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FOREWORD -

f/pirr)'/rm of Narkeuny Seryces Lareers is g Distnibutive
Coucatsn offering snich s desizned as a semester unit of
instraction at the middle or junior migh school level. It repre-
serts the second phase of a comprehensive pre- vocationd!
career Lrogram. '

This course 1s one of the elective roursesxm Distributive Edu-
cation designed as a foilow-up to, “Orientatior to Mametmg
Careers.” it provides (he student with an opnortunity to ex-
plore in‘greater depth. the varied career opportunities avail-
able within marketing service industnes.

In thns offerm,, the studeritis made aware of the broad field of
marketing activitiees and the careers available tohim withinthe
various marketing service institutions. He “as an opportunity,
to expenence, the tasks performed by marketers througl

“hands-on dct\v_lty projects.

.- .

Thus curncutum cuide 1s divided into two major sections: The
Teacher's Guide Section and tae Student Materials Section,

The Teachar's Guide Section is cormnposed of twelve units. The
ti o) eleven umits cover the content of the course. The twelfth
Lt called SPECIAL ACTIVITIES contains materials which
may be used throughout the course.

Each of the eleven umits for the teacher is separated intothree -
ArE S - . T s

.

UNIT OVERVIEW:
EVALUATION KEYS

- LEARNING ACTIVITIES
Fach it overview includes: a competency statement, per-
tormance objectives, concepts developed. suggested equip-
ment. recommended materiafe, consumable supphes needed,
and special resources. :

The evaluation keys which follow the umt overview refiect the
answers to the Scene and Survey Evaluation Instruments
found 1n the Student Materials Section.

The Learning Activities area of each umit contains group and
individual learning activities for each performance objective,
as ~ell as spetial media applamble to each objective and its
set of tearnmmg acteaties

. pIOMDAO}




The student matenals section is composed of three areas in
the following order: N

STUBENT HANDOUTS:
EVALUATION INSTRUMENTS
SPECIAL RESOURCES

At the completion of this Exploration of Marketing Services
Carecrs offering. it is anticipated that the student will:
. demonstrate an awareness of the major marketing ac-’
twvities and the vast number of opportunities available
to um within the broad field of marketing services

_re'ate the importance of marketing in the economy and
the value of .he tasks performed within the marketing
service occupations .

_reflect an ungerstanding of the rolz marketing service’
personnel play in the distribution of goods and services
from the producer to the consumer or business user

_display an awareness of career development patterns -
from entry level to th%:management/specialist tavel of
occupations in marketing service institutions; identify
\nitial career goals and dmies and assess them accord-
ing to careers in marke: ‘g service industries -

) b
 exhibit a better understanding of his self-identity and
the role he may assume In society.
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INTRODUCTION - © o,

This Exploration of Marketing Service Careers guide has been developed around
fourteen types of marketing service industries. Most of these areas have been handted
in a separate unit. A few have been grouped together._ o

The first unit is intended to give the student an overall view and understanding of
‘the channels of distribution and the major marketing functions which occur throughb-
out the channelsin all kinds of businesses and industries, including marketing service
retitutions. In addition the first unit, *“Making It In Marketing Services,’’ describes
fourteen types of marketing service businesses and ~elates how the eight major
marketing functions are.performed by personnel within ali of them.

~ Within each Unit Overview of the teacher's guide section, you wiil find the following
components in this designated order: ° :

TEACHER'S GUIDE SECTION

Within each Unit Overview of the teach:et’s guide section, you will fina the
following components in this designated crder:

-—

gv

Competency--an overali statement of what the student i expected to attain,
Performance Objec tives-—specific steps which che stﬁdent should accomplish
in the sequential order that he should perform them. For example, the first
objective will indicate the beginning or knowledge level at which he should
demonstrate proficiency be ore coritinuing to a higher level indicated by the
sacond objective. ‘ " .

Concepts—an overview of the major ideas or content that is suggested for that
unit. These have been identifiec in the order which would most likely be used to
efficiently-cover the learning unit.

Equipment—-suggested a"u‘déo-visual 2quipment or furniture to be used with the
1.arning activities of that unit. '

Materials—recornmended audio-visyal and print.d resources which are con-
gruent with the unit and which have been reviewed by distributive educators to
ascertain their value for the given unit. : :

Supplies —consumable items which are basic to the effective development of
the suggested learning activities in the unit.

Special Resources-—<ther recommencied resources which would be helpful, if
available or possible, including commercial games, field trips, and speakers.
Special Student Handecuts contained within the guide are also identified here
by nwumbers.

-
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Following each unit overview are.the Evaluation Keys which contain answers for
both the pretest (Scene) and post-test (Survey) evaluation insttuyments in the unit.

The Learning Activities suggested inciude graup and’individuak learning experi-
" ences and projects presented in the order in,which they should be used according to
the objectives. The group ana individual activities especially designed-for the begin- .
ning level of iearning stated irrthe first objective are placed at the beginning of the .

activities area. Group and individual activities corresponding to the next level of

iearning indicated by the second objective would follow, and so on.

Special Media includes recommended audio-visual materials, printed resources,
and commercial games which would enhance student interest and understanding.
These are materials reviewed andior used by Pre-Vocatiorial Distributive Education
teachers. A ' . ‘

The Special Activities unit provides guidelines and forms which may help the
teacher develop and implement special events of activities for greater effectivenessin
teaching students in the middie grades. These may be used throughout the Course.

s .
o~

STUDENT MATERIALS SECTION .o

The°student materials section of the Exploration of Marketing Services Careers
guide includesthree divisions: student handouts; evaluationinstruments, and special
resources. ( *

1. Student Handouts — infarmation sheets, special activities, student piojects

numbered in the order suggested in the learning activities area of the teacher's
guide section and which are designed for easy duplication.

2. Evaluation Instrumerits — measurement items to ascertain the student’s com-
petencies before he begins a unit and evaluate his performance following “he.
completion of the learning activities. Each pretest and post-test evaluation |
instrument of @ unit contains a test item designed to evaluate the level of
learning sffecified by each pérformance objective.

The eva..ation instruments have becn given- names other than pretests or’

post-tests to assist the teac.her in creating a positive atmosptere for measure- °

ment of the studeit's ability and progress. The pre-test instruments are called

[

Scenes.. Depending upon thie unit, it may be e.titled. “The Lodging Scene,”

“The Insurance Sgene,” or “The Transportation Scene."”
The post;test evaluation instrument is called the Survey. Like the scenes, each
unit has an evaluation instrument identified by a ciue term and the word
“survey."” Some examples of these include, “The Real Estate Survey,” “The
Banking Survey,’-and “The Recreation Survey." .
. Each pretest Scene or post-test Survey has exactly the same number of test ifems
“as there are objectivas for the particular unit. If the Unit has two objectives,
“then the scene and Sufvey for the unit wilf each have two test items. The test .
items are numbered to correspond with: the other of the stated objectives and
. the learning activities. Thus, the first item on both the Scene afd Survey
evaluation instruments wili assess the student's learning level according to the
first objective of that unit. Likewise, the second test item will correspond to the
second objective and the third test item wouid match the third objective of that
unit. ) ; ’

X oo v
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3. Speciat Resources — audio-visual materials. resource publications, commer-
*cial games. and orgarizations which may be" helpful.in teaching Exploration of
*NarketingServices Careers. All of these have not been suggested within the
teacher’s guide section. Some resources are mcluded that may be appropriate,
_ buthave not been reviewed to aseertain their relativity to this offering. It should
be noted that there are many other materials which':haveobeen specifically
omitted because they are not appropriate for this learning level or they are not
acceptable for the marketing information content for marketing services.

The Audio-Visual Materials include 16mm films. filmstrips, slides. tapes, re-
cords. and transparencies. Films are identified as in color or black and white.
Filmstrips are classified according to sound and color. If a filmstrip is in color,
. the word colgr’wili fol‘lovy'the filmstrip-title. Otherwise, itisin black and white. If
the word sound doés not follow the filmstrip title, the filmstrip is silent. Tapes
. are 1dentified.as reel or cafsette. All slides are-in cotor.
All of the Audio-Visual Materials are arranged in alphabetical order according to
_the material’s title. Pertinent information about the material follows, as well as
o the resource name: If the title includes a series of materials, such as tdpes or
" &lides; specific individual titles are printed on-succeeding pages under the
" resource’s name, All audio-visual resources’ names and addresses follow the
materials listing for each reference.

The Resource Publications include pamphlets, booklets, career briefs, comic
books, books, and reference volur.es. The title of a publication is listed in
alphabetical order, followed by its publisher. If the publication is a series of
units or briefs, a'detailed list of specific titles follows the alphabetical listing.
Thase publications with detailed listings have been identified with an asterisk*
after the resources name. '

v The specific listings will be found on a succeeding page under the resourcg’s
name. Those alphabetical listings with the asterisks which have detailed list-
ings on succeeding pages have the resource's address printed on that page
rather than within the general alphabatical list.: .

Certain Commercial Games have been reviewed and used by teachers wi\th their

Pre-Vocational Distributive Education students. Some of these have been rec-

ommended under Special Resources in each unit overview. A cecmprehensive

. list of these has been included directly behind the Resource pu blications list.
In addition, some Resource Organizations and Agencies including professiona?,
business, and educational organizations have been identified with names and
addresses to assist in the location of additional new materials. These have heen
listed in alphabetical order for easy reference: v

it is not expected that every teacher will use all of the suggested learning activities
and materials contained in this guide. Some course offerings are scheduled for twelve
we eks: others continue for a semester. Class periods extend for different lengths of
time. A teacher will developactivities and materials to better meet the needs of his/her
students. s ' :

v
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it is moped that this curnicuium guide 4ill provide direction and assistarice o the
teacher. In acddition, the teacherns encouraged to cover at least part of eact) unit. so
that each student—wHfdevelop an awareness of careers in all markeling service
“industries. Major concepts, sets of fearming activities, as welk as a pre-test ard
post-test item for each gbjective have been incorporated intoeach unittoassistinthis -
task. . . -

A teacher may decide tu cover only a portion of a unit. In this case. he would work
vith the student onthe information and materials corresponding to the first objective
of that unit since this is-the beginning for knowv:ledge level. The first objective, its
learning activities, and its test items must be covered before a student progresseSio -
the second obrective and its materials. Likewse, objectives.one and two musl be
satisfied beforé a student attempts the Iaar-h/l‘ng activities and evaluation items cor-
responding to objective three. <o .-

. One cr more of the learning activities for an obiective may be uses. The group
activities are specifically desigrred for a number of sfudeants. Ihe individual activities,
however. may be used with an entire class cf students working independently or with
‘one Mdividual student on his own. Thus, a teacher might select onk group and one
indsvidual activity to use with a class of students. :
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Ve
" MAKING IT IN MARKETING SERVICES -
T2 o '
~“Competency PR _

Understanding of the major marketing funct‘ionsih‘vt‘)lved inall types of service industries and
the roles which marketers play in service industries for the distribution of goods and services
from the proﬁucer to the consumer'_ or user. ' "

)

_Objectives X . S
1. Without assistance. the stadent will identify the major components in the channels of

distrsbution‘_‘and arrange them in the- correct order to show the most frequently-us
channel with 80°, accuracy. (knowledge)

o

Given fifteen descriptions of marketing terms including'the eight major yhar ting func-

tions, the student will supply the appropriate term for eash descriptio \with 80°% accu-

racy. (Knowledge) .
3. Given ten categories of service ind ustries and ten examples of service businesses, the
student will match the examples to the categories of service industries with 80°% accu-
racy. (Comprehension) _
4. Giventen marketing situations in service incustries, the student will indicate the major
marketing function invoivad in each situation with 80°: accuracy.

2

Concepts
1. All goods must first be produced. A procducer may be an extractor (farming. tishing.
miming). a converter (0l iron, sugar), or a manufacturer (cars. appliances. furniture).

N

A consumer is one who purchases goods and services for his use. not for resale to others.
= consumer may be an individual. organization, business. or industry.
L]

3. Sinceitis not usually practical for an individual consumer to purchase products directly
franvits producer, he generally pur. 1ases his goods from a retaifer or wholesaler.

