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. Business.and Office “\\Q'
Personal ‘Services ’
Public Services
- 10. -Marine Science T

1,. Agti-businéss and Natusal’ Sciences «

. 12. Communication and Media Lot

13. Consumer and Homemaking Educat on .

’ 14. Manufacturing - o . ‘ R

. .° 15, Environment ST 5 ]
. For éddiriole;information on the cluster con-

+ cept, contact the Office of .Edycation, Washington D. C.
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< the most importadtJdecipione that, an individual
‘makes. In many cases, this decision is made

. of numérous factors. One factor is of necessity. §-
. @ awareness of various careers and occupations.

' signed to assist tommunity college students in’

' These seminars are essentially group careex

-

T

. with commuting students.

counselors and. instructors. They are cordutted ;

INTRODUCTION

e - R ¥ LR
- R kS K ) Co
& e a . ¥y

-

Choosing a career or.occupation is one of

geveral times during one's- lifetime. Wise de- . . =~
cision making regarding career and occupational. . .,
choice is a progess tliat.involves consideration o

v " b

The career awareness mini-seminars are de-.

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

guidance sessions conducted cooperatively by

in a classroom setting and are an integral part . .
of the course offering. = S

' The seminars are designed as a means of .
providing cgreer information services to‘stu- -
dents’ at their convenience rather than requiring °
them to seek out the information. This 15 es- '
pecially important in educational settings ..
where students basically spend _time on campus :
only during their class hours Ssuch, ie”the;caee .

. , , AT S "
This publication is intended as’a guide to
developing and oconducting career awarenesg mini~
geminars. The emphasis is on the community col-" *
lege, but the concept ‘can be used in secondary .
schools: and four-year colleges, or fn any setting
where clients are 4n need of career awareness
services. ‘

‘ 7
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,:‘ GEITING STARTED-
v . R

R ST \ -

. " Getting off on the right foot .ig of prime
importance for the success of tareer awareness
mini-seminars. Proper conduct of the seminars

" requires cooperation’ between counselors and -
instructional faculty members who are tsually
in different.administrative divisiofs and/or :

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

> departmental cooperation. Herein-lies one:of -

the positive aspects of the concept. '

The concéept can'be initiated from any ad-
minigtrative level. The deans of the partici-
pating departments could decide ugon procedural
-  matterg, or this could be racéomplished by the

.. directots or coordinators. Regardless of the '
gtarting point, all, administrators and faculty
personnel- involved should be informed of the
activities and procedural matters.

From this paint, the counselors and instruct-
 ional faculty members begin -the planning of pro-
- cedures for conducting the geminarg. Among the
, ,items to be considered are: -

”
]

- . 1. Number of seminars to be'held.
*,'2. Scheduling of seminars.
"3.‘ Information to be dieeem&nated«(deter-

L e mined via a survey questionnaire admin-
» - - igtered prior to sessions). = ¢

. k) .
_4." Designing the questionnaire (to. be dis~-
‘cugssed later). .

o




5.- Administering_;ﬁeiggesgibnnaire&Lf;

6. Feedback.meehqhisn.

A 5foilow-up3' ' ' K “f v C:'

.

Nnmbet of sessions - )
: Sinoe ‘the seminars are conducted during
'ﬁfEEEIarly gcheduled class sessions, it is im-
-+ portant- that a decisfon be made’ip'the beginning
as to the number of class séssions to be devoted-
' to ctareer awareness activities. The number . of
"class segsions per term is predetefmined, and .
instructors are expeéted | :te have pre-pldnned-.
activities for each session. The inclusion of
career seminars will require restrubturing ‘of
the instructional plans for the courgg. g-'

P
N -

. Length of class sessions should be consia-
ered in deciding orn the number of -sessions to be
vConducted Fox example, a ninety minute. or two
hour class will xequire fewer sepsions than a
fifty minute class. It is suggested that one :
_informational session and one folloy-up .be gched- .
ulédd at tlie onset, with additional sessions L
\scheduled if needed. - |

\'ichednling T L

. For purposes of continuity of presentation, ' l
seminars should be scheduled conkecutively, In
instanhces where this  is not possible, they should
be scheduled as closely together as possibie .

rathet than one at the. beginning and another at:
the end of the term.

