; pushing clutches or brakes; and pushing or pulling
gear shifts or levers. Includes such machines as cranes,
conveyor systems, tractors, furnace~charging machines, paving
machines and hoisting machines. Excludes manually-powered
machines, such as handtrucks and dollies, and power-assisted
machines, such as electric wheelbarrows and handtrucks.

- Manipulating-Operating: Using body members, tools, or special
.devices to work, move, guide, or place objects or materials

requiring the use of hand tools or special devices. Requires
a significant combination of eye-hand co-ordination, and manual
and finger dexterity. Involves some latitude for:judgment with

‘regard to precision attained and selection of appropriate tool,

object or material, although this is readily manifest,

Tending: Starting, stopping, and observing the functioning of

machines and equipment. Involves adjusting materials or controls Q

of the machine, such as changing guides, adjusting timers and
temperature gauges, turning valves to allow flow of materials
and flipping switches in response to lights. Little judgment
is involved in making these adjustments.

Feeding-Offbearing: Inserting, throwing, dumping, or placing
materials in or removing them frem machines or equipment which
are automatic or tended or opepdted by other workers.

'

Handling: Using body members, "hand tools and/or special devices

£C WOIR, move, ui Lariy wbjects or waleiiais. Invoives 1ittic
or no latitude for judgment with regard to attainment of stand-
ards or in selecting appropriate tool, object or material.

-~
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PROJECTUAL SET: DATA, PEOPLE AND THINGS

CBJECTIVE:

STRATEGY:

INTRODUCTION:

-

Identify worker functions in relation to data, people
and things in an occupation and interpret DPT codes,
given scales and descriptions.

©

Use the projectuals to discuss and develop the concept "

. that worker functions in a job can be described in

relation to the data, people and things encountered.
(See "Notes on Data, People and Things”). Stress that
worker functions can be described in this manner by
indicating the orientation to data, people or things

and the levels of involvement in each. Discuss the

role of data, peopla and things as an aid to identifying
occupations which might meet the interests of students.

Mne way of descrnibing what people do in occupations 4s .
by Looking at hcw they work with data, people or things.
Occupaiions are partly descaibed in this way. Let's
Look at thia method of describing work. ...
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Each occupation has a DPT code

‘This code telis the relation to

Data PeopLe THINGS

DATA means

INFORMATION ,
KNOWLEDGE,
CONCEPTS
in the form of:

NUMBERS
WORDS
OTHER SYMBOLS

and  DEAS
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. 4 ™
PEOPLE meen:
" PEOPLE!
. (cm BE ANIMALS IF DEALT WITH
ON AN INDIVIDUAL BASIS )
. / . . .
L ’
(—

THINGS can
OBJEOTQV(Not People) -

like TOOLS
MACHINES

MATERIALS
EQUIPMENT
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-
- EXAMPLES:
'4111-118  STENOGRAPHER OPY: 384
6112-158  POLICEMAN DPT: 263
A\ -
N
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EXERCISE 3. ldentifying Alternative Occupational Choices

4 . ’

i 1.  Review the decision-making strategy..not?ng ?articularly the.first
' three steps. Review the activities in Unit | where criteria were

set in terms of personal profile characteristics and preferepces.

2. Outline the task'in this exercise as one of identifyving possible
occupational chofces. , : .

3. The instructor should review for his own information the section im.
sthe Introduction to this book on the Occupational Information System,
with particular reference to the “access" routes. The three routes
are: accessing by personal descriptors, accessing by occupational
group descniptors, and accessing by specific occupations. The
studenty can use these three routes to identify alternative choices.

y &. Personal Descriptors Route

y ’ If a student has no particular alternative or preference to °
begin with, the perSonal descriptors route will enable him to make
a‘wide exploration of possible occupations. Each of the variables
of interest, temperament, aptitude, etc., is used in turn to sort
out alternatives with the keysort cards of the Exploring Occupations

 Kit and the standard test guides. The use of the Explorin -
Occupations Kit is described in detail in Section § of this exercise.

§

| - b. Occupational Group Descriptors Route }-

If a student wishes to explore occupations within a broad
grouping such as an industry (e.g.,-Agriculture, Education, etc.),
the Industry Index will identify occupational titles to be explored.
Other indexes, such as a Geographic Index which would identify the
occupations common to an area of the country, could be developed.

¢. Specific Occupations Route

Although this route will not enable a student to make a wide
exploration, it will lead him to relevant information about a ‘
selected occupation. This route 1s appropriate for a student who
has already made a tentative occupational choice and can work from
?ndoccupational name or title which he can find in an Alphabetical

ndex. ' ‘

.
e

Full Tt Provided by ERIC.

ERIC .
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4. In this exercise the students are expected to identify and record
occupational titles and groups for further explioration. Most
: classrooms will have only one set of indexes and one Explorin
. Occupations Kit. To save time and to free the indexes and keysort
cards for others to use, all students should be instructed to record
“at first only the four-digit code numbers for occupational groups
they have selected. Then they can refer to the g¢roups by number in
the CCBO Volume |2 and Canadian Occupational Groups to recor%"the names
and read the details. "It 1s not necessary for students to fill in
every space on the recording forms; they should record only the occu~ |,
pational groups they have selected for further consideration as
alternatives. ‘ : -

. g ‘ : . | - .
5. The following deﬁailed procedures should-be used to identify possible
. occupational choices through the Personal Descriptors Route: e

a. Identify a base set of occupations by Interests (OVIS)..

(i) Use the keysort cards of the Exploring Occupatiops
Kit. Instruct the students in the technique of using ™
the keysort cards by doing an example selection. The. .

" &tudents can then use the cards to sort out their own
base set of occupational groups, by using the first
¢ three to five choices on the.QVIS. From the cards

sorted out, a selection is made of groups which the
students wish to consider as alternatives. They should
record them on the form Exploring Occupations by

S  Interests. : .

(ii) Alternatively, the OVIS Guide to Exploring Careers can
be used for this identification by having the students’.
: open the guide to their interests scales on the QVIS and
‘L. ' recording occupational groups they wish to consider from
- . the accompanying 1ists. -

b, Identify Occupational Groups in the base set sorted out in
5. a. (i) above, by Imterest Factors. The students use the
keysort cards and sort on the first three choices of interest
factors. Again a selection is made, and the students record
the groups they wish to consider as alternatives on the form,

Exploring Occupations by Interests. - ‘

t

S c. ldeptify Occupational Groups in the base set, by Temperament

: Factors. The keysort cards are Wsed to select occupational
groups with the temperament factors which the students have .
already identified as difficult to adjust to or accept. ~These
groups should be-sorted out and recorded as occupational groups
which should not be considered as alternatives. Tiuey should

be recorded on the form Exploring Occupations by Temperaments.

~




252

d. Identify Occupational Groups in the base set, by Physical
Activities and Environmental Conditions Factors. §t%3ents
shouTd sort the Dase set with the PR and EC factors which are
beyond their physical capacity or condition and 1ist the re-
sulting groups as probablie rejects. They should be recorded

S on the form Exg!orig§ Occupations by Physical Activities and
£ - - Environmental Conditions.

e. ldentify Occupational Groups in the base set, by.&m_t%

~ Factors. Using each factor in turn, the students identify
groups by sorting out all cards which have significant aptitude
requirements above their own aptitude levels. For example, a
student with an aptitude level of 3 on a given factor should
sort out the 1 and 2 levels in that factor. Only significant
aptitudes are notched in the cards. This sort will identify
groups which the student should consider rejecting (but not
necessarily; remember that aptitude factors do not have cutting
scores, but averages only). From the occupations not sorted
out of the base set, the students select those he wishes to
consider further, and he records them on the form Exploring

Occupations by Aptitudes.

f. ldentify OGccupational Groups in the base set, by Education
and Training Factors. The students sort the keysort cards
again in a manner similar to that used in aptitudes. .For each
of GED and SVP the students should sort down to their present
level (GED: 6~1; SVP: 9-1). In addition, they may wish to sort
down only to their planned level after further education and
training. In either case, a selection is made from the occupa-
tions not sorted out which the students may want to consider
further. Then they record them on the form Exploring Occupations
by Education and Training. -

g. :dentify Occupational Groups in the base set, by Data, People
and Things Designations. This.sort is optional. Two types of
sorts are possible, one using the High, Average and Low ratings, \gﬁa
and the other using the numerical ratings. No recording form
is provided for this sort.

6. The form Other Possible Alternatives is provided at the end for
students to use for 1isting any other occupational groups or single ®
occupations which have not been already listed. _
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S " EXPLORING OCCUPATIONS BY INTERESTS

* Qccupational Groups Selected by

¥  OVIS Scales. Fourth Scale Choice
\ ’ . ~ Alternatives

First Scale-Choice R

Alternatives 1
2

1 3

2 4

3 5

4 6

5 7

6 8

7 9

8 10

9

10 Fifth Scale Choice
Alternatives

Second Scale Choice -

Alternatives 1 .
2

l 3

2 4

3 5

4 6

5 7

) 8

7 9

8 10

9

10 Occupational Groups Selected by
Interest Factors

Third Scale Choice Alternatives

Alternatives
]

i 2

2 3

3 4

4 5

5 6

6 7

7 8

8 9

9 10

10 1
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EXPLORING OCGUPATIONS BY TEMPERAMENTS
{

Record Occupational Groups with temperament factors that may cause you
difficult adjustment problems. Look back to your Temperaments Check
List, or your 1ist of negative criteria in Exercise 7 of Unit 1, for
the three most difficult. The code numbers or letters of these temper-
ament factors are: - - . '

Becduse of these factofs you should NOT consider the followin

occupational. groups as possible choices.

1.

08 N N B W ™M

—d
o

vl
anad
.

ol
™

——d
LY
»

—
P

—d
wn
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EXPLORING OCCUPATIONS BY PHYSICAL ACTIVIT!ES
AND ENVIRONMENTAL CGNDITIONS '

Physical Activities
%-

Record Occupatxonal Grnups with physical activities requir%ments

-which you are not able to meet.- Look back to your Physical Acti-

O WO~ W N~

-

vities Check List or your list of negative criteria in Exercise
7 of Unit 1, for these., The code letters and numbers of these
physical activities which would be difficult to meet are:

——- . M w4

Because of these factors you should NOT consider the fo?lowing
dccupational groups as possible choices:

Environmental donditions

Record Occupational Groups with environmental conditions requirements
in which you are not able to work. Look back to your Environmental
Conditions Check List or your list of negative criteria in Exercise

7 of Unit 1, for these. The code numbers and letters of the envir-
onmental canditwons which would not be suitable for you are:

Because of these factors you should NOT consider the fo]lowfng
occupational groups as possible choices:

DWOO NN U &P -
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Write your aptitude profile here:
' ‘K OF M

G Vv

selected:
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EXPLORING OCCUPATIONS BY APTITUDES

P Q E C

o at—

NS

—

Write the numbers and names of the occupational groups which you have

—
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<
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-
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—
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Y
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™
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—
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.
o
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EXPLORING OCCUPATIONS BY EDUCATION AND TRAINING

Write your education levels here:

Grade Level Now GED Level Now
Grade Level Planned GED Level Planned

Qccupations Selected on Present _' Occupations Selected on Planned
-Education Level ‘ Education Level
.'\
]
TRAINING
Training Courses You Have Taken Training Courses You Plan to Také
1 o “
3 2:
3 3
- * N
Your SVP level now Your SVP level will be

OCCUPATIONS SELECTED
At Present SVP At Planned SVP o
1 ' I 1

S W N
2w ™M




o - . OTHER PéSSIBLS ALTERNATIVES

List all the Occupational Groups cr single occupations here which
s you would like to learn more about. Use this form to list only those
o which have not been listed on other forms. - _.

-l
»
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EXERCISE 4. Describing Alternative Occupational Choices

3.

5.

*

-

From the Tists of alternative choices in the form of occupational
groups ‘which have been prepared in Exercise 3, the student chooses
as many as possitle for furgher detailed study. :

The studént now uses the 4-digit code and the names of the groups
chosen to find access to information about the chosen groups.

The instructor should display, and demonstrate the use of, the

Canadian Classificatieon and Dictionary of Occupations, Volumes 1

and 2, the Occupational Reference Index, the cupational

%ﬁg}oration’??ﬁ,'EEhadian Occupational Groups and other occupational
nformation materials available. = ’ ‘

!

Discuss the form Occupational Description (which follows) as the
place to compile information found on each occupation selected.
There are several copies of the form in the Student's Book which
each student can fill in for chosen occupations. (See also the
section “"Occupational Information System" in the introduction of
this manual.) |

As optional act1vit1es,_resourée speakers and field tribs can be used

effectively to learn about selected occupations. Students in the
class who havg had experience in appropriate occupations can also
be an importajt resource to other students.
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OCCUPATIONAL DESCRIPTION

NAME

OCCUPAT [ON

HISTORY & IMPORTANCE

&

WORKING CONDITIONS




TRANSFER POSSIBILITIES

ADVANCEMENT POSSIBILITIES

FUTURE PROSPECTS

PAY AND OTHER BENEFITS

ERIC

Full Tt Provided by ERIC.
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¢

QUALIFICATIONS PROFILE
APT: GVNSPQKFMEC PA

INTERPRETED REQUIREMENTS
YEARS OF SCHOOL

EC

GED

svp

INTS.

TEMPS.

SPECIAL TRAINING

_CERTIFICATES;‘DIPLOMAS. ETC. REQUIRED

>

SPECIAL SKILLS .

USUAL LOCATIONS

OTHER NOTES
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UNIT 3 : MAKING AN OCCUPATIONAL CHOICE

P

OBJECTIVES

1. Evaluate alternative occupational choices by applying criteria of
personal -traits and preferences and long-term personal goals.

2. Make an occupational choice, in the form of an occupational group,
& single occupation or several single occupations, which is con-

sistent with criteria previously set.

LEARNING ACTIVITIES

: - 1. Exercise 1. Studants bring forward their a?ternatives listed on the
various forms in Unit 2, evaluate them against criteria and preferences

on the form, Evaluating Alternatives, and make chofces based on this
- evaluation. ' ' ~

Student’'s Book: Making Occupational Choices
) Evaiuat?ngﬁglternatives

©

ERIC

A uitoxt providsa by enic [l
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EXERCISE 1. Eva1ua§%%g Alternatives and

¥

Making Occupational Choices.