":»

& retailer is ¢ business which sells 37 Js anywhere to the individual consumer. Retailers
may buy thair goods to resell direct!y from the prodicer. from a2 wholesaler, or from a
special agent or assemoier.

5. Whaiesalers distribute merchandise between producers and businesses who purchase
anads for resale or for business use. The wholesaler serves retail and wholesale mer-
chants wha resell mérchandise. aswelias :ndustrial. institutional. and commercial users

N Aho use the zoods for business operation.

6 Somatimes anagen: or assamibler reprasents severai producers in getting products from
the :‘red:;cers to tha whoiesa’ers ant retailers,

~

eil 23 tp consumers.
' sell services that are needad

o - | 13 -
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The various ways in which products are distributed from the producers to the consumers
are known as the channels of distribution. Tiie most frequently used channel is:

- -
“

Producer . Wholesaler Retailer
Service Industries  Consumer

Goods flow from the producer-to the wholesaler, the wholesaler to the retailer, and the
retailer to the consumer. Marketing services are invotved throughout the distribution

_process.

Marketing includes all the activities involved in acguiring and distributing goods and
services for production, processing. business use, of personal consumption.

Distribution includes all the marketing activities which occur in t,.e.merchandising and
supplying of goods and services.

Eight maor marketing activities or functions ate invoived in the marketing of all goods
and services by all businesses: -

marketing research—invoives the gathering of information so that marketing mana-
gers can make souna decisions and solve marketing problems.

standarcization and grading—involves setting values or limits for the goods and
sarvices. as well as the inspection and labeling to check conformity.

buying —supplies a business with the necessary materials needed for its use or resale
to arcther business oreonsumers.

g

saliing—the process of assisting or persuading a customer to make a wise buying
decis.on through personai contact or sales promotion materials.

storace-—provides the time and space necessary to house merchandise until it is
needed for industrial purposes or distribution to censumers.

o cecnia or property by unforeseen or uncon-

e—deals w:ith funds necessary for business operations and customer pur-
<

- .
Lramage~entservesasthe cosrdimatorofailm arketing activities and personnel withina
Susness

“lin, marest. g carasr coOCTunIties are gezilaRie within the ten major categories of
seryce adustnes - : i :

-

Seegesnong aToootmanatans Jhrtels, motsis boarding housest

§»
.
'
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Insurance —tinancia! loss protection (car, home, social security)

Food—prepared food and drink (restaurant. cafeteria, snack shop)

Finance—handle money matters (banks. stock exchange. credit union)

.

Real Estate—land and buildin:g transactions (agencies, assessors, appraisers)
Transportation—move people and property (planes. trains. buses, taxis)
Recreation—entertainment and amusement (movies, parks, ciubs)
Business-—special business needs (advertising. research, maintenance)
Personal—care of people and property (home, care, boat maintenance)

Communication —verbal or written messages (telcphone. telegraph, mass media)

Equipment -
1. Overhead projector. procuction screen, chalkboard.
, A , ‘ / °
2. Filmstrip projector. 16 mm film projector. slide projector.
3. Cassette tape recorder, record player. «
Materials
1. F.oms: Marketing as a Caresr” "
< Tell It Like it !s”
2. Fiumstrips: “Discovery”
-~ job Opportunities Now™
S .
3 Slides: “The World of Marketing and Distribution’™
“Understanding Wholesating”
3. Career Dpportuniies: “arketing. Business, and Office®Specialists
5 Caresr Briefs, Career Publications
5. Car.ors and Oprottunines in Relaing
7. Caanne's »f Distnibuton
S Tnacn.esys Dareer Log, Schilastc
S fa-octapema of Camssrs 307 Jocavonal Guidance
10 Toe Varselng It
T - SRt ooy srae
) - s
2
15°




12. Popeve and Careers Comic Books
13. Working in a Service induslry
1d. Your Job in Distr:buuon

Supplies

h]

1. Posterboard. Construction Paper White Paper.

2. Glue. tape. scissors, rulers, felt tip pens.

3. Magazines, newspapers, journals, telephone directories.

Resources
1. Student Handouts =#1-11

2. Commercial games: Monopoly. tasy Money

O

ERIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

- . THE MARKETING SERVICES SCENE — KEY .

1. Answers must bz in the following order:

Producer ) -
Wholesaler
Retailer .

Marketing Service Industries

U o W

Consumer
Any appropriate- drawing is acceptable.

A score of 3 or BO% accuracy on this test item will satis®

2. The tollowing marketing terms snhouid be given:

.

y objective #1.

-1. Wholesaler 6. Buving 11. Selling

2. Producer 7. Marketing 12. Service

3. Retailer 8 Risk 13. Management
4. Consumer 9. Storage 14. Transportation
5. Research 10. Finance 15. Standardization

1 the student achieves a score of 12 correct answers or &
strated adequate proficiency o objectve =2,

3 The busnessss should be idenhfied as follows:

1. F 5 E
2. G 7. D
3.0 5 C
LOEE & B
5.4 16, A7

07, accusacy. he will have demon-

2 Tre gituations imvalved the foliowing markeling activities
T Narketng Research 5. Storzge
2. Stazndardization T Risk
3 Buyirg 3 Finance
3 Selnng 3. Seiling
g Transporiatll” 13, Vanagznant .

~1

-
7



- "THE MARKE . iNG JERVICES SURVEY — KEY

~
1. Answers must be in the tollowing crder:
Producer
Wholasaler
Retailer

Marketing Service industries

NP A e

Consumer

\ ]

If the student accurately identifies 4 of the 5 components in the above question, he will have
displayed suffic ent knowledge for objective #1.

2. The foliowing marketing tarms should be given:

1. Wholesaler 6. rBu;'ing 11. Setlling

2 Producer : 7. Marketing 12. Service

3. Retailer 8. Risk 13. Management
4. Consumer 9. Storage : 14. Transportation
5.

Research 10. Finance 15. Standardization

A scare of T wetie correct answers for 807, accuracy on this item by the student wiil show
- satisfactory zccomplishment far objective =2

3. Tre businesses should be identified 2s follows:

*

1. F 6. E

-2.G 7. D .
3. H g C l

3.1 s G B

= 10. ~

When tha studert attains 8 correctarss r 857; proficiency. he wiil have indicated the

-
necessary understanding for objective =2,

,‘
in
]

1 Tra situations ineohved the foilowing marketing activites:

L. Warket.ong Research o, Storage

2. Standarcization 7. Risk

3 Buyrg 5. Fnance

2 Se2hvrg 3. Seiling

2 Transootatst 10, Management

=
S

O
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LEARNING ACTIVITIES : )
UNIT TITLE Making It In Marketing Services  UNIT #1  OBJECTIVE #] -

Group :

1. Review with the students the major comnponents in the channels of distribution: PRO-
DUCEPR -— WHOLESALER — RETAILER - MARKETING SERVICE INDUSTRIES — CON-
SUMER. Divide the c!ass into tive groups and give each of tham one of the five compo-
nents. Ask 2ach group to prepare fifteen questions about their component at three levels
of difficulty. sothat they have five easier questions, five of moderate difficulty, and five of
greater difficulty. Reviéw all of the questions from the five groups, editing and arranging
all of them in three categories. Study the rules of the Student Handout #1: “CHANNEL
CHALLENGE" and review them with the students. Play the game activity as directed and

reemphasize the most frequently used channel of distribution and its components at the
- end of the game.

2. Wnte the following words on the chalkboard or overhead projector: Producer, Wholesaler,
Retailer. Marketing Service Industry. Above each of the words. place a {(+)Ytotheleftanda -
{ i tothe right as shown below. :

Producer Wnolasaler Retailer Marketing Service Industry

Seiecttao studentstocome up tothe front of the reom, Have one student stand to the left
of the board or prosector 10 represent the (-) and the other student stand to the right to
represent the ( -). Ask the class how maay cf them would like to work for a producer and
arite that number above the plus sign over the word producer. Ask the class how many of
shem ~ould rot like to work “or a producer. and piace that total above the minus sign over
the word producer. Ask the ciass how many of them did not vote and if they know why.they
41d nat vote. Ask some students who voted yes ( =) why they voted that way. Ask some of
the students who :ndicated no { -} why they would not want to work for a producer.
Discust whatis meant by a aroducer including reference to the agricultural businesses,
muming operat:ons, and manutacturers.

Faliow the same procedure for each of the other three types of institutions: wholesalers,
retatiers. and marketing servizes. Select different students to represent the (-)and {-)
ooies and use the fsilowing terms on the board. gverhead, or signs heid by the stugants:

PROCUCER WHOLESALLE RETAILER MARKETING SERVICES
Perfect v} Snner (-} Rght Oni-) Super {-)
Pash . b R ISCRERE: Ripoff { -1 Stinker { -}

mohaseze the raie and emportance of each =% e camponents in the channels of
- s

3
nd re.ew the o-der of tE fiow of goods in the most frequently used

i9
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Individual :

1. Give the student a copy of Student Handcut #1: “Channels of Distribution—How We Get
Our Goods.” Explain to the student that the illustration shows the major components
involved in the channel of distribution which is most frequently used. Discuss the mean- -
ing of eadn of *he terms: producer. wholesaler, retailer, marketing service industry, and .
consumer. . )

Ask the student tocollect pi‘ctu resitlustratingeach of the components. Have him prepare
a poster showing the most frequently used channel of distribution, using the collected
mctures around the correct terms in tne channel. -

2. Review the major components found in the :nost frequently uSed channel of distribution.
Give the student construction or poster paper, glue. scissors, ruler, string. coat hangers,
and magic markers. Ask the student to build a mobile showing the five mdjor components-
in the orde' in which they are involved within the most frequently used channel of
distribution. Explain to the student that he may use different shapes and sizes, such as
circles, squares. arrows. etc. Hang the mobile from the ceiling in the classroom.

3. Distribute a copy of Student Handout #2: “Components.inthe Channels of Distribution”
to the student. Have him read the information and fill in the blanks on the page at the end
of the materiail. Wran he has completed the questions, discuss the answers with him,
revieang the order of the components in the most frequently used channe:,

Special Med:a
1. Fiims: “Marketing as a Career”

“Tell It Like It Is” ) \

Filmstrips: ~“Discovery™ , _
~Job Opgortunities Now”™

o

(w8

Shides: The World of Marketing and Distribution”

.‘ >

Career Cpportunities: “arketing. Business. and Office Specialists
5. Careor 8nefs, Careers Publications
6. Careers and Opportunities in Retaiiing

hanneis of Distribut.on

()

{X)
O

iscovery: Career LOg. Scholastic

9. Ercyclopedia of Careers and Vocaticnal Guidance

M

10. Your lob in Oistribution, pages 18-2
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LEERNING ACTIVITIES

UNIT TITLE. Making Itin Marketing Services UNIT »1  OBJECTIVE #2

-~

Group ) ,
R 1.. Place the foltowing ast of marketing terms op the ¢halkboard or on the overhead projec-
tor: )
Producer Marketing Sezihng
' Wholesaler Buying - Storage
Retaer Marketing Research . Transportation
. Consumer Standardization ’ Market Finance .
~Narketing Services Marketing Risk ‘ , Marketing Management

Explain to the students that you are going to give a clue for a marketing mystery term.

State eac: of the following descriptions and add the phrase. "What am 17" Have the"
students guess the term, Discuss each term with the student and place a check next to it

on the board after it has been correctly identitfied.

| actas a middieman in distributing goods from the producer to theretailer or marketing
service :ndustry.

| develop the original product as a farmer. manutacturer. etc.
1 sell merchandise directly to tne individual consumer.
! purchase goods for my personal use. not for resale to others.

+
| gather informaticn to assist 1in management decision-making.
. ‘ . . ‘ .
Isupply @ husinesswith the necessary materials. machinery. nmrerchandise, etc. needed
for 15s use or resale.

Ao

i am all tne activities invoheed in acquinng and distributing goods and services for
oroc=33ing. business use. or pargonal consumption. -

| a7 the possibility of financ:al loss to persons or property by unforesesn or uncontrol-
tabie factors.

. ! provide the time and space necessary to house merchandise until it i1s needed for

industnat use or distrnibution.
l.deal with tha funds necessary for a business’ operation or a consumer’s purchase.

P asst

o

+ or persuade a customer to make a wise buying decision.

