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CoVer Design
, .

The illustrations on the front_co er are:sym-
bol:0 of the fifteen (15) occupational c peters de-.
veloped by the Office of Education. Th 'cldster-
concept is an ,effort to abandon'breaking-dmin school°
curriculums into "vocational," "general;' and "61-
jegepreparitory" in favor .of corecurric lams cov-:
eringvfib clustdrs. 0, 4

T'e symbols represent, the followingjo 61usters:

L. Marketing and Distribution

.2., Fine A(Kts and Humanitkes

3. Health'
Hospital and Rec'rea'tion ..

5.. ConStruction 0

6... Transportation
'7. Business,and Office

Personal 'Services

9. Public .Services

10. Marine ,science

1],. Agti-Tbusiness and Natural 'Sciences

12. Communication and Media

13. Consumer and Homeingking Educat on .

14. Manufacturing ' ,
Environm nt

%

ri
"pro

. For gddiiio information on the cluster con-

cept, contact the. )ffice Of,Education, Washington D.C.
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INTRODUCTION

,

Choosing a career or occupation is one of

the most important,decisions that, an individual

makes. In many cases, this decision is made

several times during one'slifetime. Wisede-
cision making regarding career and occupational

choice is a process that.inyolves consideration

of numerous factors. One factor is of necessity, e:

an awareness of various careers and occupations.

The career awareness mini-seminars are de-.

signed to assist Community college studeftts in'

gaining awareness of various careers and occupa-
tions associated with the courses they'are taking.

These seminars are essentially group career '

,guidance sessions conducted cooperatively by

counselors and instructors. They are coddutted

in a classroom setting and are an integral part.

Of the course offering.
.

The seminars are designed as a means of ,

providing career information services to'stu-
dentd at their convenience rather than requiridg
them to seek out the information. This is es-

pecially important in educational settings
where students basically spend,t1me on campus
only during their class hours -)such labthe"case

with commuting students.

This publication isintended asa guide to
developing and conducting career awareness

seminars. The emphasis is on the community col-'

lege, but the concept can be used in secondar
schoolsand four-year colleges, or to any setting

where clients are'4n need of career awareness '

services.
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STEP I
.

GETTING STARTED

Getting off on the right foot As of prime

importance for the success of Career ,awareness

mini- seminars.. Proper conduct of the seminars
requirss.-cooperation'between counselors and
instructional faculty members who are.lisually

in different_admAtistrative divisiots and/or.

. departments. This, in,effect,requires inter-

departmental coopetation. Herein.licaoneof
the positive aspects of theconcept.

,

The concept can:be
0

initiated from any ad-

. mitistrative level. The deans of the ..partici-

pating departmdfits could decide uRon procedukal

matters, or this could be:acdomplished try the

directots or coordinators. Regardless of the-

starting point, all administrators and faculty
personnel. involved should be informed of the

activities and procedural matters.

Fri* this 'pint, the counselors and instruct-

ional faculty members begin .the planning of pro-

ceduies for conducting the seminars. Among the

items to be considered are:

.0balmo.

1. Number of seminars to be'held.

, 2. Scheduling of seminars.

.3. Information to be disseminated (deter-
mined" via a survey questionnaire admin-
istered prior to sessions).

4. Designing the questionnaire (to.be dis-
'cussed later),_



;

5. AdminiStering_thequestionnaire:I.

6. Feedback.pechahiaM.

7. ,'FolloW-up:
,

.

Number of sessions,

Since the seminars are cbnducted during
scheduleciclass sessions, im-

portant-that a decisi/on be made'in'the beginning
as to the number of class sessions to be deVoted
to career awareness activities. The, number.of'

'class,pessionsper term is predetetthined, and ,''
instructors are.expe6tedo have pre-planned,,..

eactivities for each session. The inclusion of
career seminars will require restretturing,of
the instructional planslor ihe cour. '

,,

Length of class sessions shbuld be consid-
ered in deciding on the number of:sessions tojte
conducted. .Folt example, a ninetyMinuteor two
hour class will require ,fewer seattiona than a
fifty minute class. .1t,id suggested that one
,informational session an one follow-up.be sched-
\eldd at the onset, with additional sessions
scheduled if needed.

chedulin

For purposes of continuity of preSentation,
st.