Review the decision-making strategy with respect to the activities
in Units 1 agd 2 and Steps 1, 2 and 3 of the strategy. _ Discuss
brtefly Step 4, Evaluate Alternatives and Decide, with reference

to the activities in this exercise.

Havé'studen;s read over the lists of alternatives which have been
recorded in_the various forms in Unit 2.

Assist students individually as required to review their alternatives,
and bring forward all occupational groups which they want to consider
seriously as choices. In identifying the. occupational groups to be
brought forward, a review should be made of alternatives to identify
those which meet several criteria or-preferences. Record them on the
form, Evaluati?% Alternatives. Students should feel that the list
includes all alternatives which they-want to consider.

Encourage students to review their alternatives to determine if
further information is needed on any of them,~ If more information
is requi;ed. students should add it to the Occupational Descriptions
in Unit 2. '

when the occupations are recorded, the students should then examine
each by applying the criteria in turn, checking off those that are
“yet“ and making remarks when appropriate. . .

The students should then choose the occupations which meet the most

criteria and record them at the bottom of the' ferm under "Choices."”
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EVALUATING ALTERNATIVES

C . i Check OFf Criteria et Here ! o

”

L Write the Occdpatfons
You Hant 'To Consider
- Here

ettt

3 _
e = e mw

Choices: Write one or more of the occupations you have chosen below. You .
will learn more about it, perhaps take training in it, and you may eventually
Took for a job in one of these chosen occupations.




UNIT 4 . EXPLORING JOBS

OBJECTIVES

1. Identify types of businesses, industries and other organizations
in which chosen occupations are practised.

2. ldentify and describe selected jobs in a chosen occupation.

-

LEARNING ACTIVITIES

1. Exercise 1, Students are directed in the use of various resources
and methods to identify and record the names of organizations where
their chosen occupation is practised. Field trips and resource
speakers can be utilized beyond a study of written resources.

Daily Newspaper

Telephone Book: ,
Exploring Occupations Kit (Keysort File)

Sﬁ% Occupational Exploration Kit (Job Family Booklets)
G.C. Occupationa)l Information Monographs

Student™s Book: ldentifying Employing Organizations
mploying Organizations List

2. FExercise 2. Using similar resources and methods as in the previous
exercise, students prepare a comprehensive description of selected
jobs.

Same resources as in Exercise 1.
Student's Book: Describing Jobs
Job Description (forms)

-
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EXERCISE 1. Identifying Employing Organizations

1. Review the decision-making strateqy and discuss Step 5 (Plan to
Implement the Decision) with reference to this exercise and the
rest of the course. The exercises in this unit form the first
stage of the plan to implement the choice of an occupation.
Further stages of the plan will follow in Topics VI to IX.

2. This exercise is directed towards identifying organizations which
employ people in the student's chosen occupation. Note that the
objective is to find where jobs exist, not job openings. In the
career planning sequence, the identification of employers will be
a resource for later use in identifying job openings in the job
search activities. .

3. The search for employers of specific occupations can begin with
students writing down the types of businesses which probably employ
people in their chosen occupation. This list can be used along with
a telephone book (yellow pages) or a business directory to identify
specific organizations. The list of types of businesses should be
expanded through the use of other resources which give examples of

. the types of jobs neld by people in different occupations.,

4. Students write the name, address, the type of business and the
number of employees in their chosen occupation for each identified
organization on the Employing Organizations List.




My occupational choice .is

¥

EMPLOY ING ORGANIZATIONS LIST

f

Organizations which employ people in my occupation are:

1.

_Address

Name

Address

Type of business

Approximate number of employees in this occupation

Name

Type of business

Approximate number of employees in this occCupation

Name

Address

Type of business

Approximate number of employees in this cccupation

Name

Address

Type of business

Approximate number of employees in this occupation

Name

Address

Type of business

Approximate number of emplinyees in this occupation




10.

11.

- Name

269

Address

Type of business

Approximate number

. Name

of employees in this

occupation

Address

Type of business

LY

Approximate number

Name

of employees in this

occupation

-‘Address

Type of business

Approximate number

Name

of employees in this

5

occupation

-

Address

Type of business

Approximate number

Name

of employees in this

occupation

Address

Type of business

Approximate number

Name

of employees in this

occupation

~ Address

Type of business

-

Approximate number

of employees in this

¢

occupation
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14.

15.

16.
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Name W, N

Address

Type of business

Approximate. number of employees in this occupation

Name

Address

-

Type éf business -

Approximate number of employees in this occupation

Name

Addngss

w e

Type of business

Approximate number of employees in this_occupation '

Name

Address

Type of business

Approximate number of employees in this occupation

Name

Address

Type of business

Approximate number of employees in this occupation
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EXERCISE 2. Describing Jobs
| , 9 -

1. Continuingwith the exploration of jobs, the studenf selects
szveral (as many as time permits) and prepares a comprehensive
description of them, compiling the information collected on the
form %pb Description. (There are severa) copies in the Student's
Book . -

2. At the end of this exercise the instructor should see that all
students have completed *he appropriate parts of the Student's
Book in Topic V,'as an indication that each student has arrived
at-an occupational choice in the form of an occupational group,
several single occupations or a single occupation.

!

3. A sum-up discussion should be conducted finally to review briefly
the activities of all of the first five topics. At this point
the instructor should be satisfied that:

, -

(1) " students have developed a good knowledge of their roles,
broad family and social goals, interests, aptitudes,.and
pther personal traits._

(2) students have gained a sufficient knowledge of the world
of work on which t? base occupational choice decisions. ' N

(3) students have rationally and realistically made an occupa-~
tional choice which reflects their interests, abilities,
preferences and possibilities.




Occupational Group Number

Occupational Group Name

272.

JOB DESCRIPTION

Occupation (s)

1.

2.

-

3.

Employing Organizations
1.

2.0

> A

3.

Nature Of The Work

—

1

Working Conditions

—t———
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Advancement Possibilities

Futdfe Prospects

p 'd Other Benefits

4

Work Organizations

Particular Qualifications

Certificates, Diplomas And Other Credentials Required

Other
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IDENTIFYING JOB OPPORTUNITIES

OBJECTIVES

" Students will study the types and services of employment agencies, types
and uses of various media which identify job openings and learn to use personal
contacts successfully in job searches. Specifically, students will:

1. Identify and describe the services of emp1oym2nt agencies including Canada
Manpower Centres and private agencies;

2. ldentify the types of media §ucﬁ as newspapers, trade journals, employment
bulletins {government, union and otners) and use them appropriately to
identify job opportunities;

3. List and describe methods of using personal contacts in identifying job
' opportunities.

OVERVIEW

Beginning with a discussion o? job opportunities generally to demonstrate’
that job openings do exist, the student activities are designed to focus on,~
three main methods of finding openings in three units of work: /ff
Unit 1 - Us{nq Services of Agencies covers the various agenciesﬁ66n~
cerned with job opportunity identification and placement.

, Y /

Unit 2 - Using the Media covers the use of media, principally newspaper
classified advertisements, and also includes finding job openings
from news reports. , Other media include trade journals and
emp}gyment bulletins such as government employment lists.

Unit 3 - Using Personal Contacts focuses on experierces which are

designed to improve the use of friends, relatives, former employ-
ers and other personal contacts to identify job opportunities.

.

\

EVALUATION ¢

| Related parts of the Student's Book are completed.




UNIT | : USING SERVICES OF AGENCIES

OBJECTIVES : |

-~

3.

LEARNING ACTIVITIES ;

278

=

L

-

Demonstrate that job openings do exisi by listing ahd discussing the
factors ‘that cause job openings and by examining the statistics of
expected job openings in communities of different sizes. .

List the names and locations of employment agencies in the vicinity;

Describe the services of each agency and determine which should be '
used for given empioyment problems; . muL

S

4 .
Describe (or demonstrate) uses-of the agencies by simufated or real
contact ‘for information, job openings, identification of jobs or
other services, -

Exercise 1. Lecture-discussion on job opportunities generally by look-
ing at the statistics of probable job openings in any community and at
factors which cause job openings such as death, resignations, expansions,
new businesses, etc.

Projectual Set: Job Openings

Student's Rook: C(auses of Job Openings

‘ Job Openings by Population
Expected: Numbers of Jobs Open
in Mnyommunity

Exercise 2. Lecture-discussion with optional field trips and visits by
resource speakers, flse brochyres, advertising, and other means to -
identify, list and describe se¢rvices and learn to use the various '
employment agencies appropriately.. :

Brochure package: Agencies and Their Services
Student's Book: Using Employment Agencies
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EXERCISE 1. Job Openings

In lecture and discussion during this exercise on job openings, the
instructor, should present the information that follows, using the tables
and projectuals as indicated. . ,

The arqument is often made that there is little point in seeking
employment because no job openings seem to be available.

Statistics, however, show certain facts about employment trends in job
opéninqs;

1:" .There are some job openings daily in every community.
The number. of openings depends on the size of the
working poputation in the city or town. " In general,
abeut 47 of the jobs in-any community are open every
month. :

2. These job openings are usually filled within five
days by applicants whose qualifications and job
search techniques place them before a prospective
employer at a time when he has the.job opening.

3. The possibility of finding a job opening is greater
in centres of larger population where the job turn-
over is qreater, but naturally more people are there
lookina for jcbs. ‘

Causes of Job Openings

. N
Job openings occur reqularly because of deaths, retirement, rgﬁigna-
tions, employces being fired, promotions, transfers, expansions of busi-
nesses and industries, increased specialization, the setting up of new
businesses and industries and new construction. The project -3l Causes of
Job Openings can be used to stimulate discussion. As far as possible the
discussion should focus on the local situation, .

Job Openings by City Population

The instructor can illustrate the approximate numbers of job openings
available in the local city or town with Table 1 and the projectual, Job
Openings by City Populaticv:. The information is derived as follows:

1. Given a total city population, for example, of 100,000
people, approximately 40% of that population have :jobs.
Multiply the population by .4 to get 40,000 jobs.
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2. Of those 40,000 jobs, approximately 4% are vacant .
every month., Multipiy th> number of jobs by .04 to
get 1,600 job openings every month.

3. Of those 1,600 job openings, approximately one-
twentieth of them will be open on any particular
working day. (Counting approxir “ely 20 working
days per month.) Divide the job upenings by 20
to get 80 new job openings per day.

4. In general, jobs are vacant for about 5 days before
they are filled, Multiply the daily rate of new
job openings by 5 to get 400 jobs open on any

.- particular day.

The students do not need to be able to do the calculations. It is
énough if they understand what the figures mean.

Table i

Job Openings by City Pqpulation
. - = .

Jobs Openirg Jobs Opening

Jobs Open

0 City Population Workind Population Per Month Per Da
g‘.d* __ x .04
1,000,000 400,000 16,000 800 ,
#00,000 320,000 . . 12,800 640
500,000 200,000 §,000 -400 .

300,000 120,000 ' 4,800 240
200,000 - 80,000 3,200 160
100,000 40,000 . 1,600 80
80,000 32,000 1,280 64
50,000 - 20,000 - 800 40
30,000 12,000 480 24
20,000 ¢ 8,000 320 16
15,000 6,000 240 - 12
10,000 4,000 160 -8
5,000 .2,000 80 3

3,000 1,200 48 2.4

Openings in Different Occupations

Jobs in some occupations are much more in demand than others. Tables
2 and 3 show the qucentage of all Canadian jobs of the more common qroups of
occupations. The nrojectual Types of Occupations should be used for the
diécussion.




o dmbee . @ ‘

AL AN ot Sy e \ . ’ t
281 '
Table 2
P - ¢
Occupéﬁions and Percentage of Canadian Jobs*
' -
Occupation % of all Canadian Jobs
1. Craftsmen : 29%
2. Professional and |
Technical 10%
3. Farming 10¢
4, Transportation and |
Communications . 74
B
5‘ cl e.’:jc.‘a] e .'.-.'...6:-.25'.‘..-“.«-«" R P L
6. Labour 6%
L. 7o Sales 5%
8. Logging 1%
9. Mining ‘ 1%
A1l Others 25%
M!\_‘—mrn N
i * Based on 1v : Zensus (to nearest whole percent
&

~ The occupations of Craftsmen, Transportation and Communications, and
Clerical are broken down further into more specific jobs as examples in
Table 3. Only those jobs which are 1% or more of all Canadian jobs are
included. _ N

LARERR R A
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Table 3

Some Occupations Over 1% of A1l Canadian Jobs*

Occupation ; Cznagganasgbs
S .
1. Machinists . 5%
2. Drivers: truck, téxi. bus | 5%
3. eonstruct{on workers: bricklayers, masons, |
“painters, glaziers, etc. ) 4%
4. Carpenters ) ' 4%
§. Mechanics | . . | S [ A
6. Equipment Operators ' “ 3%
\7. Foremen inlCrafts Occupations . | | k)4
8. Steno-typists . | 3%
9. Electricians | S ‘ 2%
10. Clothing Production . 1%
11. Food Preparation " 1%
. T —— — — mi

* Based on 1961 Censhs (to nearest whole'percent):

Expected Numbers of Jobs Open on any Working Day

The instructor can use the projectual Jobs Expected to Be Open Per
Day (in a city of 50,000) as an example to TT]ustrate the expected vacan-
cies in different occupations in one community, Then he should explain
how the students can use Table 4. Table 4 gives a quick reference for the
approximate numbers of jobs that can be expected in communities of -different
'sizes. For example, in a city of 50,000 there are approximately 200 jobs
open on any one day (Table 1). I¥ 5% of all Canadian jobs are machinists
(Table 3), then you could expect about 10 jobs to be vacant for machinists
every working day in that tity. It must be stressed that these figures are
only -statistical averages for all of Cdnada, and -they show only a general
trend. Numbers of jobség en in certain occupations in communities with
specialized indusiries 5 be quite different. '

<

1]
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- Table 4

Expected Numbers of Jobs Open on Any Working Day*

City Percent of all Canadian Jobs '
;‘ Paopulation 1% 2% - 3% 4% S% 6% 1% )
. 1,000,000 | 40 80 120 160 200 240. 280
- 800,000 1| 32 64 9 128 160, 192 224
| 505000 20 M40 60 80 100 120 140 '
. 300,000 12 24 3 48 60 72 84
“{ 200,000 8 16 24 32 40 - 48 56
B 100,000 4 12 16 20 24 28
) 80,000 3 00 13 16 197 22
50,000 | . 2 012 1

30,000
20,000
15,000
10,000

5,000

NN S O o

x 3,000

* A1l numbers at .8 and abcve are rounded to the next
whole number. Numbers below .8 are shown as a con-
venient fraction, e.g., 2/3, which should be read as
"2 jobs every 3 days." e

At the end of the instructor's presentaticn on job openings, the
students should fill in the form Expected Numbers of Jobs Open in M
Community. They should first select two or three sample occupafﬁons

. From TaE%es 2 and 3 and list their percents on the form. Next fhey select
the population figure from Table 4 which is nearest to the size of their
community. Then they can read off the expected number of vacancies from
Table 4 to complete the form.