. Ibuygoodstromal <indsofbu snesses znd se!l services to businesses and consumers.

. .1 serva as a coordinator of al' marketing actiaities.

Q :
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I physically move peopleand property from one location to another.

I set the values or limits for goods and services. a5 well as iabel and inspect them for
conformity to the values.

Explain the directions to the game activity in Student Handout #3:* ‘Marketing Match,” or
give each student a copy of the rules. Review each of the mar ketmg activities, empiiasz-
;ng the meaning of each.

Indmdual ?

1.

N

Distribute a copy of the Student Handout #4: “Making it In Marketing” to the student.
Have him read the materialand answer the questions at the end of each section. When he
has completed the assignment, review his answers on the sheets. Emphasize the eight
major marketing functions and that they take place in all kinds of businesses.

Give the student a copv of the Student Handout #5: “*Marketing Crossword Puzzle™ and

. have \.m complete it as directed. When he has completed the puzzle, check the answers

~ith him explaining each term. Review the components in the channels of distribution
and the order in which they are usually found. Explain the eight marketing functions and
management giving examples of them in use.

Special Media

+

i
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LEARNING ACTIVITIES

UNIT TITLE Making It In Marketing Sefvices  UNIT #1  OBJECTIVE #3
Grdup ) . .
1. Make a transparency of Student Handout #6: *“Service is our Business™ and make coptes

of it for each of the students if possible. Write the following categories of service
industries on the chalkboard:

REAL ESTATE FOCD _
FiNANCE - ] LODGING

INSURANCE PERSONAL .

TRANSPORTATION © ' BUSINESS

RECREATION COMMUNICATIONS

Ask students to guess which category of services is depicted by each of the illustrations.
As each one is guessed, emphasize the distinguishing characteristics of that category of
cervice industry found in your local or nearby communities when possible.

Some categores of service businesses are not ilustrated in the handout. Explain what
=ach =% these means and have students give examples of each of them. Select some
s«ampies of service industries and let students guess which category of services theyare.

rJ

O-stribute a copy of the Student Handout =7: “"Services Scramble” to each of the
students. Ailow them to unscramble the letters and reveal the categories of service
ndustries. When the stucdents have compieted the puzzle. ask different students what
theyth.nk each of the terms mean or grive anexampie of thai type of business. Emphasize
the services of each category Jf business. .
Assign each stucent one type of service business. such as radio or advertising agency.
Zranids them with comes of journals. telephone cirectories, and magacines. Give each
student the rest of the class ceriod to see how many names each can find for that type of
~usiress. When possibie have the students cut out :llustrations they find. Give each
<tudent a sheet of construction paper. Have thern identify their type of service business
t tme top. Have them arrange the names andillustrations of the businesses on the paper.

vsplav alt of them around the room and let the class circulate around the room looking at -
hem.

S

A

)

-

Individuatl

' Give the learner a copy of Student Handout =8: "Making 1t In Marketing Services.” Let
she student study each of the categories of service industries in the handout. Ask him to
Jse tralocat telephons directory to find three examples of each categbry of business that
are mertioned in the handout. For those which he may have difficulty finding in the
directory. 2sk him o think about one he knows. Examples for many will be found under
dritarent neadings. such as moteis for lodging.

13
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Review each of his examples with him and add to the list of exa'mples that he has
compiied. Refer to some local service businesses and their focations in the community.

o

Distribute a copy of the Student Handbook #9: “Marketing Service Maze™ tothe student.
Have him complete the maze as directed and write the examples of each service category
in the blanks provided.

¥

When the student has completed both the maze ana the list of examples, review the path
of the maze with him explaining-the distinguishing characteristics of each category of
services. Check hisexamples listed, making any necessary corrections. See ifthe student
can supply one or two local businesses for each rategory of services after your explana-
tion. Name one example for each category of services tor reinforcement purposes.

Special Media .
. 1. Work:ng in a Service Industry. pages 7-10

2. Your Job in Distribution. chanters 22-26. 30-35

12

24
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LEARNING ACTIVITIES .

UNIT TITLE ‘Making 1t ln Marketing Services UNIT =1 OBJECTlVE #4

Group
1.

e

e N

Explain the directions to the game activity in Student Handout #10: “Services Scan.”
Siwve each student a copy. if passible. As stated in the handout. have each student submit

_nine questions-—one for each of the marketing'activities. Inform the students that the

questions should pertaimto activities withina service business, rather than defTitions tor
the marketing activities. ¢ ' '

e N
Develop destriptions of nine marketing service activities around the nine marketing
artieties, Construct he activities around a centralrdea, such as types of businasses.

Wr te the nine market:ng activities. inciuding the eight maior functions and management,
on the ~halkboard 25 shean below. Ask each of the students to write them on a piece of
paper. Ask @ach student terank 2ach ¢f the marketing terms according toits importance
<4 3 service business from nis point of vew. Explainthat a 1" woutd be placed i front of
the markating activity whitnhe falt was most important. and a ‘9" would be written inthe

_ siank far the marketing aetivity which he considered the least important in a service

business,

&’
—— MARKETING RESEARCH

— BUYING \
-~ STANDARDIZATION
— SELLING

—  STORAGE

——  TRANSPQRTATICN

— FINANCE

——  MARKETING RISK

c— MANAGEMENT

Read each of the nina maraeting service activities you have cevelcped. Have the students
s.,rm their papers over before you read them. Ask the ctudants to rate the nine actvities
that you r2ad. Whep they have completed rating the nine activities, have the students
~ampare their rankings with the first set. Were they the came? (f some of them were
géfarent, why 2id they rank them differently?

Ara ggme funotiors more impariant 'nosome service bus'nessss than others?

.



Review the major marketing activities as they relate to service businesses. Show how
some functions are emphasized or more evident in some service industries as compared
to others. For'example, the trucking company puts greater emphasis on transportation
because shipments are the heart of its business. -

~

/ Individual . -

1.

Provide the student with magazines that can be cut up, as ‘well as old service trade
journals, siv.n asAmerican Underwriters. Have the student prepare a poster showing the
marketing activities in action within service businesses. Explain to the student that he is

to find an illustration or sketch a scene in which each marketing activity takes placein a
service §etting. '

Tell the student to place a caption under each itlustration or drawing to show the

_ marketing aciivity which is depicted. Remind the'student that the selling function may be

demonstrated by a personal selling situation or sales promotion activity. If he wishes he \
may show both 9f the=.. Unspiay the poster in the room. : :

Give the student » ~opy of the Student Handout #11: “‘Marketing Service Activities™ and
have him complete eaL’ of the given deScriptions by identifying the marketing activity
that is involved. When he is finished, discuss each of the service situations with him
clarifying any marketing activities about which he is not clear. - '

“

o= - by

.y
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REAL ESTATE: SETTING THE SITE

Competency

Ability to relate the different real estate personnel and businesses to various real estate
situations. :

Objectives
) 1. Giwven five categories of real estate business. the student will identify three marketing
careers tor each category with 100°, accuracy. {knowledge)

2 Given ten real estate activities. the student will distinguish the real estate personnel
desrribed with 80°, accuracy. (comprehension)

3. G:v’gn four roal estate situations, the student will predict which real estate careers and'
businesses would handle the situation with 75° accuracy. (application)

Concepts ;-
1. Real estate businesses offer services concerning land and all man-made permanent or
fixed improvements.on or to the jand, known as realty. ’

2. Fivernajorcategoriesof real estate businesses provide interestingéareer opportunitiesin
marketing: . )

Aznencies -~handle transactions and provide services for others for a fee or commission.

Erxamples inciude brokers, appraisers, consultants, and management firmns. .

- Investors---purchase, lease, or loan money £or reaity to earn an income or gain. These
. include mortgage investors, jeaseholders, and tand Wwustees.

Operations —engage. in higher risk trade activities involving a number of successive
transactions. Some businesses include iand speculators, mortgage broker, leasehold,
operator. .

> Butding Construction —contracting, building, developing, Or improving realty for profits.
Businesses include developers, contractors, builders, and renovators.

v / .
Government Service-- establishes policies and erforces regulations, taxation, financing,
and management of real estate in private and pudlic transactions. Examples include tax

~ assessment departments, zonming offices, housing authorities, and real estate boards.

3. Some of'the mé;or marketing careers which can be found within the categories of real
. estate businesses inciude: '

. - ' Agencies i
- Apartment Manager - Supervises activities and personnel in a large apartment complex,
collects rents, and completes leases. )

Apprarser inspects and assesses value of property.

Broker .- handles transactions and negotiations ot real estate for buyers and sellers.

-

19
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Clerk —handles histings of property, rental collections and records, maintenance esti-
nates and repairs,

Property Manager --manages investment properties for clients including maintenance,
contracts. and bitls. )
&

Rental Agent---specializes in business negotiations and operations for leasing buildings.

Satesman - rents, buys. and sells property for clients on @ commission basis.

Irvestors ,
Escrow Agent—--handles forms, tax records, insurance coverage, and payment schedules

for buyers and seliess of property. -~

[

Escrow Officer —venfies legal status of property. records necessary information with
government, and releases'documentsto the proper parties at the close of the transaction.

Loan Cluser - handles all documents, papers. and construction plans for building con-
struction loans.

Title Searcher - checksrecords to determine if there are any unsettled claims against the
property. '

Land Records Manager- - directs and supervises all activities, persennel, and records for
the lease of land for an ol company.

Operations

Landman - contacts landowners and oil firm representatives to negotiate and complete *

agreements for vii expioration, druling, and producing activities.
Land Specalator purchases property and resells it in a short time for quick profits.

Loase Buyer - persuades property owners to rent sites for billboard signs, arranges
transactions, transters them to advertiser or outdoor ad firm,

[igonhaoldor  obtams leases or options on property and subleases them quickly for rapid
DfofitS.

Tortiaee Broker -buys and sells many mortgages for short-term profits.

Building Construction
Buider -purchases land, constructs buildings, and sells them for profit.

Consuitant - recommends matenals, equipment, and type of structure for designated
property and puropnses '

Coartractor  bids on buildmgs to be constructed for property owners.
Levernper  Luys vacant land, builds private homes, and sells them at a profit.

Fecn ated - buys Lol needimg atberations, modernizes the budidings, and resells

theem at a profit

20 ’ . :
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2 Government Service

Asciesinr e Cts and apprases praperty, determines tax to be levied according to its
value,

Housing Management Officer . -develops policies and standards for housing, directs and
evaluates all public housing activities and personnel :

Property Utilization Officer —inspects. insures: and negotiatas government property for
the buyer or user: verifies value and eligibility of property donated to eligible organiza-
tions., -

RentControl !nvestigator —mspects rental properties todetermine compliance with laws. .

Zoning Commuissioner-- determines and regulates restrictions on use of property within a

commuity.

Five major classitications or markets of real estate are invoived in real estate business
transactions: .

Residential- private housing areas for homes and apartments. ' :
commercial —professional, otfice. store, hotel and similar buildings.

Industrial -factonies, ut:hities. mining, and warehousesinvolving heavy equipment and’or
production.

CAanicultural - natural production of crops. animals. plants, lumber, etc.

Special - -pubhic places including parks, churches, clubs, and roads.

Certain legal documents are used by real estate personnel in handling property transa:-
tions. .

Deerf wertten transfers of real estate ownership from seller to buyer.

Loy contract on the use of property for rent or other income.

Vortpaye - document conditionally transferring property based upon the buyer's promise
tn pay the agreed sum secured by the property as collateral.

Titleanitten evidence of property ownership.