_seminars should be scheduled consecutively, In

instances where thid'is not possible, they should'
be scheduled as closely together as possible .

rathef than one at,the.beginning and another at-
the:end of the tern.

, Another fdctor in scheduling the.seminara
is to arrange for presptation to more than one-

. class at a time. For`example, if the 'seminars.

1 ,

e.;



are being conducted for psychology students and ,

more than one -session meetd the same time,

the classes could be combined. This would re-
.4,quite the invOlvement of all instructors tea6h7

fug psychology at that time period. In planning.
these joint seminars, space must be consided.

, .

In cases where the same instruCtoris. teaeh-
ing several sessions of the same class but at
-different times, thes'e sessions could be Combined.-

Thid would require scheduling the seminars at a
time and place convenient for the students in
each of the sessions. This can be difficult, as

some students will probstply have other classes

at hours when the jointseminars are scheduled.

This procedure is not recommended if the seminar
cannot be held during the hours when one of the

classes is regulatly scheduled. Changing the

time to an hour when'classepi,are not regularly
scheduled decreases the attendance end the

etfectiveness. .

Information to be Disseminated.

,
.

I.,

, The nature and type of information to be

\
'presented 'during the seminars should be deter,-

rt mined jointly by the counselors, instructors,
and students involved. Counselors and instruct-

o;s.can intake the determination on the.basis'of '

exkrienCe, Olormation available, and que tions
that have been posed by 'students. '.

f5

In order to gef.student.inpUt, a surVey
questionnaire is used. 'J is. is de-

signed to elicit from the students .questions
they'wouid like to have informatio* on'regading
cateers and occupations in the ared?of discus-

sion. Designing and administering the question-
n4ire. will be discuSsed in .succeeding sections

of this, guile. ' - ..

3
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,Adginistering the. uestionnaire .

- The questionnairb should be adMinistered
far enough in advance of the seminar so that'
sufficient data can be collected and analyzed.
A.maxiium of one week is.aufficient..time to do
this. *.

The questionnaire' can be administered-by
the clasgroom instructor. The completed,ques?

'tionnaire is tgen forwarded to-"the individual
responsible for collecting the data; this
usually the counselor.

Feedback and Follow-up
1

To determine the effectiveness of the
'seminars and to obtain data for.futuie seminars,
provisions for feedback shouldbe made. Any of

several .techniques can be employed. Some sug-,

gestions include4..a) providing students with a
seminar evaluation fort. to-be cOMpleted pf ter

each seminar; b) requiting students in-aimposition %

(typb claspes.to write a.shott.papdr (one page)
expressing their pprceptions of the, experience,.,

or c) eliciting verbal' responses.

>*-7,1rjoCedures for follow-up are essential tp
respond tdoquestions or areas of concern not
dealt/with during the first seminar. The follow-
'up sessions are'planned in much the samemanner !c.

as,the'regular sessions.

4



STEP II

DENTELOPING"THE SURVEX INSTRUMENT

The intent here is'to:construct a concise,:

...but comprehensive, instrument for gathering in-

formati9n. Because the 'instrument is crucial.,

in obtaining desired data, care-must be taken

in its development. It is essential that par-

ticipating involved in the
develoOment okpthe-insttUment to assure the -in-

clusion of pertinent questions.
. .

Si6e the ultiMSte objective is to design
an instrument that will elicit responses from
students regarding their needs for career aware-

ness information, simplicity and comprehensive -

ness are vital faCtors to be considered.;

The following questions are ptedented as
examples of the types of items that can be in-

cluded on the survey instruMent.

1. Are you planning a major in this subject
area or a related area?

2: Are you planning a minor in this or a

related area?