. Ky .
, Another fdctor in scheduling the .seminars
is to arrange for presentation to more than one: )
. class at a time. For ‘example, 1if the seminars- ‘;,g‘

, »\'




are being conducted for psychology students: and T
more than one sesslon meets at the same‘fi—e; R —
the classes could he cOmbined. This would re-

. aquire the involvemént of all imstructors teath—~
‘ing psychology at that time period. In planning .
these joint seminars, space must be conside;gd.

* LY

In cases where the same instructor 48 teach-

‘. ing several sessions of the same class but at
‘different times, these sessions could be combined,
This would require scheduling the seminars at a <
time and place convenient for the students in B
+each of the sessiong. This can be difficult, as _
gome students will proﬁably have other classes
‘at hours when the joint: seminars are scheduled
This" procedure is not recommended if the seminar
cannot be held during the hours when ote of the
classges is regulatly scheduled. Changing the

' time to an hour when® classes are not regularly

scheduled decreases the attendance and the
effectiveness. - . '

, .
1 P
[ ! N

. 'Information to be Disseminated . - ’ N\\N '
| ' f . L .
¢« - . The nature and type of information to be
A, 'presented during the seminars shouid be deter~-
\ ¢ mined jointly by the counselors, ingtructors, °
and students involved. Counselors and fnstruct-
«  org,can make the determination on thé.basis of v
|- exﬁerienge, JAnformation available, and que?tions

-

thaf have been posed by students. p

LIS

"

In order to gef student . 1nput, a surve
questionnaire is used. This. instrument is de-
signed to elicit from the students fquestions

. they would dike to have informationi on ‘regarding

F careers and occupations in the ares of discis-
sion. ' Designing and administering the question-
naire will be discussed in SUcceeding sectiOns

f‘ of this_ guide. , . —_—

Q
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-'Addinistering the Questionnaire

< The questionnaire should be administered -
. far enough in advance of the seminar so. that v
sufficient data can be collected and analyzed.
A maximum of one week is.Sufficient time'to do
this . s : .o :

-
‘ -
-

 The questionnaire’ can be administered- by?“' g
‘ the classroom instructor. The completed, ques~
"tionnaire is tlien forwarded to''the individual
responsible for collecting the data; this is.. = *
usually the counselor. ° o o,

Eeedback’and Follow-up

. “ ‘ \ 3
To determine the effectiveness of the
“seminars and to obtain data for future seminars,
provisions for feedback should be made. Any of '
' geveral .teclinfques can be employed. Some sug-, ,
gestions include:-.a) providing students with a -
. seminar evaluation form. to'be cotipleted after '
each seminar, b) requiting students in-®mposition .,
kype clasges to write a. short .papér (one page) - .
. - expressing their perceptions of the experience,,~ cw
: or c) eliciting verbal responses. e

[
. - . ’

Proeeduree for follow-up are essential tp
reepond to®questions or areas of contern not . .
dealtywith during the first seminar. The follow-
v _"up sessions are'planned in much the same manner *-
+ . " as, the -regular segsions. v . .

. . o
\ . . . ] ' . to




;ﬁ;:~'4‘ . STEP II

. i DEVELOPINGQTHE SURVEY INSTRUMENT i
: - L . e : y o e
. o , . . [T {

. . . o

' Thée intent here is to’ construct a concise,,
.,bit comprehensive, instrument for gathering in-
formati¢n. Because the instrument is crucial
in obtaining degired data, care-must be taken
in its development. It is essential that par- ‘ e
. ticipating faculty members be involved in the _ - '
"development of the - -dnstkument to assure the An~
clusion of pertinent questions. . ;
- Sihce the ultimate objective is to design ¢
" an instrument that will elicit responses from S
gtudents regarding théir needs for career aware- o
ness information, simplicity and comprehensive-
. ness are vital factors to be considered..
The following queations are presented as .
examples of the types of items that can be in-
cluded on the survey instrument.