R
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.
q““ Expected Numbers of Jobs Open in My Community
— . ..“ .
: Population | % of AN Expected Vacancies
Occupation o of my ~ | Canadian - :

Community . Jobs y Per Working Day

.



PROJECTUAL SET: d08 opentwcs

§

OBJECTIVE #1: Demonstrate that job openings do exist by listing and dis- -

c . cussing the factors that cause job openings and by examin-
L ‘ . . ing the statistics of expected job openings in communities
- , of different sizes. , . ’
.
2]
+STRATEGY : . Lecture~-discussion using the projectual set and informatian

R about job openings by occupation, city size, etc.

2 ~
®

n’,
o .’

INTRODUQTION:f Even wnen you are neady 2o wonk and have decided on an

Ve ; occupation, you skl need to §ind a job. These charts
P , will give you an ddea of how many jobs. are Likely o be
A , apen at any particulan time in cdities of different sizes.
./ ' ‘ :
| &:\
;; .
;
]
. ’ )
-
o4/ '
M ’




~

286

CAUSES OF JOB OPENINGS
I. DEATH AND RETIREMENT .
2. RESIGNATIONS AND FIRING
3. PROMOTIONS AND TRANSFERS '
~ 4 EXPANSIONS OF FIRMS '
S. INCREASED 'SPECIALIZATY 4

.6. NEW BUSINESSES, INDUS?'iCS
o AND CONSTRUCTION,

o~ A Py ., . . \

JOB OPENINGS BY CITY POPULATION

CITY POPULATION JOBS OPEN IN ANY DAY
1,000,000 . 4,000
. 800,000 3,200

500,000 2,000
. 300,000 1,200
200,000 800
100,000 400

- 80,000 . 200
20,000 80
10,000 ‘ 40
5,000 20
3,000 ' : 12

\?‘ .
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TYPES 'OF OCCUPATIONS
. OCCUPATION * Y _of JOBS
CRAFTSMEN 29 %
PROFESSIONAL, TECHNICAL 10
| _ FARMING , o .
;o mam.comwmms 7
c:.echL 6
LABOURER 6
. SALES S
. LOGGING | ’
MINING ! _
' ALL OTHERS - 25 %
AN

- "

JOBS EXPECTED TO BE' OPEN PER DAY

(City of 50,000)
OCCUPATION . _ JOBS OPEN
| MACHINISTS ' 10
- CONSTRUCTION (ﬂ«p’ Ccrpmhr) 8
" | cArpeNTERS . .8
MECHANICS ' 8
| DRIVERS  (Truck, Bus, Tait ) 10

EQUIPMENT OPERATORS
FOREMEN (all crafts)

CLERICAL )

) ELECTRICIANS g 4
CLOTHING nmundwnme ' 2

L FOOD PREPARATION 2

o\
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. EXERCiSEQZQ - Using Employment Agéncigs_ |

.
¢

Canada Manpower Centres

The Canada Manpower Centres in al) citieé!and the iarger towns provide
information on job openings in the local area as well as in other parts of
Canada, and they arrange a great variety of training courses for adults whg
want them. o ' : : ’ ; S '

The instructor should érrénge fdr,a'tﬂﬁ“counselior'to visit the ¢lass

to describe the employment services and training programs that are available °

to the students as clients and relevant to their needs. He should be asked
specifically to explain job counseiling and placement services, programs of
mobility, training-in-industry or on-the-job, and- job and labour market

information. At the same time he may be able to provide information on such-

things as worker's benefits under the Unemployment Insurance Commission,
provincial training programs, and the seryices.of other émployment agencies.
"Thewaim of the session should not be-a general consideration of
Manpower's training and employment po)icies but.a provision of specific
information that will teach students. to use CMC services for finding suit-
able employment. ‘ '

{

Other Agencies

In addition to CMC's, some !érgér centres have'privéte employment
agencies. If there is one in thé community, the instructor should find out
about its services and pass the information on to the.students.

Where time is é&gilabie, there “Should be an organized visit to the
Tocal CMC or a local employment agency to learn more about the services they
provide. A representative from the CMC or one of the agencies may also be
invited to speak about their services.

Ll ¢
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UNIT. Z: using THE MEDIA

OBJECTIVES

v
4+
1.
*

289

Locate employment opportunities in the classified advertisement section
of the local and national ¢ "'y newspaperg and identify employment oppor-
tunities wnicn appear to { wpropriate for personal qualifications and
interests; .

Read and interpret given newspaper employment advertisements to determine
as much as possible about the job opportunity and prepare a list of basic
facts which would be requir~d to make application;

I&entify pogsible;job opportunities“by interpretation of news reports of
new projects, new government programs, industrial expansions and other
events whichh tend to create. job opportunities;

Identify locations of and read and interpret descriptions of job openings
in employment bulletins such as Public Service of Canada; Provincial
Civil Service; bulletins in post offices; bulletins in CMC offices and
bulletins in schools and colleges; ?

Identify types and sources of periodicals and other non-newspaper media
which usually carry employment advertiseménts, §é ' ‘

LEARNING ACTMITIES

1.

Exercise 1. Study and discuss daily newspapers and selected job bull-
etins from a variety of sources and list the main qualifications and
requirements for advertised jobs. Identify appropriate job opportun-
jties in tte classified section of newspapers and in events reported in
the news section. Practice interpreting advertisements and bulletins to
determine the probable nature of the job and qualifications requived.
The instructor should study the newspapers and bulletins in advance to
be able'to assist in interpreting the news section and the details of
the jgbs advertised. ' .

Local and national newspapers
Employment bulletins from various sources
Projectual: Employment Advertisements

' Student's Book: Using Newsgaﬁgrs
using .t er 11a
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EXERCISE 1. Using Newspapers and Cther Media

- The newspaper is Jhe most common source of information about jobs. In
the general advertising section, the more important jobs are -described in
separate boxes. In the Classified Ads section, jobs are 1isted in the

- Employment and Help Wanted columns, the necessary information for making
app!{:ations is supplfed, and in most cases the qualifications for the job
are Tisted. . ‘ _

. The news section of newspapers and local television and radio news
broadcasts can also provide useful information about possible job openings.
A news report of a new high-rise can be interpreted by those interested in -
the ‘construction trades as a source of potential jobs. News that a new .
industry or manufacturin? plant is going to be located in the community
indicates that there will be job openings both in construction and in the
industry or manufacturing operation later. New shopping centres will
require construction workers as well as clerical and maintenance staff.

The instructor and students should also investigate the availability of -
local and out-of-town newspapers in the public 1ibrary where they can be
examined without cost to find job openings. B

Jobs ip-the federal public service are 1isted in post offices and .
Canada Manpower Centres, and some cities have Public Service Commission
offices where people can refer to lists of Job openings. Schools and
colleges sometimes also produce bulletins of job opportunities.

‘Students will be supp\ied with copies of local an& national newspapers.,

Thfy should examine them with the help of the instructor on the following
points: ' :

1. Find the Alvzrtising Section, ' - . -
Check job openings in display advertisements.
Find the Classified Ads Settion and Help Wanted columns.

. Check job openings in the Halp Wanted columns.

. bdscus&?how to apply for spec{fic jobs, advertised.

2

3

4

5. 1nte;preticommon abbreviations used in cléssifieé ads.

@

7.  Discuss qualifications réquired for specific j&bs advertised.
8

List the main qualifications and requirements to make applic-
- ation for them, . : :

9. Findreferences to any new building or industrial activity reported
‘ in the News Section and explore the possibilities for employment.

)

-

-~

| l}Rij . ®

FoTn roied by GG - . . L4
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OBJECTIVE #2:

STRATEGY

.~ INTRODUCTION:

" 201

PRDJECfUAt: EMPLOYMENT ADVERTISEMENTS -

Read and interpret given newspaper employment advertisements
to determine as much as possible about the job opportunity,
and prepare a list of basic facts which would be required to
make application, -

o

Discuss the advertisements on the projectual and others in .
newspapers and in the Student's Book to determine the uswal
format, type of information given, meaning of abbreviations,
and” any other inferred information

Many employment opportunities.can be found in nawspapen
advertisements., To use them, you have to be able to mead
and interprel them caaneczﬁy

-y
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N A

OBJECTIVES

1. ldentify personal contacts which can be a source of information ingjob

© openings; '
X Describe appropriate approaches to and metnods of using thesg personal o
coptacts to idrntify job opportunities, : ) R
’ 4
LEARNING ACTIVITIES -

1.

™ ™ : ;

Exercise 1. Discuss types of personal costacts such as family,
relatives, friends and former employers, along with appropriate use of
thése with respect to use of names “in reference, confidentiality of
information, how to ask for help in seeking employment and appropriate
follow-up, Direct contacts with employers whn have not advertised are
often successful ways of getting jobs and should pe discussed here -
under personal contacts., , . : : (::\\\‘,

Projectual Set: Job'Opportunities ‘ .

Telephone Directory (yellow pages) : .

-+ - Student's Book: Using Personal Contacts

h)
%‘
L

L%
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| EXERCISE 1. | ~ Using Personal Contacts
‘ ‘ . e -. X,"’._ ) . .

A good way to find out ibout job openings is to question employed L
relatives and friends about vac. :cies which may exist or will -occur in the - .
near. future. The persor on th2 spot when d vacancy occurs, or evea béfore,
is the most likely to.get tt- 1c0b if he-has the.right qualifications and -
personal characteristics. o ot .

o~

. Students should examine businesses and industries which need people of .
his occupation and personal qualifications. When he learns the size-of the
firm, he can estimate how often he can expect an opening to eccur there.

The instructor can explain the possibility of such vacancies with the'chart
and projectual, Job Openings by Size of Firm. - ‘ '

*

*

. _ *
LY

o Job Openings by Size of Firm - - )
' ' e : . Possibility of,Vacanc§' )
l Size of Firm ' On Any Working Day
‘ o T e
Very iarge - - - "1 vacancy |
Over 100 employees per 100 employees *
| Large - 1 vacancy
75 - 100 employees - in every 2 firms
Medium 1 vacancy e
20 ~,75 employees in 2 out of 5 firms
T - _ '
: . Small o ‘ 1 vacancy
Less than 20 employees + in 1 out of 5 firms /

s e

The yellow paées.of the local telephone directory will provide the
names, addresses and kinds of work done by different ipdustries and busi-
nesses in the area. - : . .

Iq making personal contacts with prospective empigiers._an applicant
for a job should consider the following points: )

a. He.will need to $ee more employers in the smaller firvis than in
* the larger firms to locate a job opening in his occupation and |
fitting his qualifications. !

b. « If the number of job openings in a chosen occupation is too .
Timitad within his own community, he may need to enlarge his job
search to inciude other communities. However, making personal
contacts with employers over a wide area may be expensive and
time-consuming. . .

¢. Applying in person for a job is more effective ihan phoning or
writing, but the applicant should first make an appointment with
the employer or his personnel officer.

294 -
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Summary
‘ ———

At the end of the topic on Identifying Job Opportunities, the
instructor should make the fol]owing p01nts in summary :

1. There is a continuous turnover of Jobs in all communities,

2. A person looking for a job needs to fdentify where jobs
. are located wthh meet his quallflcations.

3.  He can find xnfonnatxon about job openings through.
Canada Manpower Centres, the newspapers and personal
e cantacts.

4. ' Locating firms hiring his skills-on the local levei
can bé accomplished by personal comtact quickly, '
effectively and inexpen§ive1y.

5. Expanding the search to & larger area can be done o
: inexpensively. thrdugh CMC's and the: use of out-of-town -
. newspapers. o

. S, Successful job search should be considered a ful] time
job and should.be given a full working day until suitable
employment is found. &

.
4 B4

At the ¢Onclusion of the summary, the second projectual of the set can

be used: "There is probably.a job opening in your occupation RIGHT NQW'“

- L}
.
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PROJECTUAL SET : J0B OPPORTUNITIES

“~

h .
OBJECTIVES #1 -and 2: Identify personal ‘contacts which can be a sburge of
: infermation in job opegings; ™ -

te *x. Describe appropriate.approaches to and methods of
© using these personal conta identify job
_opportunities. . e _

¢
»
.

~n

© STRATEGY: . " Discuss the possibility’ of job vacancies in fims of
' different sizes in general, and then apply the
principle to local firms according to their size.

- *

..‘

{
“_

. INTRODUCT ION: On any gdven wonking day, there is a possibility
that a gubineéécﬁinm Wikl have @ job vacaney,
x@qmbeﬂé 0§ vacancies wilk depend on the sdize of the
i, . - - .
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- b
JOB OPENINGS BY SIZE OF FiRM Y -
NUMBER OF EMPLOYEBS PQSS@B%U‘!’YW JOB VACANCY
VERY LARGE : -
OVER. 100. EMPLOYEES | VACANCY PER 100 EMPLOYEES|
LARGE . ‘ . '
100-78 EMPLOYEES i OUT OF 2 EMPLOYEES
: Tra _
ﬁ_m?m eumvéss 2 OUT OF § EMPLOYEES
. .
LESS THAN 20 empLovees| | OUT OF 8 EMPLOYVEES

)
~THERE IS PROBABLY
A JOB OPENING 7‘
IN YOUR OCCUPATION ‘
RIGHT NOW !
. _ ’. .. . | )
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Full Tt Provided by ERIC.
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* MAKING JOB APPLICATIONS"

OBJECTIVES”
‘o . ! ’ {

Students will learn the written procedures for making job applications.:
Sp_eciﬂcaﬂy, students will learn to: .

‘1. Fill in job application fongg. .

-2. Prepare a resumé of training, work experience and
persof_nal data. -

3. Write a letter of application for a particular job.

OVERVEW - . .