3. *Is there a_branch of thiS area in which

yoU. are especially interested?

-4. What kind of information would you n ed
in order to decide on a career in th s

area? .

5. What occupation(s) are you interested in,
and do you think this course ie relat d?

1.2

5
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STEt. III

ADMINISTERING THE SURVEY INSTRUMENT

a

This procedure can becarried out by'the
7q0nselor of AnstructOr. For expedienty, the
instrUctorshould-administer the qUastionnaire
during a. regular classTsassion prior to the .

conduct of the Administration;by the
-

insttUctorrequires that the inStruttor be
thoroughly,familiar-with the instrument in
orderto respond to questions WrOent,smay Have..

,,,The counselor may alsO administer the
instrument if thib is deemed.desirable. There
are. certain advanthges to this prOcedUre in
that the tounselor'is usually the person who
compiles,. researches, and presents the informs-
tion

b.

- L
Sttildents should beencouraged to beTelib-

erste and-thorough in responding to the ques-.-.:

tionnalre in that the information researched and
presented will be determined by their responses.

,

The length of time necessary to addinister
the questionnaire is determined ,by the design
of the instrument. A portion,'of one clasS

od should be sufficient. Upon' completiofrof the'

, questionnaire, students should be encouraged to
'make Any verbal respoOsep regarding additional
information they would like to have. which is not
covered on the survey instrument. These comments
should be recorded and that information provided.
Also, these verbal comments can behelpful in
revising the instrUmentfor future use.

o
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STEP IV

A

RESEARCHING AND COMPILING THE DATA

A comprehensive library of career and occu-
pational information can,be most useful in re-

sekching the data. If one does not presently
exist, this is a good starting paint for develop-

ing one.

Sources of information are varied. Much of

the information can be obtained free of charge
from various professional organizations and
college and university placement centers. Other

information can be obtained frdm companies that
prepare various kits and libraries of information.
Information from these companies, can be somewhat

costly but worth tikexienditurei
O

Attempting to find the desired information

can be time-consuming but nevertheless. productive.

the most important aspect here is to rely upon

sources that can provide the most relevant data.

Standard-references such as the Dictionary

of Occupational Titles (D.O.T.), the OCcupational

Outlook Handbook (O.O.H.), the Occupational OUt-

.
look Quarterly (O.O.Q.), and the Encyclopedia' of

Careers Vol. II can be valuable, In addition to

'the information contained in these publications,
many list sources of additional information.

Local gacement information from nearby

college or university placement centers is valu-

able. Information on employment trends in the

local area can be obtainedas well as more gen-

eral information.

The Employm9pt Security Commission is another
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Tssource_of.information- ItlhasTbeen mTexperienceu --

- however, that the inforMation obtained from this
source is usually very general in.nature and
deals mainly with employment and unemployment*:
data rather than occupational-Outlook.

Although data research isjisted as Step pf
in the process, general information ColleCtion
,should begin during 'the initial planning stage.
This is especially important if the institution
dOes not Already-have the information aVailabIer

As the information is collected anCanalyzed,
it should be filed for future use. .:The filing
system should be such that it is assessable for
Student 'use and/ordistribution if dotYing faCia-.
ities are availablei;

After-Carefully researching the necessary
information, it is important to organize and
arrange the ,data so that it can be presented
effectively and efficiently.

This is a significant Otep)ecause quite
frequently there are very diVerse career interests
Sfici qtiestiods voiced by the students. Codes or
other abbrtviated devices may be developed to
include the quantity of material researched. ,Hand

q' outs which include an overview of the many Career.
lAeas expressed, degree levels required, sources'
of information, career groupings, etc.!can'be
developed to, cover considerable inforMation quickly.

i
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STEP V-

THE SEMINAR EXPERIENCE

The seminar is the culmination of allfthe,

,planning and data ifforts to that point. The

'effectiveness of he seminar is dependeht to a

great extent upon'how well previous steps have

been' carried out.