Real ostate services are estended to individ&ai consumers. as well - to all kinds ot
commercial, industrial, and institutional users. :

Many tactors imust he considered by real estate personnel when - ~lecting a site for a:
customer:

a. Customer's purpose {or the property

b. Current property value )

¢. Zoning restrictions on the property

d. Growth of surrounding area

¢ Tratfic or movement of people

. Surrounding business community

. Community services available

n. Cost of property ralated to other factors

L Charactenstics of the property -size, shape. etc,

21



.Equipment
1. Cassette Tape Recorder. 16 mm Movie Projector, Overhead Projector
2. Projection Screen. Bulletin Board, Chalkboard

Materials
1. Films: "Build A Better Life”
“1s A Career In Finance, lnsurance, Or Real Estate For You”
2. Cassette Tape: ‘‘Career Development Series: Realtor,” Imperial Films
3. Career World Magazines, Careers, Inz.
4. Careers Briefs, Careers Publications, Inc.
5. Dictionary of Occupational Titles ‘ /
6. Empioyment Outlook for Real Estate Agents and Brokers, U. S. Department of Labor
7. Encyclopedia of Careers and Vocational Guidance
8. Handbook of Job Facts. Science Research Associates
9. Occupational Briefs, Science Research Associates
10. Occupational Guidance Booklets, Finney Company
11. Occupational Guides. Callfornia Department of Employment
12. Real Estate and Building Management as a Career, Institute For Researyh
13. Should You Go Into the Construction Business? New York Life Insuranice Company
14. Widening Oczupational Roles Work Briets. Science Research Associates

Supplies

1. Newspapers, listing books, local maps

2. Posterboard, construction paper. jewelry boxes
3. Glue, tape, scissors, rulers, magic markers

4. Real estate forms and documents

Special Resources

1. Student Handouts #1220
2. Commercial Games: Monopoly, Easy Money

31




THE REAL ESTATE SCENE—KEY

1. Any ot the foloning reai estate careers may have been igentified:

Aencies Investors

Apartment Manager Escrow Agent

Appratser Escrow Officer
Broker Loan Closer
Clerk Title Searcher
Property Manager Land Records
Rental Agent Manager

Salesman

GGrernmernt

Assessor

Housing Manage nent Gffice
Property Utihzation Ofticer
Rent Control Investigator
Zorning Commissioner

r.

Operations

Landman

Land Speculator
Lozse Buyer
Leaseholder _
Mortgage Broker

Construction

Builder
* Consultant v
Contractor
Developer
Renovator

The student will satisfy objéctive # 1 when he correctly names 3 careers for each category

to total 15 careers.

2 These real estate careers should have been listed:

4. Salesman

b, Title Searcher
¢. Land Spec::ator
¢ Developer

¢, 1ssessor

f.
h.
I
/.

Apartment Manager

Loan Closer
Lease Buyer
Contractor

Zoning Commissioner

if the learner correctly identifies 8 careers for 807 accuracy, he will have completed

abjective # 2.

(49

Rusirasses

3. Apency
Honvestors

. Canstruction
d. Government

The learner myst actneve 75

O
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Careers
Appraiser

~ Title Searcher
Contractor '
2Zoning Commissioner

Those real estate careers and businesses should have been predicted:

-, accuracy to meet the criterion of the objective.

B
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THE REAL ESTATE SURVEY — KEY

1. Anjy of the following real estate careers may have been identitied:

Agencies Investors . QOperations Construction
Apartment Manager Escrow Agent Landman , Builder
Appraiser Escrow Nficer Land Speculator Consultant
Broker Loan Closer Lease Buyer Contractor
Clerk - Title Searcher Leaseholder Deveioper
Property Manager Lard Records Mortgage Broker Renovator
Rental Agent Manager

Salesman

Government

Assassor

Heousing Management Ofticer
Property Utilization Officer
Rent Control Investigator
Zoning Commussioner

The student will éatésfy objective # 1 when he correctly names 3 careers foreach category
to total 15 careers.

2. These real estate careers should have been listed:

a. Apartment Manager f. Salesman

b. Loan Closer g. Title Searcher
c. Lease Buyer h. Land Speculator
a. Contractor 1. Developer

e. Zomng Commissioner ). Assessor-

It the tearner correct!ly identifies 8 careers for 80% accuracy, he will have completed
ohjective #2. :

-

3. These real estate careers and businesses should have been predicted:

Businesaes ' Careers

a. Government Zoning Commussioner
b. Construction Contractor

c. Investors : Title Searcher

d. Agency Appraiser

The learner must achieve 757 arcuracy to complete this objective.

24




LEARNING ACTIVITIES

UNIT TITLE Real Estate: Setting the Site UNIT #2 OBJECTIVE #1
Group . .
1. Write the following question on the chalkboard before class begins:

ro

What is Realty?

'

Begin adiscussion by asking students what is meant by the word realty. If no one can give
the answer, ask the group if ahyone knows what real estate is. Ask students to give
examples of real estate, bringing out homes, office buildings, stores, industrial plants,
parks. fazms. and any other iocal sites of interest. Explain to students that realtyis land,
buildings, and anything permanentiy attached toor on the land. Explainthat real estate is
often used in the same manner, however, a ditfference does exist. Real estate may include
personal property or interests along with'real property or realty transactions. An example
might be the purchase of a home with appliances. The structure and the land would be

realty. The structure, land, and appliances would involve real estate. Thus, the naming of
real estate businesses. :

Ask students :f they can think of any kinds of real estate businesses. Use a questioning
technigue to evoke the five major categories of the agencies, investors, operations,
construction. and government service. Such questions might include: What businesses
would be concerned with building, develoning, and improving land? What organization
would be charged with enforcing property restrictions and rights? Which businesses
would make an outlay of meney for purchases or leases for profits other than banks.

Write the five categories on the chaikboard. Divide the ciass into five groups and assign
each group one of the categories, Ask each student in a group to write down on hisown as
many marketing careersin that real estate category as he can in one minute. At the end cf
one minute, bring all the individuals of each group together and give them two minutes to
compile a list of careers for their category. '

~ Ask one student from each group to write his group's careers on the chalkboard. Review

the careers it each category. asking for any additions or deletions from the entire class.
Add any others which the group does nat name anc' give brief descriptions of each one.

"Have students make real estate business and career strips for the five categories of

businesses and twenty-seven careers found in Student Handout #12, so that you have a
total of 32 strips. These may be put on.construction paper, posterboard, cardstock, or
bond paper. ' ’

Divide the class into two teams and tape the five business strips along the top of the
chalkhoard. Shuffle the career strips and have the teams alternate placing the career -

strips under the correct business. Time each team member for the amount of time it takes
him to place it under the correct business strip. The team with the least time wins.

25
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Individual

1.

Give the learner a copy of the Student + andout #12: “Real Estate Career Search” and -
have him complete the puzzle after you have expiained the different categories of real
estate businesses. When he has finished, review the word search puzzle and the careers
found within the various businesses. '

Provide the student with Student Handout #13: "Real Estate: Who Works Where?" Have:
him study the information about the different types of real estate businesses and the
marketing careers available within them. When he has finishec reading the material, ask
him to complete the questinns i the end of the information in the handout.

26



LEARNING ACTIVITIES

UNIT TITLE Real Estate: Setting the Site UNIT #2 OBJECTIVE #2

Group A

1.

After the students have covered the information in Student Handout #14, give them
copies of the Student Handout #15: “‘Roleplaying in Real Estate.” Divide the class into
12 groups and give each of them one of the ten roleplaying situations. Allow each group
about ten minutes to organize their activities.

Alternate having eacn group roleplay its given situation. At the end of each group's
presentation, ask students to comment on the situatior involved, as well as the activities
of the persons involved. When all of the roleplaying has been completed, ask students to
~ame ‘sume other real estate careers that were not included and explain the role which
each of these rnarketers plays in real estate activities.

Distribute copies of Student Handout #16: “‘Career CBA's,” and have each student
prepare quastions as directed. Discuss the rules of the game activity with the students,
including Wwho represents the career titles, what represents the activity, and where
represents the kind of real estate business iri which the person is employed.

Display examples of real estate documents use:d by real estate career personnel, includ-
ing those in Student Handout #17: *'Real Estate Forms." Ask students to explain how
these forms wculd be used by personnel and the importance of each in real estate
transactions. Include a lease, deed, mortgage, and a contract for sale of real estate.

Individual

1.

Give the student a copy of Student Handout # 14: “Programming Real Estate.” Explainto
the student how to use the programmed handout, veading and answering questions and
then checking the answers in the right column. Review the career information and real
estate material with him, emphasizing the activities of the real estate personnel.

Provide the student with a copy of Special Activity Sheet #2: “Career Expioration
Chart,” angask him tocomplete it fur the three real estate occupations of mostinterestto
him. WhER he has completed the project, review his charts and talk to him about why he
selected those three. Did he have a good understanding of the other real estate careers?
Ask him to explain the activities of other real estate people. :

Special Media

1.

Dictionary of Occupatronal Tities

2. Encyciopedia of Careers and Vocational Guidance



LEARNING ACTIVITIES

UNIT TITLE Real Estate: Setting the Site UNIT #2  OBJECTIVE #3

Group

1

Distribute Student Handout # 18: *Real Estate Race' to each student or explain therules
of the game activity. Have each student prepare questioris as indicated in the handout.
Explain to students that many of the questions should pertain to rcal estate situations in

which it must be decided what reai estate business and careers could handle the situa-
tions. .

Review the questions and answers, adding scme of your own. Play the game activity as
directea in the handout. : :

Give each student a copy of the Student Handout #19: "'Real Estate Careers’” and have
them study the information. Then ask each student to select two careers which interest
him. Ask him to preparé a short situation sket-h on each of his chosen careers leaving out
the career titles and business he has selected. After ten or fifteen minutes, have students
alternate reading their situation sketches to the group. Ask students to decic'e which
career and business is involved in the various situations.

Study the information in the Special Activities Sheet #11: “Personality of\the Day
Project’” and give each student a copy of the Special Activities Sheet #12: “Personality
Questionnaire' to complete. Use the directions inimplementing the activity and have the
selected student act as *‘Realtor for a Day."” ’ :

Provide the *'Realtor’” with a list of situations in which he might be involved and have him
question classmates about the real estate businesses and careers which can become
involved in handling various consumer and business real estate transactions.

individual

1.

Give the learner a copy of $tudent Handout #20: “Real Estate Situations™ and have him
study the situations described. Tell him to decide the real estate services, business, and

“careers which are needed to handle the situations involved.

Have the student prepare a bulletin board on “Careers in Real Estate’’ showing the five
major real estate businesses and the careers within. Ask him to develop at ieast one
situation for each business depicting how that business serves consumers and busi-
nesses and the careers that are involved in providing the services.
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Although there are many finance careers available, the foliowing are ones which are more
frequently found in the following kinds of businesses. Some of the jobs listed occur in
more than one business. For exarple, a credit interviewer might be foynd in any business
that extends credit for loans or purchases. J ” ‘

Commerical Banks

President
Cashier
Teller

Loan Officer
Trust Officer
Repossessor
Interviewer
Collector
Investigator

Credit Union

Loan Officer

.Credit Interviewer
Credit Authorizer »

Account Collector

“Finance Director

Customer Service Advisor

3

Finance Company ~

Credit Interviewer
Credit Investigator
Finance Manager
Credit Collector
Repossessor

Cre 4yt Crrd Coympany

Credit Manayenr

(Charge Authorizer
Customer Semvice Advisor
Sresit Tovestigator .
Credit Collector '

Securities Investors '

Securities Salesman
Financial Analyst,
Securities Broker
Floor Rep (Broker:s) .

Although many financial career personnel in various businesses may perform similar
tasks, some of the career titles will vary. A good example of this would be an authorizer. If
the person works for a credit card company, his job title is a Charge Authorizer. If he works
for a finance company, he would be known as a Credit Authorizer. The manager may be a
credit manager, or loan officer, or president. .

Some job opportunities available according to major services performed are: ,
: <

: ¢
Checking and savings—teller, cashier, manager _
Loans and credit—loan officer, credit and collections manager, cashier, credit authorizer

Trusts,—trust officer, trader
Safekeeping --vault clerk

Securities—clerk, salesmah, analyst, broker

Many forms are handled by employees of financial institutions:

B

of title, credit care—loans

oo

Stock Certificates-—investments

32

Deposit-and withdrawal slips—checking and savings .

Personal, traveler's, and cashigr's checks—checking

Bank statement——checking. savings, loans

Promissory note, instaliment contract, credit application, mortgage, deed, certificate

Passbook. certificates of deposit—savings | ‘



Equipment )
1. Overhead projector, projection screen, camera
2. 16.mm projector, slide projector. filmstrip projector

3. Tape recorder, record player. butlletin board *
Materials
1. Films: - “Banking in Action™
“Bread”
“Impuise 90"

“Is a Career in Banking for You?"