Students will learn the written skills necessary for filling in job
application forms, preparing a msmé‘, and writing a letter of application.
Itemized models provide information at each step, | e

Unit 1 -Com 4 ion_Forms gives instruction and practice

1n'fil]_ing in job application forms.

Unit 2 -Preparing Letters and Resumed gives instruction and -
practice in preparing resumés and writing letters of application.

EVALUATION « - - -

Preparaiion of application forms, a resumné and a letter of application

‘in proper form and content,

*

oY ot

. \l\ / “
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7 . *J’
UNIT | : COMPLETING APPLYCATION FORMS -
O§JECTIVES ' ._ o -
;:. | 1. Complete sample application forms for employment by interpre;ing

- abbreviations and filling in the necessary information legibly
and correctly. '

2. ' Complete the Manpower and Immigration Master Registratinﬁ fom. -

€ ’ &

o

-

' LEARNING ACTIVITIES A
1. Exercise 1. Complete Apg]icatioﬁ for Emplovment No. 1
Projectual Set: lication, for %gglu!gggt Form-
Student's Book: -Application for loyment No.

7 2. Exercise 2. bomplete Application foriggployment No. 2 .

Student's Book: Application for Emplbyment No. 2
. - g‘"'

8 3, Exercise 3. Complete the Manpower and Immigration Master
- Registration form.

fStudent's Book:' Client Instruction for Completion

of Master Registration -
Waster Eggi;%rat?on Form
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o A © " APPLICATION FOR EMPLOYMENT NO. 1
1 v : ‘  TELEPHONE
| ADDRESS C ey AGE
. | MARITAL STATUS . S0C. INS. NO.
. CONDITION OF HEALTH . VEIGHR ___ HEIGHT ___ . SEX
.+ | nvMBER OF DEPENDANTS ' WIFE (HUSBAND) WORK?
P : : f R =
T | EDUCATION | , : ,
| HIGH SCHOOL GRADE COMPLETED YEAR SCHODL
. . i 3
| LIST OTHER EDUCATION: ° 7 N
° Course Year Completed ‘ Schoo
: | EXPERTENCE: LIST ALL JOBS UNDER THE GIVEN HEADINGS. START WITH MOST
o . RECENT OR PRESENT POSITION., _ _
' Employer Position From | To . Supervisor
o ! Y )
N " -
\
" . ke me—
LIST 3 REFERENCES HERE: P
4
Name fddress Telephone

SIGNATURE _




- c

EXERCISE 1.

' STRATEGIES::

- INTRODUCT ION:

»

PROJECTUAL SFT: APPLICATION FOR EMPLOYMENT FORM

OBJECTLVE #1:

A -
.
.

&

Complete sample appaication forms for employment by inter-

preting abbreviations and filling in the necessany inform-
ation legibly: and cornect!y

Work through and-discuss the application form on the

" projectuals. Note variations which might occur and fill in

the best answers to all parts.

Many job openings these dayé aequmae you to fiek out an’
ppt&catxon_ﬁaam 1§ you can't §48L 4t out connectly, you
Likely won't get the fob., Here L& part of an application
gorm, This gorm L8 in yourStudent's Book, Find it and
we'lL work through it togethen.

-
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— A ——
a APPLICATION FOR EMPLOYMENT NO. 1 TN
I N ) R A
NAME _ o “TELEPHONE
- f
ADDRESS . - AGE — ]
MARITAL STATUS - SOC. INS. NO.
CONDITION OF HEALTH . WEIGHT HETGNT SEX'
-~ T -
& .
, h»z~zumn=.a OF DEPENDANTS WIFE (HUSBAND) WORK?
EDUCATION ‘
HIGH SCHOOL GRADE .COMPLETED, YEAR _ SCHOOL
LIST OTHER EDUCATION:
e e
Coursel { Year Completed School

LNy SRS =,
v x — ——
: S . E
! -
-————— - - .
. &
. s
B
.

. " T "
I . ” ) : Qo . ‘ .
; —
EXPERIENCE: LIST ALL JOBS IINDER THE GIVEN HEADINGS. START WITH MOST
RECENT OR PRESENT POSITION. . ]
Employer Position | From| To Supervisor
‘ v
‘ LIST 3 REFERENCES HERE: ‘
Name Address Telephone
g, g e —ea W T T AR e S W ST e A g ke b - m———— }‘_—.*M-Q‘m——_-—
' - —— — _— S U
. -
DATE : SIGNATURE .
\ A AR J
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EXERCISE 2. Itemized Instructions - Application for Employment No. 2

In this exercise the students should study the mode) application
fornm and the numbered details before they complete the form. They should
read the following explanatory notes in their own books.

-

.

Application for Employment No. 2

The first impression many employers will get from you is your .
application form. If you fill it out correctly and neatly, it will tell
him positive things-about‘your aptitudes and reliability and acquaint
Him with your skills and experiences. Each employer has a form which
asks the questions he feels are necessary for his decisfon. The form
we are going. to use as an examplé may be more complicated than most,
but it will give you a good idea of the type of questions you will have
to answer, - :

HERE 1S A GOOD CHECK LIST TO FOLLOW. When you are finished filling
in the form, come back to the list as a guide to checking your form.

1. The form must be.accuraté.

The information must be complete.
The information must be honest.
The form must be neat.

The written instructions must be followed.

h N s W ™

A!l{respanses must be typewritten or written
in ink. o : ,

The following is a step-by-step set of instructions to fill out
the form. Read the information for each number on the instruction
page, then complete that part of the application form. Read carefully,

f



__FOR OFFiCE USt ONLY -}

APPLICATION
FOR
. "EMPLOYMENT ‘

(PLEASE FNGNT PLAINLY)

.  PERSONAL

L] T
Sotial (nsurance Nmoi
F.a) ' ity tactipt

Sy Previnee .
. h

L3

How long have you Lived at above addrasy?

A ..

Cen e o D e o

: : R : Sy B
. s t 7 !
live there? - i — Weight fe. n [T N | "

[

Now tong die

4

Maritat Statued 3 Engaged €1 Married ) Sepagated (1 nwor:ed Q Wsdnwedﬂ Date of Mnmagg
. “ .
Date of dirth - . : = : Sex' M F
s : e . Py Vew . :
Number of cnngm Their ages - - Number of dependents S
Does your wife/husband work? it yes, what kind? Mg or her earnings § per week

.

Pay rent? Monthiy rent (f you rent) Own acort— .

Do you own your own home? __

- Do you have any physical defects that coutd fimst
your effactivencss in position apphied fory — - {{ yao, describe

Mave you had a major iliness 1n the past § yeara?____If yes, descridbe

Nave you received compensation for injures? tf yes, describe - ‘ —_ "

Position(8) applied for 3 - Rate of pay expected § per week

Would you work Full-Time —..Part.-Time—__ Specify days and hours «f part time

]
Were you praviously employes by us? . If yea, when? ——

Please’ state all the }obs you have held since you started working. Kindly include all part-time or summer embhy
ment whiist atiending school. L4

* T

NAME OF COMPANY
ON EMMLOVER ARDRESS
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B |

<::> Each firm has its own way of filling out the forms. Some firms require
both printing and writing. They may use this to see if you follow instruc-
tions. Read the instructions at the top of the formecarefully. The date is
the day you fi1l1 out the form, )

-

<::> On forms where s$pace is not supplied for déy. month and yéar. write
out the name of the month in,all places a date is requested.

(::) They@ay-ask you to 1ist your name in one of several ways. Your last,
or family, or surname is usually put down first, but it may be the other way
around. . They will also want your first and middle name or your first name

\ and initial of your second name. ‘Or they may just want your initials. Be
N careful. Put down exactly what they ask for. If you have no second name
- put a small dash in that space. i : N

<::> In most cases, you will be asked for your Social Insurance Number, List
it the same way it is on your card: three groups of three numbers.

<::> In the address section, give your normal, complete, mailing address.
~ They may want to offer you a job and they'll want to find you with the least

amount of effort,
93 4

®

Ybur.phone number includes your area code; this, application may have to
go to a head office. ° ' L .

Previous address{ give the full ‘address and how long you were there.

@ O

Your height and weight are usually requested, but some firms even wanf"
the colour of your eyes and the colour of your hair,

H , " .

©

Marital status. .Some firms want very accurate information. Some firms-
n't. If there is a future marriage or divorce ahead of you, put down your

- do
5 status as of the day you fill in the form and a note of potential change.

X
<:E§>k Your date of birth. VYour sex. This may not seem necessary when, to

you, your first name is obviously male or female. Fil1 it in; the person
who reviews this application doesn¢ like playing guessing games.

1

Other dependants. This is the total number of dependants, including
children, spouse, parents or others. '

» ¢



- APPLICATION
; B FOR
‘ EMPLOYMENT

(PLEASE 95mr PLAINLY)

FOR OFFIG! USE ONLY

L ] . A .
. . . " ‘ PERSONA.L Date: . .
\ . ~ f\ N | \ . . -
: . Name W — Social Insurance Nq.
T e ¢ st L Mtie

Present Address i — S S e 5

. . s, ) St : Sty - " Province i , P
Thiephone No. A . How l;ng have you lived at above ‘address?

< . ° .
Previous ress in Canada e PSS .
Ne. ) Street ~° Cety Frevinee
s e v . .
How fong did you live there?. . SO, UL m.gm NI | ST Weight e
- LI~ . - N
Mmt Status Smgm D E.noio« a Marmdh Squnmd 0 ©iwocees I3 w.gowem Date of Marriage
’ - . - ’ - ’ <.
et of birth . Sex M F
M. Pay Yew ) _
Number of chidren - . Their ages . . Number of dependents . - =
I : A

Does your wife/husband work? { yes, what kind? - sy His OF her carnings § per week

Own 3 €art e

o you own'yo;r own home!?

ay rent? Monthiy rent (if ym'a rent)

nosou have any phygical defects that could Limit : - RS

your effectiveness in posion applied for? if yes, describe : —

Have you had a major itiness in the past 5 years? . if yes, describe l i -

Have you received compensation for injuries? _;._.__._1! yes, dexcnibe . : : S
. o « o

Position {8} apphied Quﬁ . —. Rate of pay cnpeceen_—— per week
Would you work Fuli-Time —— Part- Tim Specdy days and hours if part time : i )

if yes. whnen?

Wers you previousty employed by uva?

AY

WORK EXPERIENCE ' -

N ——— ———
Please state.all the ;obs you have held since ‘you suncd working. Kindly include ail pan-tme or summer employ-
mefit whilst attending school. .

. NAME OF COMPA ) RARASON FON
on mncn-'g ADDRESS / priil vy | LEAVING




L I ‘

§ . ) A

<::) They sometinfes want to know if your spouse works, what his/her position
is, and in some cases, how much he/she makes and how long he/she has been
there. The question about his/her salary may seem quite personal, but these
applications are treated in confidence and these figures don't become public

knowledge. ' ; o .

1 N\

- A few application forms ask questions about your home or your car.
Again, this may seem to bg none of their business, but the person who reviews
these applications in order to select the ones he wants to interview has very
likely never met you or the other applicants. This application form is the
.. only guide he has and he will want to form an opinion about you before he
- sets up the interview. S '

5

~

~

Y .

(::> Physical defects or‘ﬁimitatiens. Most firms want to know about any
physical limitations you may have and, if you are in a more remote area, away
from complete medical services, they want to know quite a bit of detail.
Generally, they want to know about such things.as hearing loss, poor eveSight,
speech impediments,.etc. , -

What position do you want? Be specific!- An answer like "anything” or
"whatever you have open" doesn't really impress employers. '

A . +

-<::) State the salary you expect. If you feel you should start at the minimum
wage level until you get into the swing of things, put it do«.. A lot of em-
ployers are getting wary of people who feel they should start at the top. On
the other hand, if you fgel you have to have more than the minimum wage in

_ grdgr for you to go to work, state what the minimum salary for you would have .
o be. A

(::>, Do you want to work full or part-time? If you are prepared to work only
ga:t-time, say so. Sometimes a part-time job can develop into a full-time
ob. ' ,

i

Your past jobs. Be as accurate as you can. Over the years, ‘we sometimes:
forget salary levels, the address of firms, the starting and finishing dates,
but put down as much as you can. The usual practice is to 1ist the last job
you had first and go back from there. Be honest im stating your reason for
leaving .those jobs. e s ’ |

~ ERIC

Full Tt Provided by ERIC.
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. Aruitoxt provided by Eic:

R ;.,‘_.‘_ B AL
. . : . . f
_ 312 ~ ' /‘“?
RECORD OF EDUCATION
- . < " ™
achoot @ COURSE OF STUDY ears Atten ““’;:;‘“ :md :::.? Biptoma
- {inclwding Major Bubjects) Trom | To Completed. radu ‘ or Dugres
. . - v
v (-]
Riementary ‘ ‘ : slelrla] O
[ R u NQ
* - .
. Yoo
High - _ o 1{2]3el Q
. 3 No
‘ .
b n v“
University . et e e e 1{ajs:4 £ Ne '
&
) ) . . -
{Specity) ] - T T : ! €1 No
) ; .;‘ F] '
st :;! frignds or relatives working for us _. T .. .- e e - e e eenim o e eem e s e
O e i
Were you ever convicted® . _ _ If yes, descride in full . . e e e et e et
-
e = e e e e e .. 5 . e e e e
F -
l VA ‘

{Not Former Emplayers or Relatives)

PERSONAL REFERENCES °

Have you aver been dondad! uﬁyu. on what jobs?
. ~
May we contact the smployers listed? —

if not, indicate by No. which one(s) you do aot with us to contact .

. . ]
N 1 understand that if employed, taise statements

Tha facts sst forth above in my appiication for amployment are true snd complets.

an this spplicatien shall be considersd sufficient cause for dismisaal.

»n»
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(::> ‘Your eduhat%on.; Again, dates may be hard to remember, but Some firms

want to know more than just the year. Under the other, or special or night_‘ ‘

. school heading, list the courses that you have taken such as.business
courses, first aid, technical courses. Don't 1ist hobby courses. For other
1a?guages, state whether you are fluent in the use or have a basic knowledge
oniy. ) .

