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IABSTRACT.
.--1=An--bugrowth.of State-sponsored institutes conducted

by Auburn University, Alabama, to produce career education teaching
modules..for adults, the occupational knowledge module is one of five
field-tegted.curriculum guides adopted, from fintingt of the

.nation!ally orientedAdult PerfOtmanceLeyel Study conducted'at the
University of'Texae. (Basic to the Texas study -was the defining of.
general areas of need for effeciive livelihood in American society.)
The,piimary instructional objective of the occup&tional knowledge

, module is to develop a level of ocCupational knowledge which will
enable adults to secure employment in a4Cordante 'irith their
individual needs and interests, in relation'to the economic
contingencies qf life." A designator.coding system,identifies
performance objeatiVes with a corresponding Series of learning tasks

'or enabling objectives separate columns list "related .instructor
activity, learner activity, and resources'. Basic skill areas
emphasized are communication skills, problem solving techniques, and`
interpersonal relationships. Topic coverage includet: occupational
experience vocabulary; source materials leading to employment;
occupational categories; vocational testing andcounteling methods;
commercial/government/private employers; job applications and
interviews; standards of behavior for-various t'pes of employment;
attributes and: skills leading.ta'promotion; and financial and legal

aspects of employment. (A 4 -page' bibliography lists additional
resources.).(EA)
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.FOREWORD

Aubtirn University conducted the first Institute in Alabama devoted

to career education for adults This Institute was held,during the weeks

of August 6 through 17, 1973, and sixty participants from all areas'of the

State were involved. It was recognized at the Outset that adults are often

confronted with many problems requiring the application of knowledge

and skills for adequate solutions. It was further recogniied that basic

educational offerings must be oriented strongly 'toward helping adult learn-

ersers to acguirethe needed knowledge/ and skills for adequacy 1n problem

solution if such offerings were to be made relevant to needs. For these

reasons, the Institute was designed in keeping with the findings of the

IAdult Performance Level Study conducteceat the University of Texas, and

the major purpose of the Institute was that of producing teaching approaches

in a modular form utilizing the findings of the study. Thus, the tasks iden;

tined as being important to adu s in the Texas study became the basis for

the instructional modules developed by the Institute participants .

Thp nationally oriented Adult Performance Level Study defined a

general areas of,needs for effective livelihood in American society. In the

structure, an instructional goal was stated for each general knowledge

area, a set of performance objectives was stated that would allow for the

attainment of the instructional goal, and each performance dbjeftive was
2.

followed by a series of learning tasks (enabling objectives)_ esigned to

help the learner attain the competencies required. Each task was presented

in terms of teacher activities, learner activities, and resources required
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so that an adult education instructor,tnight employ the 'task modules in the

11' . .
.

most efficient and meaningful process.

The book was made available to many adult educators throughout

the State of Alabama and across the nation. Evaluati've and other feedback

materials were provided, reciprocally, in order to determine any necessary

changes. Therefore, a thorough "fielditesting" was carried, out during
../

the period of September, 1973 through May, 1974 to check out and determine

the feasibility and applic'ebility'of each major task at the'varying adult

03-formance levels .

During the same period, the performance level study conducted by

Dr. Norrell Northcutt of Texas and associates revised the original tasks.

The final outcome of that study reduced the general knowledge areas to

five and revised the - performance objectives and tasks accordingly. The

information ,from this facet of-the Study provided 'a new impetus for further

devel6pment of the approach employed in the first book, and as a result,

the Adult Education Department of Auburn UniverSity received a grit

from the Alabama State DepartMent of Education, Adult Basic Education'

and,U.S..0.E'. to fund an Institute and follow-up with the purpose being

that of a major revision in terms of the newly defined knowledge areas, 1

performance objectives, and tasks and implementation of adult education

curriculuratased upon the revised modules.'

The Summer Institute, made possible by this grant, was held at

Auburn University on August 12p16,.1974. The Institute participants, most

of whom were experienced in using the modules, were divided into five

- 4
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groups, with each group being responsible for one of the general know-
.

ledgeareas defined. The purpose of each group was to revise the book
-

in keeping with the new structure in Jerms of knowledge areas, perfor-,
-

mance objectives, and tasks. In many instances, it was possible to place

task modules from the earlier publickion undef the new performance ob-

jectives , while in others, the participants had to create new modules as

required by The new structure. Additionally, it was decided'that five

books wOuld be produced, each.one representing a specific knowledge

area as shown in.the diagram below .

GENERAL KNOWLEDGE AREAS

Occupational Consumer Health CommUnity Government-
Knowledge Economics Resources and Law

Communication skills

Problem solving techniques

Interpertonal relationships

The performance objective`s for each knowledge area, were adopted

from the new data of, the Adult Performance Level Study, and the tasks

. (enabling objectives) were adaptations of the ones produced by the new

data. Finally, it should be noted that some tasks were considered to be

above that which would be acceptable to some adult groups; therefore,

1'
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such tasks were included as a separate section 'entitled "Advanced Talks" ,.

so that instructors might choose from them if appropriate for pprticular
(:.

groups.
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. EVALUATION OF ADULT PERFORMANCE -LEVEL MODULES

By Participants in the 1974 Adult Basic EduOattion Institute, Auburn University)

Instructor

NAME POSITION:;. Supervisor

Other'

TASK PREFIX LETTEI1S ''NUMBERS: (Example: OK-25)

Number of learners in each level: Le el 1
, Level 2

GED

Amount of Instruction time for this module

BASIS FOR MODULE SELECTION ,
t

(Why did you select this module for use in an Adult Education class?)