TO begin pe seminar",.it is helpful to re-
view what tics; transpired to date in terms of

the survey and data collection. An overview of

the field of discussion should be presented
early in the presentalionl The oierview should.:

inclu definitive information and areas;of

spec alization within the broad category. Fo

exa le, if the seminar on careers andio

tic upations in Psychology, a beginning point

w uld/be a definition of psychology and-p6y-
chologiets, followed by-a-Jibting of the branch-

.. es Of psychOlogY,
^4

.11 Fromthis point the setinsr would proceed
;according to,the information requested by the
students via the survey instrument._ The dis-'

cussion shoup include more specific information

on career groupings, mgst common career patterns,

educatio al requirements, job-outlook, sources
'of ployment,methods of entry, earnings, con-

.
ditiens of work, ete. (/

Generally speaking, the seminar should be
constructed so that intormation is presented
from the general, to the specific.

Following the presentation; time should 6e

,ailoted for open'discussion and questions. A
handout summarizing the discussion can be useful.



..4...c/iThe handout should include so rces of additional

information. Students should e,encouraged to
do further career exploration and to worklwith
their counselor regarding questions and uncertain-
ty'regarding career choice.

The seminar presentation can be as elaborate
or as simple as-preparation and presentatio&
time permit. Overhead transparencies; charts,
and audio visuals make the presentation more
inforMative. However, if,time-and"materials do/
not permit, a well-planned lecture presentation,

444,- will-Suffice.
"1k

/
` he intent of the seminar is not to assure

studAts that they Will have sufficient skills
or knowkedge to choose a career because of the
seminar experience, but rather to-provide-in-

. Ilformation to students that will act as a Cata-
..lyst for further:exploration.

, .

17



STEP VI

FEEDBACK

,

An experience such as the cateer awareness.

mini-seminar wartartts an evaluative component.
The individual and collective student opinioft is

obviousbi- the single most-importafitmeasure of
the value this concept provides By being mindful

of the effect the presentation andSubsequentj
disclission has proditce4 one can objectively and

validly assess the impact Of.this service, This

feedback can algo be regarded as a yardstick by

whidh,student personnel4effectiveness.can'be
vieweil,as it.relatesto'the accountability of

.time and .how meaningful the.departmentis to the

stiidentAxidy, faculty, and institutibn as a wholes

The Peedviw can to aid in modifying

4thepresentatiOn tbgettersat the. needs of

,certain Students.: /

Feedback an be :obtained in 4a variety .of

ways..A fort can be developecr.by the counselor
Or:ihstructor'to obtaib evaluative information,
or students. can be instructedto.write a short

.essay desdribing their opinions regarding the /

experience.

The latter is especially appropriate in

classes that requirecompositien writing as part

of the requirements of the,olass.

Verbal feedback Is also,a viable means of

assesSing.the Nalue of the. experience.

' 0
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CONCL1JSION

The most uniquecaspect of these seminars is
that they are conducted in a regular classroom

setting. One of the major problems in providing'
career information is reaching the clients.
Experience has shown that many students in need.
of career awareness information do not seek
assisiance, for whatever reason., They do not
frequent the career information center or seek
information from counselors or other helpful
individual'. Taking the informational services,
to themin the classroom, where they would or-
dinarily be, alleviates this problem.

-Conducting the seminars in the classroom
as part of the course offering has other advan-
tages.

1. It combines the academic with, the
practical.

2; It provides a catalyst for greater
teamwork between instructional faculty

and counseiorS.

3. It contributes to the,effectiveness
of instruction.

13
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individuals. Taking the informational services
to them tr; the Classroom,where.they would or"-
dinarilybe, alleviates eis problem.

Conddcting the seminars in the classroom-.
as part of thd course offering has other advan-

tages.

1. It combines thd academic with the
:practical.

2. 'It provides a catalyst fof greater
teamwork .between instructional faculty

and counselors.

3. It,contributes to the,effectiveness
of instruction.
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