*

@ . «
(2@) There are other quéstions that are required for certain jndustries such
as "do you have any relations working for the company" or "have you ever been
convicted". Answer truthfully, ) ‘

<::> Finally, what references do you have? References are the people who

the employer can call to find out about you. Most firms request that you
“don't use relatives as a reference and many request .that you don't use former
employers. Before 'you use anyone's name, be sure you check with him first.
It may just happen that your reference and the firm youswant to be employed
at are not on the best of te?ﬁg. Using that reference may do you mare harm

. than good. If you do get the job, be sure to thank the persons you used as
- references.

-
L]

When you have completed the form, read it completely over ence:more.
Perhaps you missed a question or did not read the question correctly. Go
over the information for each number to see that all the points have been
covered. ‘ ; - .

.

4
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- EXERCISE 3. Manpower and Immigration Master Registration Form

~

. The Master Registration Form used in CMC offices may be difficult
for students to fill in. The instructor should study the form first
and then spend some time discussing it with the class and explaining
whit is. required. It is not necessary for students to fill in the area
on the right hand side of the first page, nor the oval blocks where

the CMC fills in coded information. When the students have filled in
the form, the instructor should check that each one is correct.

L)

The Master Registration Form reproduced on the next two pages is .
expected to be changed early in the. sumer of 1974, Instructors should
be able to get copies of the new form, along with instructions on how -
to complete it, from their local CMC office. '

Q '

. e N . -

~ .
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. MASTER REGISTRATION FORM
- B . L]
A ’ N N
ru ROUAL INIURARCE HC | 01 SuRNAMY | * 3 TS YT 1.8 FA S O wPht yai W . *
: . . ' s
L b1 . { { 11 [V NS A O B | o4 ._.x_<,..'...‘4__.¢_l.' O T S GO D
YO8 Gratn name UMD or DATE Q4 prRim T
GOOOOOOO*”M‘ - LTl
. . q“ ’Dm ab . l . .
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0. 0 07 o0 0 0 o] «[]
: 10 ¥ TOU WRA WOVE TO GJT A J08 WHERE WiLL YOU MOVE TO . R
= + . ’
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" UNIT 2: PREPARING LETTERS AND RESUMES

OBJECTIVES

1. Prepare a resumé of training, work experience and personal data
following a model resume .

2, Write a letter of application for a given job ing fol!awing'
, the format and content of a giyen model letter. .

- .

s

LEARNING ACTIVITIES

1. Exercise 1. Work through the itemized mndel resumé with students
and discuss it unti] clear.

Student's Book: Itemized Mgl Resmé

&

2. Exercise 2, Have students prepare a resumé of their own pers&hal
data, eéucation, training and experience following the model.

Student's Book: Preparing a Resumé

3. Exercise 3: Work through the ftemized instructions for writing
a letter of application with students.

‘Student's Book: Itemized Model Letter of Application

4. Exercise 4. Have students writera lgtter of application for a
given job opening. Newspaper advertisements are.provided in the
student's bgdk. .

Student's Book: iting a Letter of Application
., orm © cation Letter

)
5. Exercise 5. Optional. Students prepare a 1etter?and resumé
package using the prepared resumé and a covering letter written
in response to a given newspaper advertisement

Stodent's Book: ﬁrittenlggglication Techniques
' {

.

™
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EXERCISE 1. Itemized Model Resumé

., The studen s should read the foliowing notes in their own books
before they discuss the model resumd with the instructor:

Svepdn

b : A resumé is a summary of your persenal information such as age,

- sex, marital status, health, your esucaxion and training, your work
o experience and usuaiiy the names of your references. A resumé must
8 be directed to a prospective employer.

The summary of your work experience and your achievements.may become
.one of the most important things you prepare in your job seerch You
should use an accepted model and write it carefully.

& . A good resumé will help in the following ways:
. ~
1. wIt will create a favourable impression with an

: . e’ap‘uyere * / )
L ‘2.' It may excite the interest of an employer.

3. It will outline your personal cnerecteristics and.
- point out your qualifications

4, 1t wiii.focus attention on your special abilities.

§. . It will give you the best opportunity to be hired
for a job that suits your qualifications.

HERE 1S A CHECk LIST TO FOLLOW when preparing your resumé Look
back at tgg list eF%er you have done yours to see that all the points N
are cover :

It should include:

f

1. .Personal information ~ name, age,'sex, full address, marital
status, family and dependants’, state of your heaith.

2. Education and .training information - education level completed,
‘ special training, certificates, diplomas, degrees, etc., with
dates received.

3. Experience - your work experiences with brief descriptions of.
"= your duties and responsibilities for each job you have held.

"4, Reference - 1ist of names of persons who can tell the employer
: about your characteristics, education and work experience.

This resumé can be a model for resumés you may want to prepere to
help you find empioyment in the future.
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’
. RESUME OF

STEPHANIE JOAN LAMBERT

2206 - 6th Avenue East
Mgple Leaf, Saskatchewan
' SOV 267 -

-

Telephone: (306) 8‘58-4:5‘i§

A‘l
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. ,
THE PARTS OF A RESUME

A ~ The Cover Pag_g_

The resume often contains a title or cover page which gives the
fonowing information:

@ Your full name. ‘ E BN

- 3
R’

: @ Your full maﬂing address including postal code.

. @ Your telepht;ne nunber, including area code.

. . ¢ '
This page gives the. prospective employer all the information needed

to contact you if he wishes an interview. It also places this information
1mediate1y in front of him.
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.B.
. \ : S
- Stephanie Joan Lambert ' (::)
2206 - 6th Avenue E&st
Maple Leaf, Saskatchewan S9V 2£7 . (::) 4 "
" Telephone: (306) 858-4579 . @

. -~

EMPLOYMENT OBJECTIVE

-

¢ Salesclerk in the retail sales of floral specialties, gifts or
¢t fabrics. . ' : - S
f :

-

§  WORK EXPERIENCE

f Meeting and Dealing During my employment as a salesclerk, I was
i with People: recognized by the Department Mamager for my-
i , : ability to handle difficult customérs. As ’
4 - a switchboard qperatory I gained -a reputation
{ : for my tact. As a housewife for the past 12
7o L . years, I have had to use tact and-discretion
S « in a variety of.difficdlt situattons.”
e n Through my involvement in community work over

the past § years (meals-on.heels program -

_ \ delivering food to shut-ins} I have had to
meet and work with many people and ! was
particularly praised for my patience with the
sick. As convenor for my hobby club,. Iwas ° <
responsible for maintaining- a roster af the
members; then 1 had to contact them whén it
was their turn to donate lunch.

L - Ability At home I have learned to operate and maintdin

o : a variety of equipment - washer, dryer, stove
and many small appliances. I learndd to make
temporary repairs to small -appliance wiring.

) An eager learner, I have become an excellent
cook and have been praised for the originaFity
of my menus and quality of meals.

‘ ‘ 7 In order to attend night classes in ceramics

] and sewing and to participate in community
work, I learned to drive in just 4 lessons (I
hold a valid driver's licence): 1 took up
ceramics and qdickly learned molding techniques,
the application of color and glaze and the
operation of the kiln. In sewing, I was com-
plimented for my progress and application of
techniques. . :
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-~

- Body of the Resumé’

In the upper Ieft-hand corner, the information which‘'was on the title
is re ated .

vouf full name. | e

. o \

Your complete address. .

Your telephone number.

®

A short statement of your goals or what you wish to do on the job.

WORK_EXPERIENCE *
This can be arrangeé:

~»

a. by subject as shown in the example; oﬁ

"b. by actual jobs held in your work experience. If this

method is used you shoulid:

i. always list you last job first, working back
toward your firs&\Job.

i1 place the dates where they can be ‘seen’ easity.

Example ' ) :

Truck driver-mechanic - Arctic 0il Company. April,
1970 ~ Present. Driving water truck to oil
drilling rig. Routine maintenance and lubri-

“cation to truck. Supervisor - H.A, Cartier.

Taxi driver ~ White Cab Co. July, 1969 - March, ' v
1970. Driving taxi in city on various shifts.
. Handling cash and keeping books of car main-
tenance records. Left ta accept job with the
ofl company. Supervisor -~ J:H, White,
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Body of Resume (cont'd.)

*

RELATED EXPERIENCE

List all qducatior{/ aﬁd training courses'.taken. Include:
a. type of training or education.

b. = place of training ({f college or technical school, ’
o list city name). . .

c. whether yfm» cmpletéd course of study or not. .
. : )

d.  ~date of comp,lé.aion (year only). | e
PERSGNAL DATA -
& f *

7 State pertinent information briefly about yourself;

@ RE.FERENCES- o | ’

[

Name people who know you and your work and can tell prospective
employers about you. Include: :

a. name.

b.  aldress.:

c. bccupa_ti.on.' ) .
+d.  telephqne nunf:er}’if you know it).

Obtain permissien t6 use a person as a reference.

“.

" Experiences tza you have had outside of paid jobs that prepare

you for empl t\. These could be hobbies, schéol activities, , *
. etc- - ' ’ ‘ -
. ‘ . - l . )
EDUCATION . v ‘.
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 Hand1ing Money An ‘important aspect -of being a good homemaker s
: . making the most of the family income. To do this,
I plan all purchases of food, clothing and houses .
" hold items, compare price and quality, then make
" purchases using cash, cheques or credit card. In
) ( - the home, I share the responsibility with my husband
' o for paying bills and budgeting the income,

N < As_convenor for the hobby club, 1 am required to
’ collect and count cash at each meeting, tnake bank
deposits and report the balance to club members. -

.. 1 had to handle cash, cheqyes and credit purchases‘
< -and was responsible for my cash roat when 1 :
, : worked as & salesc!erk. e

RELATED EXPERIENCE | | L ,' - @ _*

In school, I learned to type gnd use the adding machine. I have deve!oped
a good knowledge in matching colors and materials. I have developed my
- ability to prepare and arrange-pleasing displays+

EDUCATION s @

Completed Grade 11 1958
Completed evening course in ceramics, Community College, 1970
cgmmleted evening course in seuing. Community College, 1972

PERSONAL DATA . )

Age - 32 _ : )

Height -~ 5'4" : A . ‘

Weight - 115 1bs, , . : :

Health - excellent

Marital Status - married, 2 children, .ages 7 and 11 - . -
*Interest - ceramics. sewing and community worK .

REFERENCES B -

‘Mr. .John SMYTHE Mrs. T. cn}aéns Mrs. Janet BLAIRE - [
Manager Operations Supervisor 1515 Maple Drive . '
Tru-Value Mart C.N. Coomunications Maple Leaf Saskatchewan
Rosthern, Saskatchewan Camloops, Saskatchewan
Tel. (306) 205-7649 " Tel. (306) 295-3321° Tel. (306) 765-8693
, .

("
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EXERCISE 2. Preparing a Resumé

Have the students prepare a resumé of their own personalldétg,
* education, training and experience following the model which they’
have just studied. The student's books have blank pages for this
purpose. . i

- -
- . .
= . R
= . “

EXERCISE 3. Itemized Model Letter of Application

The students should-read the following notes in their own books
before they discuss the model letter of application with the instructor:

- The letter of applfcation may be the first sample of your work
~ which a prosgective employer sees. From it he will form an opinfon
about you, your attitudes and abilities. Remember, he may read it
before he has even met you, or before he neads a resymé of your quali-
| « fications and before he sets a date for a job interview. The letter
Y should leave the employer wanting to know more about you and looking
' forward to reading yoyr resumé and an interview with you. .

HERE IS A GOOD CHECK LIST TO FOLLOW when writing job application °
letters. Look at the 1ist again after you write your letters. )

1.  Be brief and to the point.

.t

Clearly fdentifx_the job you are applying for.

2

3 State your training and experience.
4. Ask for a job intervi: .
5
6

Provide the necessary i.formation to contact you.

Write it on one page. ‘ o

Lk

©

ERIC
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410 Tenth Street East
‘ . Rantsport, Nova Scotia
BON 4K2
' ) Co . ° November 9, 1973

i

Mr. John Reede
Personnel Manager

Reede's Electric . @
624 Maine Street .
HANTSPORT, Nova Scotia

(::) ' : '.

Dear Sir:

Please consider my application for the job of electrical repairman,

advertised in Friday's Beacon. I belleve that my training and
experience have prepared me to handle the job to your satisfaction.

I am 30 years old, married and have two children., I completed
my grade ten at the Fairview High School in May of 1964. Since then, I
have taken a 32-week Electrisal Constructien course at the Tech. For
the past four years, I have’been employed by Mr. J4 Doe as a helper in
his Repair-It-Right Electric Shop. I have alsc worked as a transit
operator and a maintenance man, .

‘Enclosed you will find a complete job and personal resumé which
includes references. :

I would appreéia:e an opportunity to discuss the job with you at
your convenience. I can be contacted by telephone at (Area Code 902)

864~3291.
/ Sinéé1=1y jours, '
Returt Swth ®
Robert Smith
enc, )

©® © ©
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-

@“RETURN ADDRESS AND DATE. Give your full mailing address and the
date you are writing the l1ett . The month is written in full and not
abbreviated.

'<::) INSIDE ADQRESS - This is placed at the left margin but lower than

the date.” It includes: '

a. the name of the person fo whom you. are writing
: (sometimes the name is not given), .

b. * the title or position of the person

c. name of the organization or-husiness. . -

d. the full address. - /

Notice the punctuation in all parts.

!

(::) GREETING - The greeting should be the standard business address
such as "Dear Sir:" or “Dear Madam:". Ip thd case of applying where
"“Apply to the Manager" is advertised, r Sir:" is the most appropriate.
If no name or position s given and y6u have the name of the organization
‘only, then direct your letter to "The Manager® in the inside address and

use “Dear Sir:" in the greeting. - , . ‘

¥~

~r—

:::: THE POSITION APPLIED FOR - Give the name, number (if known) or
description of the job as 1% appeared in the advertisement. Also state
where .you learned of the job opening. . '

. 4
(::> QQALIFICATI%ES - Give the important details of your qualifications
particulariy as y rei.te to the position you want. If you can, show
that you have the qualifications asked for in the advertisement. This .,
is the most important part 6f the Tetter. You want the employer to be
interested in your qualifications so that he will want to know more -about
you, :

(::) ENCiOSUhES - State in a sentence or two what you are énclcsinq
with the Tetter. /

:: REQUEST FOR AN INTERVIEW - Show that you wish to have a job interview
and show that you can available, State any times you are not available

due to work, or other reasons. ‘

CLOSE ~ Include a comp! im*é’htary close such as "Sincerely yours" or
“Yours truly", sign with your signature and type or print your name.
The "enc.” at the left means “enclosures” which indicate that you are
sending something with the letter. In this case a resumé is enclosed.