Qe

’ -

. 1. Are you planning a major in this subject
: ‘area or a related area? . .
€ ~ "t
2. Are you planning a minor in this or a
related area? , _ T ‘
3. - Is there a branch of this area in which
' you are eepecially interested? i R

drea?l . g

~. 5, ;What occupation(s) are you interested in, .
Y . and do  you think this course 15 relatpd? |

1-. . 1:2 ' : P %# ]




AD@INISTERING THE SURVE! INSTRUMENT - '

oy L "_ L reoos =T e
N -7 " This procedure can be’catried out by’ the
.~ rcounselor of .instructor. For expediency, the h
s ’-instructor should- administer the quéstionnaire -
', .« during a.regular class session prior to-the K «

X conduct of the seminaf’. Administration by the -
o 1nstnuctor ‘requires that the instructor be ' <
thoroughlyﬂfamiliar ‘with the instrument in ¢ . - B

e order’to respond to questions sf‘ﬂhnts ‘may have" a. -

%
5

Az L.

\The counselor may also adm1nister the
, instrument if this is deemed .desirable. There -
_ & - are certain advantages ‘to this procedure in
. . . that the ¢ounselor’ is usually the persoh who
' " compiles, researches, and presents the informa-

s

ffyrr ) tionr S “ v»v )

. Stddents should be.encouraged to, be'ﬂElib— .
L erate and- thorough in résponding to the ques="-~ '
tﬁ\*j vtionnadre in that ﬁhe information researched and
R -'presénted will be determined by the1r responses. » »

i The 1ength of time necessary to adm&nister
% the ‘questionnaire is determined by the design .
~~  of the instrumeént. A portion 'of one class peri~-, ..
od should be sufficient. 'Upon’ completion of the
L. 8 ,‘vquestionnaire, students should be encourageéed tog o
. * make. any verbal responses regarding additional e
» . 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 be helpful in
- revising the instrument- for future use.

<

o

]
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STEP IV

- A
RESEARCHING AND COMPILING THE DATA
2

A comprehensive library of career and occu-
pational information can be most useful in re-
se{rching the data. If one does not presently
exist, this is a good starting point 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 from companies that -
prepare various kits and libraries of information.
Information from these companies can be somewhat
costly but worth t:h%L exienditure, '

Attempting to find the desired information
can be time-consuming but nevertheless productive.
The most imporfant aspect here is to rely apon
sources that can provide the most relevant data.

o

Standard .references such as the Dictionary !
of Occupational Titles (D.0.T.), the Occupational
Outlook Handbook (0.0.H.), the Occupational Out-

. look Quarterly (0.0.Q.), and the Encyclopedid of
! Careers vol. Il can be valuable, Im -addition to’
the information contained in these publications,
mahy list sources of additional information.

Local placement information from nearby
- college or university placement centers is valu-
able. Information on employment trends in the
local area can be obtained as well as more gen- -
eral information.

: The Employmgnt Security Commission is another
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ource of information. It has- been my - _experience; —«
-however, that the information obtained from this

source 1is usualf& very -general in nature and _ -

deals mainly with employment and unemployment

data rather than occupational outlook.

Y

Although data research is_listed as Step IV
~ in the process, géneral information collection
* .should begin during 'the initial planning stage.
,This is especially important if the institution
o does not already-have the information availabler
As the information is collected and"—galyzed
‘it should be filed ‘for future use.” The filing
system should be such that it is assessable for
student use and/or’ distribution if copying facid- .
itdes are available. :

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

N This . is a significant siep because quite

.- frequently there are very diverse career interests

© dnd questions voiced by the students. Codes or

. other abbreviated devices may be developed to
fa Minclude the quantity of material researched, Hand—
L ”0uts which include an overview of the many career ©
“ideas expressed, degree levels required, sources’

. of information, career groupings, etc. ;can be .
Co= developed to cover considerable informatiqn quickly.

. . ae
e X . ) A . P .