“Is a Career in Finance, Incurance or Real Estate For You:”
*“Man's Confidence in Man”

“Market in Motion™ ‘

"Step Into Banking”

“The Investor and the Market-Place™

“The Lady and the Stock Exchange™ -

“The Littlest Giant” '

“The One Man Band That Went To Wall Street™ -

“Your Town"
2. Fiimstrips: "Money and Banking,” "Just a Teller,” “The Financial Market”
3. Cassette Tapes: American Occupations,” Jasper Ewing
: “Banker’” ]
« -Career Development Series,” Imperial Films

“Careertapes: Credit Manager.” MacMillan Library Services

4. Banking- A Caresr for Today and Tomorrow. American Bankers Association

g‘

Banking: An Oppoﬁ‘unity for You booklet, Américan Bankers Association
6. Careers Briefs. Careers Publications, inc.
7. Career Opportunities: Marketing. Business. and Office Specialists
8. Dicticnary of Dccupational T;‘rlqs. Volume ! )
9. Eis for Economics. F. A. Owen Flhlishing Company
10. Encyclopedia of Careers and Vocational Guidance, Volume |
11. Handbook =f Job Facts. Science Research Associatfes »
}2. Ho-y ta do Your 3anking. local banks

13. Monay Maragement Series. Flonda Cooperative Extension Service

[
§s

. Ciccupatonal Briefs. Science Research Associates

[35]
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Aruitoxt provided by Eic:

16.

Occupational Outlook Handbook. U.S. Department of Labor

. 17. Oppor?.umr;es in thg Securities Bus;ness, Vocational Guidance Manuals R
18. Showld You Be a Banker. booklet. New York Lite Insurance Company ‘
1G. Teznagers Introductior to the Stock Market, ‘Pr;ce, Stern. Sloan
20. The Story of Checks comicbook. Federal Reserve Bank e
21. Understonding the Stock Market. Bantam Books
22. What Ev_erybody Ought to Know About this Stock and Bond Business, Merrili Lynch,

Pierce. Fenner. and Smith. Inc. . .
23. wigening Occupational Roles Work Briefs. Science Research Associates
24. Your Future: Careers .n Consumer Finance botxlet, Natnona!ConsunerFmanceAssoc-a-

tion
Supphes

Pzsterboard. censtruction pcpar card stock. f nancial forms
2. Mag.c markers, felt tip pens. colored pencils. crayons
3. Glue. scissors, tape, staplers, thumb tacks. rulers
3. SliZe ‘~x féésh cubes. transparenc y acetates
Specnal Resources y
1. Student HanZoots: 2128 -
2. Fislz Trnp
3. Commercial Games: “Verturs,” “Vioney Carc.” “Baraar”
.
32
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THE FINANCE SCENE — KEY

Any three answers under each heading are acceptable:
Commercial Banks Finance Company
resident Credit Interviewer
Cashier Credit Investigator
Tater . Finance Manager
Loan Cfticer - Credit Collector
Trust Officer Repossessor
Repossessor :
intervianer Credit Card Company
Collector” =
Investigater Credit:Manager
Charge Authorizer
Credit LUmion Customer Service Adviscr .
Credit Investigator
Loan Officer Credit Collector
_Cradit Intersiewer
Gredt Authonzer * Securities Investors )
~ccount Cotiector .
Finance Directeor Securities Salesman
Customrer Seruice Adrsor Financial Analyst )
Securities Broker
< Floor Rep (Broker's)
d sufticient knowiedge for objective = 1 if he attains a score
- accuracy on this mezasurement item.
€. President
7. Credit Interviewer
8. Trust-Vault Cierk
. 9. Customer Service Advisor
10. Credit Manager =
STE. -ifshe stucent Sives 8 correlt career tities on this testitem for 803 2rcuracy, he will
-a.e achieved zoceptahia proficiency for objective =2, ~
o failos g Dus nesses and careers should have bean recommandad:
Consumer StLenin Susinsss Sitvation
Zisimess Cargsrs Susimess Careers
C-aae Oz Inteniicwer
[blaateX: SV investigater
Lzan Cfficer
Tns toiett.e 23w & zorrect answers for 73°%:
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THE FINANCE SURVEY — KEY

Commercid) Banks

Presidert
Cashier

Teller .
Loan Otficer
Trust Officer
Repossessor
Interviewer
Collect or
Investi 2tor

et

Credit Unizi

Loan Officer

Credit interviewer

Cred:t Authorizer
Account Collector
Finance Director
Customer Service Advisar

Any three answers under each heading are accaptable:

Finance Company

Credit Interviewer
Credit Investigator
Finance Manager
Credit Collector
Repossessor

Credit Card Company

Credit Manager !
Charge Authorizer

Customer Service Advisor

Credit Investigator

Credit Coltector

Securities investors

Securities Salesman
Financial Analyst
Securities Broker
Flocr Rep {Broker's)

The student wiil have exhibited sufficient knowledge for objective #1 if he attains ascore
of 12 correzt answers or 80°= accuracy on this measurement item.

~

areer tities:

Loan Ofticer
Credit Investigator
Cashier
Trust-Vau't Cierk
Credit interviewer

I

<
moouR N

6. Presicent

7. Securities

8. Securities Broker
9. Teller

10. Fioor Representative

i the student gives B correct career tities on this test item for 80°< accuracy. he wili

nave achieved acceptable proficiency for objective =2,

~
1

Business Careers
Credit Cars Invest gater
Ccmreany ‘Charge Authorize-

~ N
Credit Nanager

mis copective =3 will

[¥V]

Commercial Bank

wiil ba satistel if th

~e taigaing Susinesses and careers shouid have been recommended:

Business Sization
Careers

Interviewer
Investigator
Loan Officer

stuse "t supplies 6 correct answers for T3%
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LEARNING ACTIVITIES

UNIT TITLE Finance: Getting the Greenbacks UNIT #3 OBJECTIVE #1
Group

1.

Ask the students some ditferent places where they could invest or borrow money. Discuss
the financial institutions of banking, including commercial banks, savings banks. savings
and loans associations. Cover the other kinds of financial institutions which serve con-
sumers and businessmen,namely, finance companies, credit unions, credit card com-
panics, and securities investment companies.

Ask students to explain the differences among these institutions. Include a discussion
about the marketing services which each provides from the following possibilities: loans,
investments. savings. checking. trusts. safekeeping of valuables, and credit card pur-
chases. Write each of the types of financial businesses on the chalkboard and draw col-
umns under them. Select different students to go to the board and write the kinds of ser-
vices that that business offers. Review these with the group.

Have another group of students come to the hoard. Let each of them pick one of the
financial businesses. Askh the students to write the career titles of any jobs they think
might be found in those businesses. After a couple of minutes. have students in their
seats review the careers that have been listed. !nclude any other which the students have
not ment:oned, so that all careers on the test items have been covered.

Explain to the students that insurance and rea! estate are sometimes considered firan-
cial institutions. Tei! them that most rea!l estate businecses are mostly concernac with
reaity transactions and services as learned in the orevious unit. Explain to the group that
inasurance businesses are primarily concerned with protection against risks.

Divide class into five groups. Agsign each group one of the following areas. 50 that each
Zroup has a different subject: pankirg. credit unons. finance companies., stock ex-
change. and credit card companie Ask each group to compile a list of the possible

careers which could be found in a Lsiness of that category.

Have each group prepare & short skit in which the students assume the various roles. A
student may assume mcre than one role to cover them. Ajlcw each group approximately
si#tee-, monutes to practice their skits. Provide them, if possible. wi*h some materials of
+hat x nc of business. Scme saTples might incluce: checks, Jeoosit forms, toan and
credit appiications, promissory notes, stock certificates. and credit cards. etc.

w

~

Have eazn group present its skit. Ask therest of the class to identify the kind of business
4 woich these carser pedple are empioyed. invita any other career titles which were not
oortraved. Folicw the same procedute #~» each Emphasize that sorme of the businesses
nave o lar astuities performed. aithough the caresr titles may be slight'y different.

-y

Individua!

try Carecrs tothe learner and ask M

ki
aotd be written on the line above ezdh
e -~
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When he has finished. ask him what the word finance means to him. Relate the term to
him personally, suchas fundsforhimtogo to the movies orbuy a record. Review the kinds
of financial institutioris with him and the marketing careers found within them. Discuss

the 1ole of finance n other businesses—retailers, wholesalers, marketing services, pro-
cedures. ’

Ask the student what kinds of financial services consumers or businesses €an obtainata
financia! institution or other businesses. Include the major services of the different kinds
of banks. security investment cormpanies, credit n:ans. finance companies, and credit

card companies.

Give the student a copy of Student Handout #22: “Finance Careers in Business™ to
complete. Explain to the student that he has a list of marketing careers in finance which
are found m various financial institutions. He must decide under which column heading

the career title may go. Advise him that there are a few which may be writtean undar more
than one column. ‘

Whren the student has compieted the handout, discuss the careers and businesses with
him. Explain that some career titles and job functions are similar. but the slight differ-
ance intitie indicates the different kind of business, such as the credit authorizer and the
charge authorizer. D'scuss the various financial services and activities which take place
in the d:fferent kinds of financial institutions and other marketing businesses.

1¥ oossible. have the student visit a commerciai bank, a stock exchange office, and a
finance ccmpany. Let tim collect samples of forms used by the different institutions and
crepare a but'atin board named “Forms in Financat Careers’’ or something comparable.
Have the student identify financiai careers around the forms to show the relationship
b-tween tha forms and careers. '

Special Media

o

(a2

-‘l

(52

Fims: TBr

ac” “Barking in Action” Step Into Banking”
Carsar in Banking for You?™  “‘Your Town™

Career .n Finance, insurance. or Real Estate for You?”
~Twenty-Four Hours in the Life of a Check”
“The Lady and the Stock Exchange”
“The One Man Band Tha: Went to Wall Streat”™

‘e

o

wmow

it

elltar” " The Financial Market”
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LEARNING ACTIVITIES

UNIT TITLE Finance: Getting the Greenbacks UNIT #3 OBJECTIVE #2

48]

Group
1.

After you have covered the information in Student Handout #25 corcerning the job
duties ot marketing career personnel in finance. explain the game activitly “lwopardy” of
Student Handout =23 or give each student a copy. Designate the followirz fi e cakegories
tar the quiz show activity:

Sank:ng. Credit Umons. Finance Co.. Stock Exchange. Credit Card

As indicated in the quiz show directicns. have each student prepare three questions for
pach of the categories. Have the authorities edit the questions. Review these and have
them typed on a bulletin typewriter or a typewriter with an orator element, so that the
guestions may be projected on an overhead or opaque projector.

it nossible. obtair a peg board i which you can arrange twenty-five hooks for each of
the guestions. if not. you may use a nulletin board, a chalkboard. cr the overhead
projector to show the gameboard. if you use a peg board or a bulletin board, have students
make question cards large enough to be read. so that the students can read them as well
as hear the moderator read them.

If you are using the activity with more than ten students. it is suggested that you involve

ateam of three stu~ents each for the quiz show. Planand implement the game activity as
exolained in the directions. ’

Explan the rutes of the " Finance Baseball™ game activity or distribute a copy of the
Student Handout =24 to each of the students. Have each student prepare two sets of
spesticnis atth €act sel containing six questions. Explain to the students that each set

noula be or an arsa o° finance. such as securities or ba nking. Tell the students that five
of them ineac' st shcuid vary indifficulty. Have him indicate the easiest question with a
~1" and the mest a-fficuit question witha “50™ as explained under preparation. The sixth
card a "monus caa shouls be of moderate difficulty and identified on the student’s
caper with a "1’

Be certain that questions are submitted for each career area of finance. You may wish to
ask for wo'unter -~ the differert categories. Edit the guestions and have them typed or
written on cards . sl-ps of paper. If possitle. use six different colors to differentiate the
varying varaage sttemots and the touchdown point. Play the game as directed.

Individ.al

1.

Grve be s 1. o = copy of thd Student Handout 228 ~Financia! Specialists in Marketing

Sorvices.” Ask the stidert to read the information handout and see if he can identify the
nusinesses in which these parsonnel wouid be working. After the student has completed
the handout. rewew the Yinance carears with him, emphasizi ng the kinds of businesses in
wrch 23ch s emnioved and trief job cescriplions of each career.