> 8
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EXERCISE 4. Have the students write a letter of appl?cation for a given
job opening. . paper advertisements and a space for writing the letter

;. are provided in the student's book. They should follow the form of the
application letter below

FORM OF APPLICATION LETTER

v (Your S$reet Address)
City, Province)
Postal Code)

Date)

(Name of Employer)
Street Address or Box Number) (::)
City, -Province)

(Postal Code)

Dear Sir: (or Dear Mr, «---) (::)

(Position Applied For) _g::i_

(9qgr<ggalifications) '§::?,
(Training and Experience)

[[LE_q_c_i osures, If Any) _@

aE (Request For An_Interview). g::j_ .
a ' Sincerely yours,

{Your Signature)

enc, (Your Name Printed)
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EXERCISE 5, written

33‘/& 3%

lication Techniques

This-{s. an optional exercise which some students may want to do
for extry practice if there.is timeé. -The students should read through

the following notes in their own

covering letter:

~

books before they write the resum§ and

)

Sometimes the best way to make appYitation for a job is by using

a resumé and sending a letter
resumé, of course, is to outli
the employer. The purpose of

4
]
attention and point out your qualificatio
example of the content for such a letggr.

with the:resumé.
your qualifications and experience to )

etter is to bring the resumé
ns for the job. Here is an

The purpose of the
to his

Please comsiden my qualifications and experiences as
outlined in the attached nesumé in application for the

' posdition of

which you have adveatised in the

You will notice that T have experience in the type

of work mentioned in your advertisement.

I enjoy this

type of work and would Like to continue in it.

1 can come fon an Litervdiew at

Jday aften 3:00 p.m.

Yyour convendience any

\Write a resumé and a covering letter in application for one of the

follqging Jobs. Do your work on separate pieces of paper, but keep them

as mo

els when they are completed.

If you prefer, choose a job adver-

tisement<from the local newspaper instead of one of these.

SHOE DEPT.

An experienced person’is -
required for permanent em-
ployment seliing a full line
of men's and women's shoes,
Good wages. 40 hour week.
Write with full details to:.

Manager °
Wiliiams Limited
2461 Main Street

L

2

PRINTING SHOP

A person is wanted to train
as a general worker in a grow-
ing commercial printing shop.
Some experience helpful but not
not necessary. Good opportunity
for advancement. ’ Good working-

~ oonditions. Apply in writing

to:

City Litho Ltd. .
1785 Rorthwest Blvd.
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EXPLORING JOB EXPECTATIONS |

OBJECTIVES

-

»

Employers and employees have expectations of each other in all cases.

- Satisfactory employment for both part{es~is contingent upon the measure.of
‘the way these expectations are met.

n this topic, the student has an )
opportunity to identify normmal employer expectations, evaluate himself

(/against them and explore ways of changing his behaviour to be better pre-
Y

ared for employment. Specifically, students will:

1. ldentify employer and employee expectations which are
ngrmal}y associated with a satisfactory employment
situation. e

”*

2. Evaluate behaviour in reiation to'employer.expectations.

LY

Plan changes in hshaviour,as-required in relation to

employer expectations. ; , |

4. Practice-behaviours which are expected Qflémp]oyeés
in mosti jobs. ' . ‘

OVERVIEW . A

- In this topic, instructors and students discuss various employment
situations with specific reference to, the expectations of both employers and .
employees. After identification of accepted behaviours, students evaluate -
their own behaviour against them and plan ways to change. The instructor
should make reference to the practices of students with regard to punctual-

iy, appearance, dependability, initiative and other characteristics as

displayed while attending the course. The experiences”are organized into
two units of study: '

' A
Unit 1- - Identifying Job Expectations is essentially an
Tnformation gathering experience to find, .list and
describe the behaviours expeg;edruf employees,

Unit 2 -~ Practising Employee Roles includes a self
evaluation and experiences to assist the student
to plan changes in his behaviour patterns to

< meet expectations, :
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EVALUATION . |

A check Hst of personal traits is completed by the student, appro-
Jpriate sections in the Student's Book are completed, and the p}an for
changed behaviour (if nequired) is- prepared

—
=~
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;_ | .
UNIT | . I0ENTIFVING JOB EXPECTATIONS ‘
%;_ _ 1. Idéntify employee expectations of an employer which are associated with‘ :
= working conditions, returns, advancement prospects, stability, personal
y : , relationships_and supervision. ~
3_ 2. ldentify embloyer expectations of an employee which are associated with %
ks dependability, skills, initiative, judgement, work habits, interperson- R
s al relationships and appearance. B |
= | ' - 4
©+ ¥ LEARNING ACTIVITIES
1. Exercise 1. Job E%Eggtatieﬁs - What the gggio¥ee Expects . Discuss Job
expectations from the point of view o emplioyee, Read the ten
expectations described in the Student's Book. ,
_ | Student’s Book: What the Employee Expects
ot 2. Exercise 2, Job Expectations - What the Employer Expects. Discuss job
\ expectations from tﬁe%?ginf of view of the employer. Read the ten -
= . expectations describeq in the Student's Book. o
. Student's Book: What the Employer Expects ‘
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EXERCI§E 1.. Job Expectations - What the Employee Expects

., Begin the exercise with a brainstorming discussiﬁn in which students
tell freely what conditions and rewards they expect to find on a job.

, The instructor should ensure that the following ten points are covered
in the discussion. Not all jobs have all of these characteristics, but
they can be thought of as average conditions which probably result ir a
satisfactory job from the employee's point of view.

1. The Nature of the Job. Employees find that the ideéal job is one that
matches their personal qualificatiops with those required by the job.
The ‘match shoultinclude physical -abilities, interests, emotional
needs, aptitudes, abilities and training.

-

2. Working Conditions. One of the first conditions that an employee can
_expect on the job is to be provided with a safe, clean place to work.-
Alth some types "of work will be associated with certain hazards, it -
is the responsibility of the employer to see that unsafe conditions are
reduced to a minimum and that each of his employees is provided with
the proper tools and equipment to perform Quickly and efficiently the
tasks he is hired to do, R . ‘

3, Hours of Work. Employees prefer.jobs that have regular working hours,
Jobs ‘that have regular hours (even though shift work may be involved)
that allow for a well-balanced.life including time for family activi-
ties and recreational activities are usually chosen even when the
opportunity to earn more goes with longer hours. .

4, %gy and Other Benefits. It is quite normal for jobs to be evaluated in
~ Terms of pay and other benefits. The pay shouid reflect ‘the employee's

skills, abilities and training. Sometimes benefits provided by. the
company are worth more to the employee than the actual-salary, In
examining a prospective job, a person should become as familiar with
the benefits associated with the job as with the basic pay schedule,
Benefits include such things as vacations, pension schemas, sick
leave, profit sharing and others. o

5§, Advancements at Work. One aspect that often affects a person's outlook .
. toward a job is %he opportunity that the job affords him for promotion,
Workers are usually better satisfied {f they are fully aware of the
basis on which promotions are made. Often, employees expect employers
to seek people for management positions from. the existing staff before .
looking outside the company. L '

6. Future Prospects. Closely associated with pay and other immediate
benefits 1s the consideration of what future prospects the.job offers
its employees. Employees ask, "Will it provide steady employment?",

.« "lg it reasonably certain that the job will be able to provide for the
future, for the growth of my family, and for my retirement?". ‘

N
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. “wori;h_tg Associations. Most jobs provide employees with benefits. that
have nothing to do with the salary. These include off-the-job recre-

ational and social activities for the staff. Our work 1ife occupies. a
major part of our time and the people we associate with at work form a

' soctal group.which is very important to job satisfactios. Besides the

10,

informal associations, there are often company social clubs, recreation
clubs and in some cases professional or trade associations.

Participation. An emp!oyeeﬂkés- to be able to make suggestions to E
solve p%‘iems- which -arise in his work. In.this way, he can contribute
to the success of his group, his job and the _ftm he.m'rks for. .

Sugmision. Conscientious and fair ‘supérvision where an employee

-feels that the supervisor maintains his best interests at heart are

essential for employee satisfaction. He must be able to feel that he

can go and discuss his job and any difficulties he is having on the job -

with somebody "in authority.

The'c%g&. A worker gains prestige as the company he works for gains
and no prestige in the community. In order to have the maximum.
benefit, an employee needs to pick a company of which he can be
justifiably proud. !

\ . C ‘
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EXERCISE 2.  Job Expectations - What the Employer Expects

-
cod ¢

S Bebin the exercise with a brainstorming discussion in which students
" | , take the-point of view of the employer and tell what behaviours and charact-
eristics he should be able to expect from his employees. .
| The instructor should ensure that the following ten points are &overed
S ¢ in the discussion. loyees who meet these expectations are generally
. i considered to be "good", and a satisfactory employment situation is the
: : result for both employees and employers,

1. Skills. The knowledge and the abilities to perform assigneittasks are
as skills. jobs require different skills at different levels.
Knowing and being able are the basis for any employment. They are
‘necessary to get and keep any job,

2. Dependability. An employer who provides a person with a job is paying
. : Tor some type of productivity. One of the more impertant things that
he expects of an employee is dependability; or the willingness of that
person to produce what he has agreed to. Dependability can be dis~
played by being at work regularly; b&ing on time; sticking to an
assigned task; abiding by company policy; making an honest account of
company monies and materials and meeting work deadlines and schedules.

3. Industriousness. Indistriousness is knowing your own job, and getting
at.it without being prodded or constantly watched. An industrious
person is a self-starter who can work with a minimum of supervision
and can use initiative in starting and finishing a task.

4. Enthusiasm. Enthusiasm is a genuine interest in the job that causes a
- ' person'ig enjoy the job and to make his association pleasurable to
those around him. ce “

5. Decision-Making. The ability to make a decision and carry it through {s
the mark of a mature individual. It involves getting the facts, con-
sidering the consequences, and applying Jjudgement before one acts.
Employers may give directions, but no matter h?y detailed directions
or procedures are, employees have to make decisfons. . Employers expect
good judgement in decision situations.

6. Working Habits. The quality of work that a person produces is often

: re!ateg to his working habits. Good employees maintain habits such as
neatness and accuracy. . : .

7. Friendliness. The employee who is friendly by nature and who can get

atong with others makes his work and the work of those around him -

easfer. Most employees are going to spend about a third of their day

at work. They appreciate this time being spent near a friendly person,

rather than a grouch. :
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8. Teamwork. Closely aillied with the quality of friendliness is the
* abi to work with other people toward the accomplishment of an
assigned task. One person who is uncooperative can destroy the. effect
of a large team of people. Teamwork involves:

Not shirking one's portion of an assignment

T b. Respecting the work and the contributiqg§ of other members of
o the team, *

. €. Not seeking personal advancement or recognition fram the work
of the entire team.

9. Attention to Safety Factors. When a man is working with a group of
: peopie, his actions an servations might not only keep him from being
injured, but other of the staff as well. Carelessness to
safety factors can d srupt entire operations, cause fnjuries, and colt

employers unnecessary expense. An employee should remember always to
leave his working area in a safe condition. ,

- 10, %ggggrance - The first mark of good appearance on a job is to
ressed appropriately for the job you are to do. -Some jobs ire a
business suit, while others require heavy close-fitting clothing. 6Good:
grooming is.also important. Appearance involves dressing and grooming -
}gbsuch a manner that you do not seem out of place while you are on the
. . B \

_ERIC:

Aruitoxt provided by Eic:
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UNIT 2 : PRACTISING EMPLOYEE -ROLES

OBJECTIVES

1. Evaluate behaviours related to expected employee ru1es. using a check
1ist of persenal job traits.

L

Identify personal trafts which’ would require change to meet’ employer
expactations, .

ny
-

T

3. Plan, by 1isting activities to change personal traits to meet employer
expectations, _ N )

4. List employer expectations in gfeparing for an eﬁpleyment interview in
a given-'situation. .. . ; : . e

LEARNING ACTIVITIES

~

1. Exercise |. Students identify behaviours Nhich meet employer expect~ |
ations and those which do not, and they complete check 1ists of
personal ¢raits and past performance.

Student's Book: Personal Job Traits
' ) Check List of‘?ersonei Job Traits
Past Performance Check List

2. Exercise 2. Students rate their own ability to meet employer expect-~
--ations, and they make a plan to change the behaviours which do not meet

accepted emelqyer expectations by listing ect1vities to be carried out, "

Student s Book:. Piennins,Se}f-Development -

3. Exercise 3. Students identify employee and employer expectations for a
particular job,.and they list criteria which an applicant. should be
able to meet in an interview for the job.

Student's Book: Identify Job Expectations
Preparing for the Interview

'
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" EXERCISE 1. Check List of Personal Job Traits
: , Some~
. ' o Always times . Never
1. Is your personal appearance qgat?- 1 [ 1 ]
2. . Are ydy conscious of ﬂpprep}iate dress? 1 ] 1 1
3. Are you neat and ordéEIy in your work? | 11 1 [
4 Do you get to~work on time? ) R e | ] [ ]
5. Do you feel reSponsible for jobs | |
‘ assigned to you? : { | I
6.J,*Do you seek to perform Jobs assigned to .
L you to the best of your ability? | 1 {1 [
. 7. Do you follow directions willingly? { | R R B B
5‘f’ - 8. Can you work without constant | -
: supervision? [ i L1 U__]
9. Are-you friendly to othéer members of
| the staff and employer? | L | I | ]
10. Do you complete jobs which you start? [ ] [ 43
11, Are you willing to learn new skills? [ o1 b1
“12;' Can you continue to work without .
becoming bored or discontented? | | I I ]
13. Can you stand pressure? - | | I J
14. Are you easily upset or nervous? { | | 1 i |
15, Do you respect fellow workers and |
| their jobs? { ] 1 | R
16. Can you cooperate with fellow workers? 1 1 | }
"~ 17. 1f you don't understand instructions, |
are you willing to ask for more L
details? L | | |
18. Do you respect your supervisor and
the job he has to do? L1 1 L]
12, Can you accept criticism’ ] i ]
20. Can you accept praise? - ] T 1 ]

ERk(I

Aruitoxt provided by Eic:
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. . | .
Evaluation: tHow many checés did you put in eéch box?