- INSTRUCTIONS: Show the method (s) which were used in the selection
of this module by checking only one'blank under each of the following items.

(1) Instructor's perception of the need for the selected module.

High
Low
None

(2) Supervisor's influence in selecting this module.

'High-
Low
None

a 9

(3) 'Learner's perception of need for the selected module as expressed thtough
individual means . (Ex.,:, through the use of tests, conversation, opi';
servation; case-study, etc.) .

High-
Low
None

'I

,

r
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(4) Perception of learner's needs as expressed thrcughegroup activities.
(Ex.: discutsion, role playing, obseniation, case-study, "etc.) .

High
Low
None

(5) Availcbillty and accessibility of resources (includes resource persons ,

- books , pamphlets , visual aids , materials for constructing instructor-
made resources , tc.)

High
Lbw
None

(6) Critical Incident- To what extent did your learners experience a sud-
den and important real-life need?

High
Low
Tine

iric***********4$******************************************* *

ESTIMATION OF THE MODULE AS A LEARNING EXPER

Please give your opinion of the efficiency of the modul
frig e;:perience by checking one4blank under each of the followin

(1) Learner's interest and accomplishments.

High
Low
None

(2) 'Effectiveness of instructor activities.

High
Low
None

(3) Effectiveness of learner activities .

High
Low
None

vi



(4) Effectiveness of resources,
.._

High
I ow
None

.......

Suggestions for improvement of the module:

.,
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OCCUPATIONAL KNOWLEDGE'
INSTRUETIONAL GOAL:c-, To develop a lever of occupational kriOwledge
which will enable adults to secure employment in accordance with their
individual needs and interests, in 'relation to the economic' contigenciee
of life. .

-

DESIGNATOR SYSTE : Those,performance objectives, related directly
to occupational knowl dge are designated OK and followed by a number:
The task (enabling o jectiwsrfollow the performance Objectives with
the letter "T" used as the TaSk Designator, -then followed by the number
of the Task for that specific oblectiVe. Thus, the detignator code OK-1,
T-1 means Occupational Knowledge PerfcgrnatIce Objective One, Task One.

CONTENTS:

1. Occupational Knowledge objectives and tasks ...
2. Suggested advanced tasks for certain performance objectives.

3. Bibliography of suggested resources not,tontained in the re-! ,
sources sections of the task modules.
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OCCUPATIONAL KN GAILEDGE

OK Objective 1. TO build a working vocabulary related to the materials
and situations of the Occupational experience.

TASKS: V

-

Using words commonly found, in employment situations (ap=
plications, on the job., etc.) to read and verbally associate
the word with its, meaning.

T-2. To be able to correctly spell the words used in T-1.

T-3. Using occupation-related materials, to list abbreviations com-
monly, employed and to read, write and understand the words
for which the abbreviations stand (e.g. , F.I.C.A. , I.R.S.) .

OK Objective 2. To idenlify sources of information (e.g. , radio broad-
-casts, newspapers , etc.) which may lead to employment.

TASKS:

T-1\. To list diverse sources of job information which can lead to
employment, such as word of mouth, employment agencies,
newspapers, etc.

T-2. To read employment ads found in newspapers .

T-3. To read employment opportunity ads found in pot Offices ,

union 'halls and on factory bulletin boards.

T-4. Using various state publications to familiarize Students with
the employment opportunities and trends in Alabama.

OK Objective 3. To define ocoucc_lonal categories in terms of the educe-
ton* and job experience required and to rate these categories in terms of
desirability.'

TASKS:

T-2.

P

To read newspaper employment ads and to di
jobs into broad occupational categoriekiprof
gerial, sales,

t
etc.) : 7014

.t
,,k.

Using the Occupational Outlook Handbdoks from t4,11. S. De-
,

abOr, to supplement the liStof icqtegior es in T -1,.

de advertised
siont al, mene-
"

,

partrnent o

,

12
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T-3. Using /the categories from T-1 and` -2,-tonst various jobs
and advertised In the newspap,er.-

.'r. .

T-4. yOiWrite the jdb, requirements.' (educational and experiential)
and ,benefits (including salary) for those jobs from OK-3,- - ..
T-3', in-Which individual learnrs are interested, but riot '
necessarily:, .

rily qualified for. .
..

. .

T-S. To match theindividuals real qualificationSMith the job re-,;:,
quirerdents compiled in OK-3, T-4.