~

3s
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a

I fe e b e

pe

T=Il the student you want to find out what students know abaut marketing careers in
finance. Have him prepare a simple one page Juestioinaire concerning the firanciai
services. businesses. and carvars. H2 might ask students questions relating to career
opportunities. advancement possibilities, educational requirements, advantages and
disadvantages of the careers.

When he has completed his survey, have him prepare a visua! display on a poster or
buliet'n board showing the survey results and conclusions. Ask him if he has any rec-

cmmendations to make as a result of the survey.
. [l

Destriputs the Student Handout #26: “Who's Who in Finance’” to the learner. Explain to
the g1adent that tnese are fifteen of the careers be stud:ed ' Stutent Handout #25 Ask
)

Rl

1 tn see hoa aelihe can do without the aid of tre handuut. Wnen hehas completea trie
Vrtee o cgreet icTeRngs, Rave im chelk fhs answers agaist ms handout. Then review
his res5anses to be certain he has the correct answers and to clarty any mrsuynderstand-

ngs.

cial Media
Diptanary of Decupationa’ ities, Volume |

Facypziopedia of Careers ang Vocatiora' Guidance. Volums '

anasoos of fon Faots, Science Resazrgh Associates
scer, Sc:ence Researcn As3ntiates
=eaareh Assdoates .
< Fiﬂﬂ:”;-’ Comnary
ask U, 5. Deogrtment of Lator
o'eg Woark Breofs. Soence Rosearch Associates ©

48



LEARNING ACTIVITIES

UNIT TITLE Finance: Gettinig the Greenbacks UNIT #4 QOBJECTIVE #3

~

Group

.

1. Duplicate a few copies of Student Handout #27: “Financiai Roleplays.” Cut the roieplay
into nine strics. so that sne situation can be given to a studerit. Divide the class inte nine
aroupns. Give each member of a group a copy of that group’s roleplay situation.

Aliow the groups about frive minutes to study their situations. Alternate calling on groups
to rolepizy their situations and create a discussion following «ach of them. Discuss the
neads of mus tesses and consumers that are served by the financial businesses and
carser poarsontei. Develop a few situations similar to those in the Financial Survey and let
stunerts predict the business and careers that would handle them.

2. Zreate foe financial businasses in the room. Have students construct teller windows and
pther orops aith cardboard boxes, postergoard. construction paper, etc. Check with an
~4ustral arts taacher for any scrap matedial which you might use.

the five finance businesses. Have students bring in

in in the community. Assign students to one of the five

isinass gae consumer and one busines: situation. Have the

ituutions and decide whether thew busitiess and personne!

£it would be better nandied by o @ of the nther businesses.

Sn e e3sn hosiness ten minutesto review their situationsand come tea conclusion. Have

2 sookesman fram each business group explain his group’s decision. Faliow the same
crocecure tor each group. )

Individual

-

1 Praude the learner with a copy of Special Activity Snesat =3: “Caraer !nterview.” Cail
scal financial businesses and arrange appointments for the student with at ieast thre2
dfrerant kinds of bus:pesses. such as a commercial bank, a stock exchange. and a
$inance company. )

Have tre student prepare some additional questions tc ask sach businessman. Questions
should inciude how that business and its personnel serve CoNsumers and businasses as
comparad to other financial businesses.

{ndividual

2 Gwe tre jearner a copy of Student Handout #28: “Finznce Decisions™ and have him

iete tha activity. Expla 12 the student that he sheuld check the cotumn of the
~ioh wouid besthan: te the situation and give lnsteasons for selecting that ons
Lnvdar sach situation Ask himtoidentity attecrt three —er2ling careers whiZh

5 R ¥ -, - o Lme s - Cem T P
= Lol n nandtng the situaticn and wmile TreTh ST SE anes shown.

41
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Provide the student with Student Handout #29: “Finance Personalities™ and have him
match the marketing finance careers with the pe .onality trait he thinks best describes
that career. When he has completed the matching activity, discuss his responses with

him. Were there some personality traits that he would have used more than others for ail \
or most of the careers?

Discuss the different careers and the businesses for which they work. Give the student a
few business and consumer situations, and ask him to decide which business would best
handle the situation and what careers would be invoived in providing the service.

Special Media

Houhwhre

Dictionary of Occupationa! Titles, Volume |

Encyclopedia of Careers and Vocational Guidance, Volume |
Handbook of Job Facts, Science Research Associates

Job Experience Kit: Mote! Manager. Science Research Associates
Occupational Sriefs, St.ence Research Associates

Occupational Guidance Booklets, Finney Comgany

Occupational Outlook Handbook. J.S. Department of Labor

42

50.



-l - s - |
2, R " - .5.73-. n

P praan 3 a"‘.=e
| ‘ | . u n “ I
the . ]




O

ERIC

Aruitoxt provided by Eic:

NSURANCE: RUNNING THE RiSK

Competency

Abihty 15 relate the marketing careers n insurance to the insurance coverage needed in
various business and consumer situations.

Objectives

1. Given a hst of twenty careers in marketing. the student will identify the insurance
occupations with 752, accuracy. (knowledge)

2. Gwen ten job tities of insurance occupations and the:r descriptions, the student wiil
mateh the job title to its description with 8C°. accuracy. (comprehension)

3. Givan one consumer and one busiress situation. the student wilt relate five kinds of

incurance coverage needed Y37 the situations and five insurance careers that would be
ivatved aith 80P, accuracy. {apphcation)

Concep's

1.

]

At

.‘.

Marketing r.shs are the POSS bilties of bnancial loss to people or property by unforeseen
or uncontroilable factors,

The fa-tors ahich cause marketng rishs may be grouped into three main categories or

C'asses:

3. tarset condtions.—<hanges in prices. consumer demand. competition
b Ruman factars.—untertain acts of dishor esty, iliness, carel le3sness

Tall eriait
o, Nat.ral peris—cire. diseass, 2arthquakes. coldness, hurncanes

<

.me the chances ¢f “inancial 1osses 0

o s A e ey
T‘..;, etnodsy of nomiane

.
.
L
*
g
T
iP]
~
3
-
-
T
[
-

..4)1\\ 3805 as aell asto ngaaduals:

a. Good management practices—pianning and impiementing safety practices !
B 3%t of lnsses to at ‘\ ers— purchasing msurance {0 Cover 03ses.

ethods of rejue.na vnan\_tal losses that marketing career oppor-
e risk 15 o0 ne,of managements job responsibilities. the wise
xS 0 x,_ ‘,nce companies when possible.

b
W
3
(!
i

Al
v
.r
Zn
py
w
W
-
NP O
[§4
m

4

12 primarendustry ahich Pasits business operations centered around risk bearing is
sha casurance industry. Marketing careers are found throughout the incurance mdustry:

3. Branch ar Distrcot Vianacer—supervises and coordimates al! actwities for the com-

b Soaid Sepretantitiee--trans, 300598 272 Mg e Ty ageEnts
. PR - -~
z S, Aceotoael s POHTIeS BT S0l S s JUATOTISNS T OnS COMPDAT,
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~e

e. Insurance Broker —represents the chient in purchasing insurance from the corroany
which best meets that customer'sneeds

he ]

v ederariter - studies rees aformation, decides it niskois to be accepted, and cversees

pohoy issuance and premium calcuiations o . - .3

2l

Policy Writer — studes neads of the customer and 1ssues policy

h. Policy Checker - reviews policy to see if it is complete and meets the needs of the
T ocustorner ¢ -

<

i, Premium Clerk —studies policy a'xd risk factors to determine the corrth classifica-
ticns and calculates the premiurn .

-
kY

1 Business Auditor --visits and inspects businesses to.check if the oremium is correct
1ar that business’ type. size, location, =tc. - g '

“taims Adjuster

jetert“.:r‘.cs the 2

m. Sahir- - sells or disposes of the damaged property after claims

Sany nsetarnce eoportumteas or agencies are found in other businesses:

f_arowides business management and government officials
ation and '»"o'“ﬂe'\d:t;ans for managemant decisions

-prepares insurance certificates on foreign trade ship-
.. tixes DY"‘T‘H.'“ rates )

s pohicies, procedures. angd personnai of insurance

m's property and

v ba ohtaiped by indwidual consumers as wall

t ot caused Dy doath or retirement (ordinary, group’

....... PR o L P g~
TTATTS 283 C3USSOCY sTass or jdent thospital, surgscal,
mnet ma qalzry orlteston, - oo misdicah

el S = R e e - T LT




D e yur?

Proerty o msurance coweraze for finangial losses toreal and personal property by natural
A Baman causes (home, automobile, hoat, trailer, personal belongings. busmess.struc-
. ture inventory, equipment!
. @
foanoty protection of persans or husine sses against financiaklossfrom claims made by
Ghers for porsaned piry or property damage. (personal, professional, property)

Equipment 3

1. Overtiead 2raectorn 1Hmm move projector, timstnp Drotector
2 Tape Recstder angd Record Player

Materials

1 soens o Far Some Nt wwaten.” Busiress Ecucation Fitms
- ST by osehie Forcal” Association Fims .
SN iAW de Insurance Vanture. Modern Tatking Pictura Service
T foemarnies CBusrens of Kesping Promises,” Audio-visual ALsociates .
* Peroers i lnsurance L Amercan insurance Institute
. inanranes caroers, Incgtitute of insurance .
= N insurance

SIS

. - oore Lo : .
' R R T I AN e LA AL T o insurance Careers

Q ) » ) 54 .
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THE INSURANCE SCENE—KEY

dgrm——

1 The following insurance careers should have been marked:
Marine {nsurance Specialist olicy Writer
Sales Agent Slaims éAdjuster
Field Representative remium Rate Clerk |
Underwriter Salvor Agent
Independent Agent Claims Analyst
Insurance Broker Insurance Coordinator

A score of 9 correct answers or 75% accuracy will inclicate satisfactory knowledge on this
test item for objective #1.

2. The following answers should have been identified:
1. £ 6. A :
2. C . 7. L
3. H 8. D
4. G 9. K
5 B 1C. 4

When the student correctly identifies 8 of the marketing risk careers on this evaulvation
inctrument, he will have successfully completed objective #2.

°
»
-~

3. The 1ollowing kinds of insurance coverage and careers could be invGlved:

CONSUMER SITUATION BUSINESS SITUATIGN

Careers Covera;ies Careers Coverages
Sales Agent - Personal Li.e Underwriter Public Liability
insurance Comprehensive Policy Writer Product Liability
Coordinator Medical Policy Checker Property Damage

Branch Manager Salary Protection Premium Clerk Business Inte: 'uption’
Field Rep Social Security Business Auditor  Social Secunty (
Underwriter Homeowner's Consultant. Unemployment
Policy Writer Automobtle Branch Manager Insurance
Policy Checker i Sales Agent or Workmen's Compen-
Premium Clerk . Broker or sation
Consultxnt Independent Business Life

. Agent Grouip Major Medical

\ ) .

\‘ The student will demonstrate acceptable proficiency for objective #3 when he can '

identify 4 careers anc 4 coverages for each situation to total 16 correct answers for 80°%
accuracy. :




THE INSURANCE SURVEY—KEY

1. Tre tollowing twelve careers should be circled:

1. Claims Analyst 7. Claims Adjuster

2. Saivor Agent . Underwrier

3. insurance Sales Agent : 9. Insurance Examiner
4. Field Representative 10. Independent Agent

5  Preniium Rate Clerk 11. “Policy Checker

6. Insurance Broker ?2. Insurance Coordinator

If *he student correctly identifies 9 of the careers far 75% accuracy, he will have
demonstrated adequate proficiency for objective # 1.

2. ine tolloamy answers should have been given:

1. A 6. | i
F003 7. ) '

4. H - 8 G

4. 7 9. K

5 t 10. L

The student will have achieved acceptah'e performance on this evaluation item for
objective #2 it he attains 8 correct answors tu. 80°, accuracy.