Atways [ ] Sometimes | |  Never ]

. * 1f you have 0 in "liever", you will probab1y meet employer expect-
~ations inw most jobs. , :

"% If you have up to 4 in "Never" and several in “Sometimes", you need |
to look at those weak points. They could cause you trouble in \
getting and keeping a job. . K . PO

* If you have 5 or more in “WNever" and several in "Sometimes", you Vo
may not get a job, or if you do get a job, you will probably not be s
able to keep it. e . \

. ‘ . |
a o ‘ Past Performance Check List N
S . ‘5 - .

In your last three jobs (or in the last three years):

) Yes No

1. Have you ever quit a job without giving the emp1oyer
notice? . |

|

2. Have you missed woi. for reasons other than sickness,
wnich put the employer in an uncomfortable position?

U

- 3. Has anger ever made a marked change in your working
ability?

4. Have you ever been ineffective on the job because of a
drinking habit?

5. Have you ever been scolded or dismissed because of
failure to do your job~weli?

6. Have you ever had an accident on the Job because of
your carelessness?

00 000C
L0000

Evaluation: If you answered YES to any of these, you may have trouble
getting and keeping a job,




"‘ . . /

345

EXERCISE 2. Planning Self-Development

The students rate their ability to meet employer expectations on the
following scale, and then they fil1 in the chart following 1t. The instruc-
. tor may need to help students to fill in the forms. Individual students
may also want to discuss their characteristics privately with the instructor
.and re€etive his advice on things which they should change.

Self-Rating Scale

w—ul
-

Low h High
Skills | o 1t .2 3 4 5
2. Dependability : 1 2 3 4 5
3. . Friendliness 12 3 s fﬁ*p
4. Teamwork 12 3 4 5
5. Attention to Safety , 1 . 3 '; 5
6. Apﬁéarance | 1 2~ 3 4 5 |
7. Decision-Making 12 3 4 5
8.  Enthusiasm . 1 2 3 4 5
9. Industriousness ' ' 2 3 4 5
Working Habits ,» 1 2 3 4 5

-
N o

Things Which I ' How I Plan To Change Them
Should Change: S Within The Next 30 Days:

A R " S s S e s
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. . EXERCISE 3, ~ Preparing for an Interview

_ Each student will choose a job they have alpeady worked at, a Job'they
want to-get, or one of the jobs described in the

tudent's Book in the
section Identify Job Expectations and then follow these steps:

y 1. Make aj?ist of expectations which hehthinks he would Rave to meet to
- | get a job. : v ‘

Makg a similar list that a job would have to provi&e to satisfy him.
Compare the two lists and discus§ them with the instructor and the rest
of the class.

4. In the section P ri

g%gg ng for the Integg§$g in the Student's Book, make

a personal list of criteria which an employer could reasonably expect
an employee to meet at a job interview.

b Mnu' 1 '
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HANDLING JOB INTERVIEWS

.OBJECTIVES -

| OVERVIEW.

f-.g/m ‘ o

Whether in a foimal employment interview or in a simple personal

contact situation, a job applicant requirés interviewing skills. In this

topic, 3tudents will learn and practise some employment interviewing

- technigues. Specifically, students will:
1. ldentify and use proper listening and questioning techniques in an

interview situation;

2. ldentifx proper interview techniques by evaluating given interview
>ituations on tape and- film; '

. 3. Demonstrate proper interview. techniques when role-playing as a job

applicant in simulated job interviews withy the instructor and other
students. . | o \ :
. . }

™~

In this topic, students draw together all their experiences, as they

| complete the job research part of the course by preparing for a job 1nter-

vigw. The topic- is divided into two units ‘of study:
Unit 1 - lgtgrv1g¥%gg Tecnni?ues provides experience for the student
to identify and evaluate good and bad interview techniques.

Unit 2 - Interviewing Practice provides role-play situations which
- simulate employment Interviews.

EVALUATION

Appropriate sections of the Student's Book should be com-
plesed Role-play performance should be evaluated by instructors and
students. ,
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UNIT | : ivresviewtns tecwniques S

OBJECTIVES N s

1. Identify and evaluate Hst:enihg and questwning techniques as “they

appl,y to employment interviews; .

2. Identify factors which affect an emp!oment intewiew and pref:are a
_checklist of interviewing tips.

LY

LEARNING ACTIVITIES

¢

Exercise 1. Students Hsten to the audio tape. Job Interviews. and _
discuss each applicant's performance., : S

Student's Book: Job Interviews . .

2. Exercise 2. Students read and discuss Tips for a Successfu! Job
_ Interview.

Student’s Book: Tips for a Successful Job Interviav

3. Exercise 3. Students view and discuss the film Listening Techniques S
from Topic I. ' o o

* ~
Student's Book: Filmed Interview
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| | o ‘ ~ BEST CoPYRpmLAg g ¢

EXERCISE 1. Audio-Tape "qu Interviews"

1. The purposes of this tape are:

%5‘ a. To provide a model for a successful interview with & pﬁospective ,
L - enployer, drawing attention to the wain parts of tﬁe interview
- : and what should be incluued in eacn:

Cpening: Introduce self _
o : : Identify job applied for
% o Use the interviewer's hame

Responding: Let interviewer lead
’ Answer carefully
Remember the job you are applying for, and try
to relate your answers to it

. Adding} Provide any further useful information that has not

v s . been given in response to questions. (Make an

= . opportunity to do this if there is further informa- .
| : tion, even if the 1nterv1ewep/does not invite it.)

Cilosing: Know when tne interview is over
Thank the interviewer for his time
Say good-bye
Use the interviewer's name

- b. To demonstrate some pitfa1ls in an observable way;

c. To_provzde some baszc information about job interviews before the
students are expected to role -play such interviews;

d. To emphasize the need to_prepare for a job interview:

- S by . find:ng out what the duties are
. by thinking about your own qualifications ard reiating them
: - to the duties;

e, To help the students focus on the points raised and remember them,
by having the students engage in guided discussion.

a

2. Content of the audio-taped interviews:

a. The tape includes 3 selected interviews and the subsequent con-
~ versation fo the interviewer with one of his friends. The best

model of an interview (Charlic Reade) is re-recorded after the

& sum up by the employer so that a second discussien of the good

model can take place.

b. The job: Night supervisor-cook for a 24-hour pizza house,
12 - 8 a.m. (take-dut only). .
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" The interviewer: Mr. Phillips, the owner of the pizza house.

. - Applicants: Charles (Charlie) Reade, Applicant A

Walter (Wally) Harrison, Applicant b
Bonnar. (Bongo) Smitn, Applicant C

The applicants'éll have a common background: they are just out
of school; they have finished Grade 11; they speak English

~flgently; they 1ivg at home.

Individual descriptions:
. -

First, Applicant A (Charlie Reade)

A young man with a firm voice, who introduces nimself
‘quietly and identifies the job he is applying for. He
answers the questions carefully, making the most of his
quatifications and relating them to the requirvements of the
Job. ' He reveals that he has visited the establishment dur-
ing the night shift, as a customer, to see the operation and
clientele. He was a newspaper boy for 7 years, has done
delivering for a neighborhood grocery store on Saturdays,
and mentions that in school chemistry and mathematics were
his favourite subjects. He says he has no experience at .
cooking, except that he has had to -get his own breakfast
occasionally; then laughs and says that on those days he
usually has orange juice and coffee! -

Secohg, Applicant B (Naliy Harrison)

A bashful, quiet, young man who seems to Tack self«confidence, /

He doesn't make tne most of his qualifications in the inter-
view, doesn't ask ony questions, doesn't "add anything" when
the opportunity occurs. Doesn't introduce himself at begin-
.ning of interview, doesn't thank interviewer for his time.
Gives an impression of not having enthusiasm or initative.
Has worked in a hamburger place after school, cooking hambur-
gers and hot dogs.

Third, Applicant C (Bongo Smith)

A Toud boisterous yoling man, who practically takes over the
interview., He faiis to introduce himself; tells the owner,
"T'm just the man you're looking for." He asks the owner
about wages and fringe benefits, and while the owner is ex-

. plaining, interrupts him to say, “Have you got a match?"
Later: “What kind of customers do you get here in the late
hours?” ... Then interrupts the answer with: "Don't worry
about it ~ if any bouncing neleds to be done, I'm the boy that

~can do it." Has had 3 after-school jobs in the last 6 months,

~as a truck loader, a theatre usher and a hetper in the .
kitchen of a take-out doughnut shop.

S
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3. Method of uéing the taped'intervieﬁs‘
a. The instryctor expiains the purposes of the taped intghviews.

b. 'The students and instructor listen to lnterview A, and discuss
(Probably litt!e discussion; some positive points should
be brought out.)

¢c. The students and instructor Tisten to Interview B, and‘cdntrast
it with A. What did the applicant omit? What kind of impression
did he give?

d. The students and instructor Msten to Interview c,'and contrast
it with A and B, What did the app!icant omit? What kind of
impression did he give? -

e. The students and instructor listen to a conversation between the
owner-interviewer and a friend who also owns his own business.
He talks about Interviews B dnd C, giving colourful descriptions
and impressions, saying he had decided to hire Applicant A. He
describes how the latter conducted himself, and mentions the
k:nd of service he expects this young man will be able to give
him

f. The students and instructor listen to Interview A again and
discuss the strong points and reasons for the app!icant S success
in getting the job. .

N
. @

AFullToxt Provided by ERIC
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354

AUDIO-TAPE SCRIPT - JOB INTERVIEWS N

Employér - Stan Phillips
Applicant - Charles Reade

Knock
Come 1n.

Good afternoon,sir, My name is Charles Reade, I'd 1ike to
apply for your night supervisory position. :

Hello, Charles. I'm Stan Phillips. Have a seat.

" How do you do, Mr. Phillips. Thank you.

Um. Where did you learn about our job upeningi

I read about it in the Want Ad column n the newspaper. 1
have a pretty fair idea what it's about, but I'd l1ike to
hear a littie more. '

{ .
Well, just briefly, we're looking for a man who can take
oyer the night shift, -~ that would be twelve to eight a.m., and

‘supervise- the staff as well as the cooking and preparation

of the pizzas, also someone wno can look“after the cish
receipts and keep a record. Now perhaps you can tell me a
lttle bit dbout yourself. How far have yqu gone in school?

I have currently completed my grade eleven at high school
in the neighbourhood here. 1 think I would like to work
aheath and maybe complete my grade twelve through correspond-
ence or something if I can find a job.

Have you held any other job%thile you were going to school?

Yes, 1 have. I was a newspaper delivery boy for sevéh years
and fairly recently I've been working on Saturdays deliver-
ing for a neighbourhood grocery store. '

What sort of duties did your delivery job entail?

Well, I had to meet with a lot of people, a lot of customers
and the public and be outdoors running from place to place
del ivering, espacially the grocery deiivering on Saturdays.
And I had to handle the cash from those deliveries, and as a
newspaper boy, I had to do my weekly collections of the cash.

I see, excellent. Perhaps you can tell me what you Tiked
best about this last job which you held.

At the grocery store delivery job?

Yes. ) -

L

k)

Ak
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READE : I really enjoyed being out meeting people, and carrying
' jes into the kitchen and having a few words with the
housewife, and asking . how things were going but what I
didn't 1ike most of all was being outside; rain or shine.
T 1 was there with the groceries in cold and hot and wind and
£ ‘ so I didn't 1ike the cutside ‘part of the work, but I enjoyed
B the customer relations and handling the cash and those parts

T
-~

of it.
‘. PHILLIPS: I see. Tell me, what do_you do, in your spare time;' Charles?
© " READE: Well, 1 live at home with my parents and I spend a lot of

. my time sort of alone in my bedroom reading and I watch some
TV and 1 go out now and again‘and I have a few hobbies, too.

= I have a microscope that I like to play with and things 1ike
* ' . that, , . (
8 ~ PHILLIPS:- | So you keep yourself quite busy when you're not studying or
_ working? ‘
READE: . Yes, I d6. . /;'
PHILLiPS: Do you have any particular questfuns about the job‘that you

are applying for? Perhaps something tHat wasn't in the
newspaper advertisement? .

READE: ggé%. Mr. Phillips, I'd Tike to maybe find ocut a littie bit
t the remuneration that's involved.

PHILLIPS: Well, the starting salary is $85.00 a week, and that would
be open tg'revision after a three-month trial period.

READE: 1 see. I see., That sounds fair.

PHILLIPS: Have you ever done any éooking, Charles? Are you interested
at all in cooking?

~ .  READE: ~ Well, the only octasion that I have ever had to prepafe food
1s my own breakfast now and again and I Have to admit that
: "wggn t?:t is the case, it usually comes down to orangé juice
and coffee. . .

. PHILLIPS: (Laughter) Yes, I'm about the samé when my wife leaves me
. to get my own meals. I agked that, however, because part
/ of the duties would be for the supervisor to learn to oversee

the preparation and the cooking of pizzas. !

READE: Well, sir, as a matter of fact, I dropped in here last night
about 3 o'clock and I watched the man that you have now as
night supervisor and sort. of got the feel of the place and

"~ saw what he did for a while and it looks 1ike something
S that I 'could enjoy. ‘ :

/~ ’ .
ot h Y

a1
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~ I'm very pleased to hear that.. Um,-well, thank you
- very much for coming and speaking to me, Charles. Please

leave your phone number with my secretary on your way out,

and Lwill be in touch with you-befove the end of the week.

Well, thank you very much, Mr.. Phillips, it was nice meet-
tng wu.f u '

Good-bye now.
. L ;
Good-bye.
Fp--«‘
~
‘! .
s
.
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Interview #2: “Employ. - Stan Phillips. ;

-

Applicant - Halger'ﬂarrison'
Pﬂ_uixps: Come in! I'm Stan Phillips. i
 HARRISON: Hi, T'm Wally Harrison. =~ v
) PHILLIPS: .. Helio Wally, haQe a seat please.
o HARRISON:'  Thank you. | )

' PHILLIPS: . What can I do-for you? -

HARRiSON: -1 saw your advertisement in.the paper about the job and 1
_was kind of interested in it. . ‘

PHILLIPS: .  Oh yes, I see. Well, perhaps I could describe a bit of thé

job to you. We're looking for a supervisor, someone for our

~night. shift, to take over from 12 to. 8 a.m. We require some-
one to direct and supervise the work of two helpers. These

, : . -~ two personnel prepare the pizzas, bake them, box them and. we
T | also require someone who would be responsible for the cash
. receipts, for the cash coming in from the customers as well
as from deljvery boys and general supervisory duties around

- the kitchen and shop. Does this sound 1jke ‘the sort of work

you'd be interested in?