. . STER Y

THE 's'm_x;x»_rAR EXPERTENCE

. The seminar is the culmination of al!lthe
jplanning and data efforts to that point. The
@ffectiveness of the seminar is dependeit to a

" great extent - upon how well previous steps have
been® carried out. :
, To begin Fhe seminar, it is helpful to re-
view what hasﬂtranspired to date in terms of B
the survey and data collection. An overview of:
‘the field oﬁ’discussion .should be presented
, . early in the presentation% -The overview should
" include definitive information and areas,of
specjalijzation within the broad category. :
exagple, 1if the gseminar is on careers and/ory}y
- oc pations in psychology, a beginning point .-
: would be a definition of ppychology and” psy—’
. cholegists, followed by a )listing of the ‘branch-
- es of psychongy- NS
I
B From)this point: the semdriar would proceed
“according to. the information ‘requested by the
! gtudents via the survey instrument.._ The dis- .
cussion should include more specific information -
!t"on career groupings, mgst common career patterns,
4 educational requirements, job outlook, sources
of mployment ‘methods of entry, earnings, con~-
. ditions of work, etc. : (/ -f

Generally speaking, the seminar should be
.. comnstructed so that information is presented
) from the general\to the specific.

Following the presentation, time should be

‘alloted for open discussion and questions. A
" handout summarizing the discussion can be useful.

;. " N '»1I6‘ ) . ‘

.




: -7, s ,
- The handout: should include soﬁ;cesof additional =~
| information. Students should be_encouraged to
- . do furtlier career exploration and to work with
” theilr counselor regarding questions and uncertain-

ty regarding career choice. Db e

L

) - The seminar presentation can be as elabdrate
" or as simple as -preparation and presentation‘ -
time permit. Overhead transparencies, charts,
.and audio visuals make the presentation more -
informative. However, if .time and’ materials do/
not permit, a weil—planned lecture presentation

52;; will suffice.'_ n R N

"“‘“mn,a he intent of the seminar is net t6 assu‘:e
L studéﬁts that they will have sufficient skills
X or knowdgdge to choose a career because of the
. seminar experience, but rather to provide -in-
;ﬁormation to students that will act as a céta—
lyst for further exploration. - o
EET C 1

" : : -




" STEP VI L ea

FEEDBACK : o

An experience such as the career awareness
' mini-seminar wartarts an evaluative coppoment.
_The individual and collective student opinion is
obviously the ‘single most: important measure of
the value this concept provides. By being mindful -
of the effect the presentation and subsequent;
drggyssion has produced, one can objectively -and
validly assess the impact of' this service,’ Ihis
. feedback can also be regarded as a yardstick by
which,student personnelweffectiveness .can be |,
. viewed as it rz}ates to the accountability of
-tdme and how méaningful the.department is to the’
student boﬂy, faculty, and institution as a whole;

-

The feedb&ék;can serve to aid in mo@ifying
the’ presentation tﬁfﬁettEfpsuit the. needs of
scertain students. ’ , - A ’ff

L Feedback can be obtained in‘a variety of -
't Ways. ~A form can be .developed by the counselor
or instructor “to obtain evaluative information,
or students. can be instxucted’ to. write a short
.essay describing thedr opinions regarding the 3
experience.

Ed ) 0

Py

- The latter is especially appropriate in
classes that require compositiOn writing as part
of the reqhirements -of the.class.

’ Verbal ‘feedback 1is also a viable means of
e assessing the galue of the experience.

R
P
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* CONCLUSION

The most unique/aspect 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
assistance, for whatever reason. They do not
frequent the career information center or seek
information from counselors or other helpful
individuals$. Taking the informational services'
to them ‘in 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 th& academic with the
practical.

2.- 1t provides a catalyst for greater
teamwork between instructional faculty
and counselors.
¢ R = \
3. 1t contributes to ther effectiveness
of instruction. c : *
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.~ The most unique aspect of these seminars is
that they are conducted in a regular classroom
gdetting. One of. the major problems in providing
career information is reaching the clients.
Experience has shown that many students in need

. of career uwareness information do not seek
assigtance, for whatever reason. They do not
frequent the career information center or seek

" {nformation from counselors or othéer helpful , :
individuals. Taking the informational services v,
to them ‘; the classroom, where, they would or- g
dinarily e, alleviates {his problem. '

-
Conddcting the seminars in the classroom—
as part of thé course offering has other adwan-
tages.
1. It combines thé academic with the
practical. . S “
2. Y1t provides a catalyst for greater
;teamwork.between instructional faculty

and counselors._ ' B}

‘ 3. Ittcontributes to theveffectiveness
‘ of instruction. C T
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