3. The following kinds of insurance coverage and careers could be involved:

CONSUMER SITUATION BUSINESS SITUATION
T Careers Coverages Careers Coverages
Branch Manager  Personal Life Underwriter Professional Liability
Freld Rep Annuity Policy Writer Public Liability
Preanum Clerk Major Medical Policy Checker Product Liability
- Underarnter Salary Protection Premium Clerk Property Damage
Policy Writer Social Security Business Auditor  Business Interruption
£y Checher Tenants Policy ~ Consultant ~ Social Security
Broker or Automaobide . Branch Manager = Unemployment Insurance
“Sales Apent or Sales Agent or Workmen's Compensation
lnd(-pengk-nt Anent . Broker or Business Life '

Independent Agent Group Major Medical

1. student sl demonstrate acceptable proficiency for objective #3 when he can

idetify & careers and 4 coverages for each situation to total 16 correct answers for 80%

dCCUracy.
I

v
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LEARNING ACTIVITIES

UradT TITLE frran- e Runinng the Bk UNIT 42 OBJECTIVE #1-
Group ‘

1

Begn the discussionin class by asking the question: "Have any of you ever takenarisk?”
Create interaction among students about the kinds of risks that they have taken. Ask
someone to explain what they mean by the word. Expisin that it is the possibility of
financial loss to persons or property. Relate how financicilossesoccur through accidents,
¢aaths. ete. Ask students to explain how a risk can be avuided or reduced.

Tell students that businegses assume risks too Ask them if they can think of any risks
vt husinesses take. Include examples relating to nature (tire, hail), people (careless-
- o fishanesty). and economic conditions (depression. inflation). Ask students how
ey e rioks are andled. Create a discussion evolving around safety precautions by good

caragement pohic:es and the purchase of insurance.

Caplam to the students that, generally speaking,risk responsibilities are part of the
management’s duties, and that inthis unit they will prinarily axplore marketing careersin
Insurance, Ask stt.dents if thiey can think of any careersininsurance. This should lead to
the sales and srindependent agent and the claims adjuster. Relate other careers tothese

tan obs Reemphasize the careers and write them on the board Jr overhead projector.

ke an oserhead transparenc 7 of Student Handout #30; “Insurance Career Scramble”
place 1t o the overhiead projector. Reveal oniy one career at a time, letting student guess
stich marketing career i msurance the job is. Follow the cotrect identification of the
carear gith an explanation of what that person does 1 an insurance company or in
connecton ittt

Continue through each of the isurance careers, showing one career at a fime and
falloaineg it aith an explanation of that job tunction or description. To keep stydents
mterestod. interject insuranci: stories by yourself or have students volunteer experiences
or knowledge. Try to mclude as many business 'situations as possible, but relate the
smonrtance of insurance and the insurance personnel to the students and their lives

VAl

#nen you have completed thirs with the students, ask them to go home and find out«f their
farmilies R o nsurance  personal, professional. or busiess. Ask them to find out what
wind (it is. who sold it to them. Is it a group policy handled by an industrial or business
insurance coordinator of the company or agency? Was it purchased from a main office
sales agent? Was it obtained from an independent apent of the company. suchasa State
Farm representative in hus own office? Was it gotten from an insurance broker who
handles-nsurancs tor many companies? When the students return, review the informa-
tion pathered, and relate these careers to the others in the field of insurance.
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2

-

Nrte the follow.ng insurance careers on the chalkboard:

SALES AGENT POIICY CHECKER
INDEFENDENT AGEINT iHSURANCE COORDINATOR
INSURANCE BROKER SALVOR TRAINEE

BRANCH MANACGER INSURANCE EXAMINER
UNDERWRITER CLAIMS ANALYST

POLICY WRITER PREMIUM CLERK
|NS‘.JRANCE‘]CONSULTANT BUSINESS AUDITOR
MARINE SPECIALIST CLAIMS ADJUSTER
SALVOR AGENT FIELD REPRESENTATIVE

Have each stodent prepare a word search puzzle using the careers. Explain to the
Ltudents that they may have twenty minutes to construct the puzzle using all of the
careers £ e lan that they should try to use as few spaces as possible and that the career
tHeqma, bewntten across, down, or diagonaily. You may want toinctude variations, such
as words wntten backwards or overlapping.

Have students figure the number of sraces they have usec in their puzzies and recognize
the winner. Have students exchange puzzles. circling the career titles and checking each
ather to oo that all of the career titles have been used in the puzzle.

A

Individual

1

Distribute the Student Handout »30. “Insurance Career Scramble™ puzzles for the
otudent to aork. When he has fimshed identifying the eighteen careers ininsurance, give
b several of the resources identified under Special Media below. Ask him toinvestigate
vach of the career titles and write a short explanation of each of them. Tell him that he
miy present the imformation in any manner he wishes --a short story, a poem, a poster,
Lulletin board, a monologue, etc. Review the information he gathers with him periodically
1 b cortain he understands each career researched.

Aok the student to mventory hus personal belongings at home using the Student Handout
#11 Personal Possessions Peckage.” When the student returns to school, ask him to
Clace oheck next to the tentems of all those that he has listed that he would keep if he
Pt todome o of them, Have tum place a check in the box in tront of each item hsted.
Aok the tudent to esplainwhy he selected those tenitems trom all those he had listed, He
May cin this orally or on paper.

Eeol i to e wtodent that abien heos out on his own working, he can buy insurance to
vrotect s financal nyestiment in them, evenof he does not own his house. Tell him that
horc cild buy a renter’s pohicy fora very smallamount of money. Informthe student that he
by 2o e assume he s ot and working, and he s going to purchase a renter’s policy to
protect his personal belongings. Ask him toacentify orally or in writing at least twelve
monrance careers that wonld be involved from the time he applied for the policy and the
e it s aned te lim Reyvie s these careers with him and discuss others that he has

Gonvitteed

Special Media

1

i

Frme  For Semes Mast Waotch " Bustoess Education Fidms

IRy T
[

st A e e e Vontars T M\ adern Talkeng Pactare Serviee
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Fimstrips: “Business of Keeping Promises,” Audio-Visual Associates
“Careers In Insurance,” American Insurance Institute
“insurance Careers,” Institute of Insurance

Booklets: A Lite Career,” Institute of insurance
“Careers in Property and Liability fnsurance,” Insurance Information Insti-
tute

“It's Up To You,” institute of insurance
Carser Opportunities: Marketing, Business arnd Office Specialists
Career Opportunities, New York Life tnsurance Company, "Life insurance”
“Career World . Vol. 1, No. 9, May 1973, “Surprising Scope in Insurance Careers”
Dictionary of Occupational Titles, “Insurance” “Salesman™ “Claims”’
Encyclopedia of Careers and Vocational Guidance. Vol. |, “insurance”



LEARNING ACTIVITIES

UNIT TITLE Insurance: Punning the Risk UNIT =4 OBJECTIVE #2
Group
1. Duplicate the career descriptions tn Student Handout # 32: ““Insurance Career Clues' for

the class and cut them apart. Distribute one each to fifteen of the stugents. Have each of
them study the cluesand see if he canidentify it. Teli himto keep it asecret if he knows it.
Divide the rest of the classinto two teams. |f an extra student remains, have himserveasa
scorekeeper.

Explain to the students that each one of the fifteen students representing one of the
insurance occupations will read one clue to his personality. A flip of the coin can deter-
mine the team who may go first. Then that team may collaborate to decide who that risk
personality is. The team receives one guess. If they are correct, they receive 5 points. it
they are not correct, tine other team earns a chance to identify the career. If that team
cannot identify the career either, the student holding that clue card has a chance to win
five points by correctly identitying the risk career. Remember, the cards do not have the
career titles on them. If he cannot answer, any of the other fourteen career personality
students may try. R

if noone canidentify the career onthe first clue, repeat the procedure for another clue. If
none of the students canidentify it on the second clue, have that risk personality read all
of the remaining clues. If a team or individual guesses the risk career on the first clue, 5
points are earned. If the career is identified on the second clue, 3 points are added to that
team or person’s score. If the risk personality is named on the third clue or set of clues, 1
point is earned.

If no student can identify the risk career, review the information with the students and
explain that career title and description. Notice from the above game situation, that all
students, individual as well as the team, have an opportunity to win the game. The winner
could be named “'the insurance agent of the day” or the “insirance team of the week."”

Study the information in Student Handout #33: “Holiyv < Squares’’ and give each
student a copy of the directions if possible. Distribi* o 5. -wet for students to indicate
whether they would preter toserve as panehsts (ke Charli ~eaver), contestant (X or 0),
moderator (ask the questions), score-keeper, judge, or authorities. Have ten students
sign under the panehsts column in case someone is absent that day.

As indicated in the directions, have each student prepare ten questions—in this case,
about nsurance and insurance careers. Have the authorities review the questions, and
subrrit their final copres to you. Type these, if possible, on alarge bulletin typewriter or a
type sniter with an orator element. Make transparencies of these questions, so they can
be projected on the averhead screen as well as be read by the moderator. Supply each of
the nine panehists aith the guestons and answers. This is pood reinforcement for them
and provides them with the correctinfarmation to give the ansaer of “bluft’ acontestant.
¢ time alla s, rotdte stadents among the varnous positions, especially between contes-
tants and panetints,

GO
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Individual

e

Give the learner z copy nf the Student Handout #32: “Insurance Career Clues' and have
him study the clues to identify the insurance career that is explained. When he has
completed studying the career clues and writing in the career title in the blank provided,
revien each of the careers with him. emphasizing how each is involved from the time a
policy 15 initiated uniit the policy is 1ssued.

if possible, have the student visit a local insurance agency or office to observe the
activities and tak to employees. When he returns ask him to present a review of his

experience orally, in wnting, or by some visual means. Perhaps he might wish to tape his
resort o a tape recorder

After the student nas become ‘amiliar with risk careers ininsurance and job desciiptions

of each person, gve him a cop; of the Student Handout #34: “insurance.” Explaintohim

that there arc ce senteen careers histed and seventeen allocations for Christmas bonuses.
Remind birathat some of the people are not salaried employeesof the insurance company
or actual company personnel, but that they serve the company by providing new clients.

Be sure to @xplain 1o students that if there are any persons they do n6t think should geta
bonus. they should leave that space blank and explain their reasoning on the back of the
paper. it thic should happen, then the student may wish to allocate that money to

someone else. 17 50, this may alsn be included on the back with justification for the
deCi5:on.

When the stucent has finished assigning the bonuses, ask him to explain why he chose
the people he di7i for: the high bonuses, the low bonuses, and the "‘middle of the roaders."
Review the responsibifities of each and include those careers not 00 the list before the
student is evaluated.

Special Media

ro

IS

Occupational Out'cok Handbouk. “Insurarce Agents and Brokers”

Cecupational frnefs, Science Research Ass  ates
“Insurance Adjusters’” “Insurance Agenis”

Gecupational Guidance Seres. Finney Cempany

“Casualty Undserwriter” “Fire Investigator”
“Insyrance Agent’ inecrance Auditor”

Gerupations aaeg Carec s U Sales Occupations”
Wedenine Occupational Roe, Work Briefs, Science Researct A.sociates
s Ayerts’

o, heurance Adjusters” “tnsurance Clerks”
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LEARNING ACTIVITIES

UNIT TITLE /nsurance: Running the Risk UNIT #4 OBJECTIVE #3

Group

1. After you have covered the information in Student Handout #35: “Policies For Protec-
thion,” develop some roleplay situations ontypes of insurance. Select students toroleplay
the varicus situations questioning the class abou? each of them as they are completed.
Review the five major kinds of insurance and examples of each during your summary.

Three roleplaying situations which you might use are: ’

Role Play #]1—Mr. and Mrs. Wooten have just returned from their honeymoor. Mr.

Wooten earns an above average salary. Mrs. Wooten does not work. They have two cars
which are paid for. They have just bought & house. Mr. and Mrs. Wooten walk into the.
City-State insurance office and ask to speak to Mr. Nolan. Mr. Nolan is an agent whe has

heen recommended to the Wootens as the man to talk toabout their insurance ne=ds. Mr.

Nolan decdes what type of insurance services this young couple might need.

Role Play #2—Mr, Peaton has just bought a roofing business which is located on Main
Street. He comes into the City-State Insurance Company office to ask Mr. Nolan's helpin
determining what kinds of insurance he will need for this business.