‘ HARRISON: Yes, yes. ‘ g\ _
\ PHILLIPS: Pefhaps'you@could tell me sometﬁﬁng about yourself.
HARRISON: . 1, T used to.work at a hamburger place after school, cookig
hamburgers and hot dogs. e “
CPHILLIPS: T 1 see, you have had work .previously.
HARRISON: ° VYes. |
R~PHIL§IPS: That was not the sort of thing you wéhted‘tb get into?

f_... " HARRISON: No, 1t was only part-time, |
| PHILLIPS: [ Oh, tha® was on a. part-time basis.  Have you ever held'a

full-time job? -
%
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-

No, I haven't. That's what I'm looking for now.

1 see. How far have you gone in srhool Wally?

1.got'my grade eleven.
Uh Huh. How do you spend your spare time?

I sometiﬁes assiéf the cub pack leader and I coliect stamps
and that's about it. - ot

I see. Tell me, when you were working at the hamburger
stand, what' did you enjoy about your job there?

I just enjoyed it.

Enjoyed the whole job. There wasn't anything in particular
that you enjoyed about it? -

~ No.
Perhaps you could tell mc what you disliked about your

previous job.

Just partstime. I didn't 1ike the. part-time.

I see. Tell me, Wally, have you had any experience in
dealing with tﬁg public on the telephone? ' )

No, not that much. A little bit. A little bit when I was
in that hot dog stand, but not that much. ¢

I see. Are there any particular questions that you'd like
to ask me concerning this job?

Well, Yeah, maybe. The wages?
Right, well, the starting salary is $85.00 a week.
Okay.

Well, thank you for dropping around, Wally, and speaking to
me. 1'11 be having other interviews during the course of
the week and before the end of the week, 1'11 be in touch
with you to let you know whether or not the job is yours,
Oh, by the way, please Teave your name and telephone number
with my secrétary on your way out. Good-bye now,
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Employer - Stan Phillips
Applicant - Bonnar Smith

: Say, are you the guy for the job interviews?

What? Yes, yés, this is the place. I'm Stan Phillips.

I hope I haven't blgwn this interview. I know I'm late,
but I had to drive 40 miles an hour across town just to
get here as it is.

I see, and how did you Tearn about this job opening?

My brother saw the- ad in the paper.
itl

He phoned you about

Yes. You're the chap whose brother made the appnintment.
What is your name? '

Bonnar Smitn. Most people call me Bongd, though.

Fine. Have a seat, Mr. Smith.

Yeah, thanks. Thanks. You Rnow, as soon as my brother told
me he had phoned about this job, I said to him, "I know I'm
the guy for it." I am the guy for the job -- there's mo

question about it! I've had quite a bit of experience with
this stuff. ‘

Uh, you have wurked previously, then

Well, 1 haven't worked in a pizza place, mind you, but I

used to hang around ... this chum of mine worked in a pizza
place and ! used to hang around, so I know all about that dough,
filling and baking, even the Boston stuff. I could do that
damn.stuff with my eyes closed.

What sort of jobs have you had, Bongo?

Well, yeah jobs, no trouble there either. In the past six
months, I've had three of them. 1 was a truck loader,

- theater usher, take out in a doughnut shop -~ similar type

of job to this, you know.
Surely, surely. Tell me Qow far have you gone in school? |
Well, I'm grade eleven.

Any ambitions for continuing your education?

Well, yeah, yeah, but I' d‘lxke to yet a permanent job, you

know. 1'd 1ike to keep this, if this job pans out, L'd 1ike
to keep it.
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want. I'm sick of al tha; g&gff,‘ -

uh huh. .

I didn't 1ike those old jobs I had. Gee, I'm telljng’you,"
I got so sick of people ordering me around in those tnings.
In this job, I'd be my own boss and that's Sometning I

Yes, well, we are 1ookfh§'for semeﬁody with the qualities
to supervise. : - _

Oh, to supervise, I cah do that, too. No trouble. I'm
the guy you want. .

Have you had any experience in your otner jobs with handling
staff, or handling cash receipts?

Oh, yeah, I've handled a lot of stuff. Heh, what kind,
what, that reminds me, what kind of customers do you get
here, especially late at night? _

Well, we caﬁer mainly to the apartment dwellers,

Pardon me, you got-a match?

" A match? No, no, I'm sorry I don't smoke.

Oh. [

As I was saying, we cater mostly to the apartment . .«ellers.
Aw, it doesn't matter anyway, because no matter what riff
raff you're going to get in here at night, I'm the guy that
can bounce them out. 4ld Bongo!

Yes, well, this has been very interesting, uh Bongo. Please
Teave.your name and telephone number with my secretary out-
side and someone w#ill be in touch with you later in fhe week.
Uh, well, when are they going totlet me know?

Well, before Friday.

Before Friday, you're sure, eh?

'Yes, somebody will definitely be calling you before Friday.

Okay, thanks a lot.
Good~bye nrow.

\
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Interview Summary: Employer - Stan Phillips

PHILLIPS:
BILL: -

" PHILLIPS:
BILL:

PHILLIPS; ~-

. BILL:/
PHILLIPS:

/Bl

PHILLIPS:

Friend - Bill
(Sound, of telephone)
Stan Phillips nere.

Hi, Bill here. Could I catch a ride home with you, Sten?
Sure thing, Bill. ) ' | |

'sy the way, did you manage to find someone for that night

shift of yours?

o Yes, 1 think I" ve'got a good man. He had no competitwon

actually.: The dther two that applied weren't even close.
One was so shy, I couldn't have him waiting on customers,

. he'd probably take an order by phone and not get the

address. And the other was much too much the opposité;

He was interviewing me, he was late, then he bragged about

speeding on his way over here. [ couldn't leave him in
charge; he'd be breaking too many of the rules and his

manner wouldn't appeal to most of our customers. Besides, f

he'd probably have some pals hanging around the place.

‘This guy sounds 1ike a clown ?5 ! ‘.
‘Right. But young Charles Reade is justithe kind EE;man i

was looking for. If né deals with the eustomers the
helpers as competently as he dealt with-me, 'I'11 have no
worries over him. You know, he was interested -enough to
come in duriq$ night shift as a customer just to get the -
feel of the place. Nothing pushy about him, just a sort

of calm self-confidence. And the kid has a sense of humour
too. Not the smart—alecky type, got an ability to laugh
at himself.

I wonder if there are any more 1ike him? I might be
looking for a new order clerk next month. Well, I'11 see
you aboyt 5:15.

‘Fine, okay, Bi1l. Bye now.

(Following this, interview #1 (Charles Reade) is repeated.)

/

_ ;h;n
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CEXERCISE 2. Tips For Successful Job' Interviews

‘These tips are in the Student's Book. Read through-and discuss each
with the class: | -

1. Why do we have job -interviews? o

R A R e T R

" The purpose of a job interview is to give the interviewer and the
applicant an opportunity to learn something about each other, to
allow each to assess the possibilities of the applicant filling

- the job opening, and to determine their mutual advantage to each
other. The employer will have established goals for his business,
in the same way as the applicant has personal goals for his life
and occupation. Each party in the interview weighs his impression
of the other against the criteria he has established to meet his
goals. Each should know in advance what kis criteria are and have
a working knowledge of the other's requirements. - ‘

2. What is expected in a job interview?

The employer expects an applicant to hold all or most of the -
qualifications required by the position gr stated in the job
description. He also expects an indication .that the applicant
will be a reliable, conscientious employee. _

| - . The applicant expects to learn about the working conditions to

| be assured of a reaspnabl¢ wage, and to establish the employer
expectations as to working hours, pay, and general working .
atmosphere. Generally, he seeks assurance that he will have the
opportunity to use his skills and knowledge to the advantage of
himself and his employer. . !

‘ Each seeks to make a favourable impression cn'the other.
3. Who will be at the interview? .
In most businesses only two people will be present, the employer
and appiicant. Some large companies and government agencies,
however, have a board or panel of interviewers, who jointly inter-
view candidates and make a decision as to the successful one.
4. When and where will the interview be held? |

When making an appointment for an interview, the applicant shouid
find out and write down the following information:

|
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o a. Where the interview will be'held g

f b.. What time he is expected to arrive at the p)ace for the

3 interview. a
e C.g Who his appointment is with,

}- - If the zntervrew is arranged by mail, this will be in the letter
oA ~ requesting the interview.

o The applicant should be careful to arrive at the proper place’

i ' . comfortably ahead of the arranged time and present himself to

oo the receptionist to confirm his appointment. -

f_ 5, What should the applicant®know?

a. The applicant should be able to give, without hesitation,
" personal information about himself, including training and
education, name of training institution and where it is
located, and a brief history of his work experience, in-
" cluding time on the job (in years) and names of supervisors.

b. He should be able to discuss the job he is applying for in
& a knowledgeable manner.

c. He should know general -information about the business. and
its product. .

d. He should be ready to answer questions about why he i inter-
“ested in this particular b or company or about his own per-
sonal interests and attitudes. The interviewer mav even say,
“Tell me about yourself."

6. What should the applicant do?

a. He should present himself in a poised, confident and polite
,  Mmanner, keeping in mind the attending behaviours which help
project this image..

' 'b. He should follow the interviewer's conversatfon and answer f,//
J - his questions honestly, giying complete answers yet not
over-answering with unnecessary details.
c.  He should ask any question which will give him additional
- information that he needs.' These questions should be near ,
. the end of the interview ahd cover any information not
b previously discussed or not made clear, such as:
(i) working conditions
(i1) hours of work
(111) wages and pay periods .

{iv) other questions about working conditions.
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7.‘ How should the applicant be dressed’ dressed?

364 © +

. | -The applicant is looking for a job and not guing out for the

T

evening. His 'dress' should reflect good taste in the business
-society in which he is seeking employment. He should be ‘clean,
neat and well-groomed. Gsod: gmoming includes:

a
b.
c.

d.
8. How snog]d tge applicant act?

?;,

hair combed neatly . - ~_
men shaved. and. women with appropriate make-up
shoes shined

accessories in keeping with dress.

A number of points of interview etiquette require a balanced be-
haviour according to the situation and the pattern set hy the
interviewer. The applicant has to "play it by ear”.

a.

The applicant should follow the lead of the interviewer:
(i)' don't smoke if he doesn't
(i11) don't sit down until he does. unless he asks you to sit

down first .
(114) ggg‘t "visit” or "talk about the weather"” unless he
S

(iv) don't stray off the subject

The applicant should not exceed the action pattern set by the
interviewer:

(1) if he is informal, be informal too, but don't overdo it
(ii) be friendly. but don't try to be too intimate

l(1ii) answer questions adequately, but do not go into lengthy

details unless you are asked. On the other hand, don't
answer in single words if the interviewer is using a’
conversational style.

y These tips will help the applicant present himself in a manner which
will leave the interviewer with a favourable impression of him as a person
and of his qualifications for the job. -
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EXERCISE 3. Filmed Interview

<

In this exercise the students will look again at the film

" “Listening Techniques”, from Topic 1I. This time they should check
. the job applicants in the film to see if they are following the tips

which were read and discussed -in Exercise 2. Here is a check 1ist
of questions which will help the students to know what to look for in -
the film and to discuss it afterwards. o

J. Is the-applicant'prepared for the interview?

2. Is the applicant involved in the interview and paying
attention to the statements and questions?

3. Is the app11cant relaxed? -

4: Is the applicant making a gaod impression?A

5. ggsi?the applicant answer the interviewer's questions

6.  Does the applicant ask questions to get information?

7. Does the applicant talk enough? ioo much?
8, Does he use gnoq attending.behaviours? e -
9. Is the applicant dressed and groomed prop&rly? | _
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UNIT 2 : INTERVIEING PRACTICE - - | z
osuecnves - B

1. Practice interviewing techniques in given role-play situations with
fellow students;

2, (Optinngwi Make an appointmggt for aﬁd,have an actual Job interview.

LJEAU?&HhNS(JQC?TTVG11E§5

].n Exercise 1. Students participate in rcle-pIaying Job interviews with
“ other students.

Student's Book: Role-Playing Job Iqterviews

2. Exercise 2. Students participate in simulated job interviews with

employers, employment agency counsellors, or scheol staff members
(not the instructor).

?

Student's Book: Simulated Job Interviews

3. Exercise 3. (Optional) Arrange and attend an actual job interview
for'a job opening.

Student s Book: Interviews for Actqal Jobs
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EXERCISE 1. Role-Playing Job Interviews

The students should be divided into groups of four. In each group, e
one student will take the part of tne applicant, one will be the inter-
viewer, and the others will be observers. They should take turns in each
of the roles until four interviews have been practised.

When hg is preparing for the role of interviewee, each student will
give the interviewer the list of criteria he has developed for the occupa-
tion he wishes to enter. Then the interviewer will use these criteria to
question the applicant and to judge his aptitudes and qualifications for a
particular job.

After eaci. interview, the group of four should discuss the techniques

.used in the interview and make suggestions as to how the interview could
have been improved. The instructor sonould participate as an observer in
at least one of the interviews in each group, adding his criticisms and
suggestions for improvement. .

EXERCISE 2. Simutated Job Interviews

At the end ¢f the course, a{Ler each student has had an opportunity
to role-play interviews with fellow students, the instructor will set up
simulated, but serious, interviews for each student. The job for which
they are to be interviewed should be specific, according to the interests
and qualifications of the student, and the interviewer should acquaint
himself with the requirements of the job.

Here is an opportunity to involve co-operative local employers who
mignt be willing to conduct the interviews for training purposes. They
could conduct them on their own premises or at the training inStitution. -
Other possible interviewers are CMC counsellors, representatives of other
emp1oyment agencies, and staff members in the training 1nst1tution conduct-
ing the Creating A Career program.

Students should appear on time for the ﬁnterviews appropriately
dressed, and prepared to make a pleasant first impression They should be
given an opportunity after the interviews to share their experiences as a
final way of improving their skills.

EXERCISE 3. Interviews for Actual Jobs (Optional)

Students who do not'expect to take further training immediately, and
who want to apply for jobs should be encouraged and assisted to arrange an
interview, when jobs are available, as soon as the course is completed.