T-6. To rate the lists froin T-4 and T-5 in order of desirability.
. .r

OK Objective 4, To be aware of vocational, ng and counseling methods
khich help prospective employees' recognize job interests and qualifica-

!'TIOns
It

TASKS.: t
O

T-1. To define vocationallesting, by listing available tests. places
where tests are given (with or without charge) , wheys? coun-
selors are ,available arid any.vocabulary pertaining lg.-common'
testing praclices

T-2. In discussion with a resource, person, to list reasons Whya
such tests are given; and to listaspects of faking 'standard-
ized tests.

T-3'. Using assistance frcichah instructor qr counselor,' to take
job interest inventories Or tole..-ted,ttests: '

T -4.
. .

To write a strimna3.7 cf t:-.st result interpretations in a personal
notttcok for reference purpoSes,.

4

OK Objective 5. To understand the differences among commercial employ.;
ment agencies , government employment agencies and private employers.

TASKS:

,T-1. Usingtthe yellow pages of the phone book, and the4employmqnt
,, ads in a newspaper, to'comPile a littof employment agericies?.'

and designate those ads *hich are eporisored by government
' agencies . . - - .. .

1
, 4

, .
T-2. Using literature p ilishec commercial employment agencies."

to write descriptions of hir 'g procedures and finatrciatobli-
gatiOnincivreci by an applicant of these agencies , and\to-.
compute fees based on different salaries,. .

4

,
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T-3. In discussion, to .chart the advantages and disadvantages of
, gaining employment through various kinds of agencies and

private employers :i
40'

OK Objective 6. To prep.
.;

TASKS: '- ; :- .
., . , ,

b bplications and interviews.

. " .
, ,

T7l. Using employment ads frOm the newspapers, toldentLfy and
,

.1-ite initial steps toward employment called for, by the ads
g - :,. ca

, ,- - (e:g. , letter, telephone pall, etc.') . :

T-2. To identify the things a prospective' employee should have
before application for employment is -made (e.g. ;.-social
curity number, list of past employers with dates) .,

T-3: To list reasons "why references from 'past employers or
sonal friends' could be valuable to the job appliceht.,

In a role-playing situation, to call a prospective employer
for a job in't?rview appointment.

T-5. To write a suitable letter to a prospectivi.temploYer request-
/

ing an 'appointment and giving qualifying information.

T-6. -To list do's and don'ts for the prospective employee in the.
a interview situation (e.g".., dress , behavior; etc.).

T-7.. To list pos'sible questions to ask a prospective employer.

T-8: To be able to complete samples of job application' forms as
completely as possible,/

T79: To compute the cost of an interview (telephone ball, trans-
portation, etc.) .

.0

To be able to write a airriplete resume to be used in employ-
ment application procedures.

OK Objective 7. To know standarOs- behavior for various types of em-
ployment;

-f,

/

.

TASKS: -
Mb

T-1. Using personel experience end published materials, to dis-
cuss prc behavior and attitudes.pe



T-2. To discuss consequences7.(iihencial, personal) of meeting
and not meeting job.requitements

.
T-3. Using various persons employed in a number of categories

of jobs as 'resource persons, to discuss howswork orders and
assignments may be given' (written, verbal) and the tkills

'needed to undertand these orders tzir assignments.

T-4. To be aware of various ways to deal with likterpersona con-
_

filct on the job.

T-5. To discuss importance of working conditions in terms of he th
and safety of the worker-.

T-6. 'Using published materiat which explain union purposes ,

benefits and obligations, to underline the main ideas.

T-7. To list several personal and fain factors which may hinde
)

employment and to discusi ways i which these obstacles \

can be overcome. r
4

T-8. To be aware of the pros and cons (including practicality)
.1 of part-time employment. .s

, .
T-9. To write in business. letter.form, Setters of resignation.

OK Objective, 8. To be aware of attributes and skills which may lead to
promotion.

TASKS:

T-1.. To list some attributes Which might lead ta'promotion.

T-2. To chart the places in the community which offer_>vocationally-
related training, the kind of training offered, the sponsor-
ing agency , cost to the indiNiidul, and other pertinent infor- .

mation.

T-3. To become familiar with the manner in which to ask an employ-
er for increased salary, benefits or special'privileges.

OK Objective 9. To know the finanOal and legal aspects of employment.

fASKS':

T-1. Using payroll statements, to calculate hourly wages, piece
work rates, percentage.of tiAx deductions, social security de-
cluctions, insurance decluadons, etc. (net and gross) .

1
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fa,

T-2. Using, various scales to calculate overtime and deduct for
, lateness or absenteeism.

.

T-3. To apply' for a social security card and to change names at
- the time oemarriage-or

w a letter requesting SociaPsecurity infOrmation:

Using social security booklets, to read and underline the main
0,

ideas.

T-6. Using social security,.booklets,,- to calculate amounts of money
paid in:anct numbers of quarters needed to be covered by social
security .

y. .
r

.T-7. To understand and be able to complete a W-4 Employee's With-, r
holding Exemption Certificate form.

7-8.. To become familiar with the types" of insurance CoMilionly avail-
, able to .the worker (workman's compensation, disability, major

medical, etc.) .

te,

I.
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,
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