Role Play #3--Gene Daleyis 22 years of age. He just graduated from the local community
college with a bright future in wholesaling. He saves a good part of his salary every month
since he has no one dependent on him. He feels he must get adviceoninsurance, heis not
sure if he needs insurance or not. Will Mr. Nolan please help him.

2 Duplicate blank cards using Student Handout #36. “The Protectors,” as a guide or have
each student design his own. Rotate the types of policies under each column or have

otudents write the policy types in the blanks of their choice under the appropijate
¢elumn.

Have each student write five descriptions of situations which would be covered by the five
major xinds of insurance. Thus, each student would prepare one each of life, heaith,
social, property. and iiabihity insurance. Prepare some additional descriptions yourself.

Ewplain to students that you will read out the description of a business or consumer '
ituation. Ask them to decide what kind of insurance would handle the situation. Have

them look on their cards and mark the specific type of coverage in that category which
would protect the policy holder. <

.. Inform the group that the first person to obtain 5 types of insurance or blocks in a row
* across, down, or diagonally, should call “Protectors” to win the game. Relate various
insurance personnel who couid be involved in various situations.

insurance
1 Cuve the learner a copy of Student Handout # 35: “Policies For Protection’ and have him
study the information. When he has covered the information, review the kinds of insur-

ance and types of pohcies. Ask the student to complete the activities at the end of the
handout and check them when he has finished them.
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When the student has covregd © . irst--iz! . Gihe ant fine ot #3530 “Polizies For

Protection,” ask him to react o~ ir i, usar 76 odi 2 i0e3” o ninthe Student hand-
out #37. Discuss various tyi>s of f:ara=cros. 2 g3 tee T 1 s ot they cover, and

the insurance personnel wh.o 703y vac>o . oo,

Give the pupil a copy of Stucive:t =,

vt e o .2voane e investigations,” and have hiin
complete each section. Afte, 1 - asancaere il it discuss hisanswers clarifying the
kinds of insurance and the siic: 018 eze.n Loane o handles, :
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TRANSPORTATION: GETTING THEM THERE 2

Competency B
Ability to relate the transportation businesses and marketing careers to the movement of
people and products for va(ious business and consumar situations.

Objectives )
1. Giver the five major methods of transportation, the student will identify two marketing
careers for each of the five methods with 80° accuracy. (knowledge)

2. Given job descriptions of ten transportation careers, the stuaent will give the correct job
title and the transportation industry in which that ~areer is found with 80°% accuracy.
(comprehension)

3. Given five business and consumer situations, the s.ucz.-t will select the transportation
' businesses and marketing careers which would be appropriate for the situations with
80", accuracy.

concepts ' -
1. Transportation nrovides the service of physically moving property and people from one
focaticn tu another.

SN

Five major methods of transporting people or property may be used:

a. Air Carners— pascenger airhnes, cargo aircraft

h. Waterways--leisure hiners, barges, freighters, tankers

c. Highways -buses, moving vans, trucking companies, vehicle rentals, taxis,
limousines”

d. Railroad--commuters passenger trains, freight trains

e. Pipeline -liquids such as water, oil, grain, chemicals, gas

. 9 -
3. Businesses withun the transportation industry offer many, varied iarketing career oppor-
tuntties: '

a. Airlines-—airline stewardess, flight control specialist, ran:p attendant, cargo agent,
flight superintendent, airline dispatcher o

b Waterwvays. -waterway traffic checker, iongshoreman. dock boss, importing clerk,
expG-ter manager, baggagemaster, purser, steward

¢. Highways—motor dispatcher, routeman. rate clerk, bus tracer, clainis adviser,
baggageman. taxicab driver, hmousine router

4 RPalroad  conductor, stationmaster, porter, brakeman, callbov :

». Pipeline. -pumpnng station operator, dealer recruiter, field supervisor {(oil), meter
roader, wvater dispatcher, watermaster (water) !

4. Many marketing service businesses depend to some extent upoa the transportation
idustry for therr success:

a. Travel agencies and tour guide services

o Entertainment and amusement attractions

e, Lodeimg and eating accommodations

4. Novelty. mitt, and personal service stores

o Storage Companes : - -
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5. The transportation industry is a vital link maintaining our highly complex standard of
living with constant movement of people and products.

Equipment ' :

1. Overhead projector, bulletir board, chalkboard .

2. Filmstrip projector and 16 mm film projector ’

3. Reel or cassette tape recorder and record player. .

Materials

1. Films: .“Careers in Transportation,” University of South Carolina
“How to Succeed Without Really Flying,” Federal Aviation Admin.
“|s a Railroad Career For You?,” AIMS Media Service

2. Filmstrips: “Airport Service” Series, Educational Development Corp
“Airport Travel” Series, Colonial Films, Inc.
“Careers in Transportation,” Pathescope Educational Films
“Transportation: Art Ocean Port" Series, Ed. Development
“Transportation: Our Railroads” Series, Ed. Development

. v
5. Cassette Tapes: “Careers Unlimited—Transportation,” Classroom Productions

4. Booklets: Going Places in Oil, American Petroleum Institute
- Job Experience Kit: Truck Driver. Science Research Assoc.
Marketing Careers in the Jet Age, Chronicle Guidance
Ned the Taxicab Driver, Webster/McGraw-Hill Company
On the Road With the Trucker, Chronicle Guidance’
Opportunities With Texaco, Texa.o Oil
Opportunities in the Trucking Industry, American Truckers

5. Career Opportunities, “Traffic Manager,” New York Life Insurance
6. Career, Ob})ortunities: Marketing, Business, and Office Specialists
Career World, *Air Transportation,”, December 1972
“Airline Flight Attendants,” December 1973

Dictionary of Occupational Titles, Volumes | and |l

Eacyclopedia of Careers and Vocational Guidance, Volume |

Finding Your Job, Finnay "‘ompany

Handbook of Job Facts. Science Research Associates

Occupational Guidance Briefs. Chronicie Guidance Publications, Inc.
Occupational Guidance Bocklets, Finney Company

Occupational Outlook Handbook. “Transportation,” U.S. Dept. of Labor
Occupations and Careers, “Exploring the Occupational World”
Popeye and Careers in Transportation, King Features

Project Loom Units, Florida State University :

Widening Occupational Roles-Work Briefs, Science Research Assocnates
Working in the Transportation Industry, Fairchild Publications
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Supplies
1. Posterboard. construction paper. white-paper
2. Rulers, scissors, glue, crayons, colored fencils, magic markers

»

Special Resources
1. Student Handouts #39-16

2. Commercial game: "Money Card" by American Express Company

o
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THE TRANSPORTATION SCENE — KEY ‘ /\
Any two of the following careers may be given for each method.-

Airlines—airline stewardess, flight control specialist, ramp attendant, cargo agent, flight
superintendent, crew scheduler, reservationist, ticket agent, schedules analyst

Waterways —waterway traffic checker, longshoreman, dock boss, importing cferk, ex-
porter manager, baggagemaster, purser, steward

Highways --motor dispatcher, routeman, rate clerk, bus tracer, claims adviser, baggage-
mar. taxucab driver, limousine router

’
/

Ratlroad - conductor, stationmaster, pcrter, yardmaster. scaler, callboy, motorman,
brakeman

Pipeline - pumis g statior. operator, dealer recruiter, field supervisor {oil), meter reader,
water dispatcner, watermaster, gager, services assistant (water) ] '

]

Eight correct answers for 80°: accuracy will satisty objective # 1.

» A
- .,

CARFER INDUSTRY CAREER INDUSTRY
1. Watermaster. Pipetine 6. Dealer Recruiter Pipeline
2. Conductor ‘ Railroad 7. Stationmaster Railroad
3. Baggageman Highways 8. Bus Tracer Highways
4. Export Manager Waterway 9. Ship Steward Waterways
5. Stewardess Airline 10. Ramp Attendant Airline

»

If the s‘uden{t answers 16 iteras correctly for 80° accuracy, he will have demonstrated
accepla le performance for objective #2. \

These transportation businesses and any fwo careers shoutd have been recommended for

each situatien .y ]\
BUSINESS MARKETING CAREERS : P
q
1. Trucking Company ) Truck Driver Freight Rate Clerk
) T Traffic Manager Loader!
2. Arkne Stewardes ‘ Steward
. ' Ramp Att¢gndant Hostess -
T N N : Ticket Agent Skycap
o . Reservationist
3. Car Rental : Rental Rep. - Reservatianist
. : ¢ Pickup tan Station Manager

62



4. Passenger Train Ticket Agent Conductor
Porter Brakeman
Motorman Caliboy
Porter : Stationmaster
5. Shipping Company Dock Boss Importing Clerk

The business and twa careers for each number should have been recommended for a total
of 15 answers. If 12 of these 15 answers are correct for 80% accuracy. the <tudent will
satisfy objective =3. ' ~
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THE TRANSPORTATION SURVEY — KEY “

Any two of the folloa:ng careers may be given for each method.

. o, _ _ A
Arriines —atrline sto vardess. flight control specialist. crew scheduler, tick_et agent, ramp
attendant, reservationist. cargo agent. schedules analyst, flight dispatcher
Wwateri . -s—waterway traffic checker, longshoreman, dock bass, importing clerk, ex-
porter manager. baggagemaster. purser. steward

Highways-~motor dispatcher, routeman. rate clerk. bus tracer. claims adviser, baggag=-
man. tax.cab driver, limausine router

R.itroad —conduclcr. stationmaster. porter. brakeman, motarman. caliboy. scaler,
vardmaster .

Pipe:ne —pumping station operator. dealer recruiter. fietd supervisor (oil), meter reader,
water dispatcher. watermaster

The student wiil have demonstrated satisfactory knowledge forobjective #1 if he receives
a score of B or 807% accuracy on this test item.

Ramp Attendant
Conductor

[EAN IO R AC AU

INDUSTRY

Pioeline
CAITHne
Ra:iroad
waterways
Highways

O Wwm~o;

Bus Tcacer
Export Manager
Staticnmaster
Stewardess
Dealer Recruster

INDUSTRY

Highways
Waterway
Raiiroac
Airline
Pipeline
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3. Car Rental Rental Rep. Raservationist

N Pickup Man Station Manager
\\\ 4. Passenger Train Ticket Agent Conductor
\ Porter Brakeman
N\ Motorman Callboy
‘ Porter Staticnmaster
5., Shipping Company . Dock Boss Importing Clerk

The business and two careers for each number should have been recommended for a total
of 15 answers. if 12 of these 15 answers are correct for 80% accuracy, the student will
satisty chjective #3.

-1
o
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LEARNING ACTIVITIES
UNIT TITLE Transportation: Getting Them There UNIT #5 OBJECTIVE #1

Group
1. Draw a hangman’s noose on the chalkboara .~ z.t-2ad projector. To the left of it place
encugh blank hines to represent the word treceparistion.,

—

0

@ — ——— — —— — — — — — —— —— LSS

Explain ¢o the studentsthat they are going to learn about an interesting marketing career
area that s involved with moving people or property, as you have two teams alternate
zuessinz the letters. Remember that letters correctly guessed are written in the appro-
priate bianks and those incorrectly igentified are written below the line. The team who
suesses the word pefore the ten parts of a man are drawn wins the game.

~athads of transportation—airiines, highways. pipelines. railroads. and waterways. In-
ot suzgestions of examptes of these transpertation carriers. Highways. for example.
‘nciuie delivery vans. busas. tractor-trailers. and meving vans. and pipelines transport
such things as water, ol gas. and gramn. ’

s into f.ve groups and assigneach group one of the five methods. Have each
cate the careers which may be found in that transportation industry and
£ procucts and services that are performed. Provide the foilowing ma 2rials in the
cm: D.ctronary of Occupational Titfes. Encyciopedia of Careers and Vocational
o ronark of Joo Facts. andthe Qocupaticne! Qutiook Hancdzook. Obtain any of
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Ask each student to take a sheet of paper and write down the five characteristics which
best describe him. Then ask the student to write down the five characteristics which he
thinks best describes each of the other members in the group. Wnen all of the students
have finished. have them compare answers and discuss why they selected some charac-
teristics in place of others.

Then have each student in the groups write down the tive characteristics that they think
are most important for a transpor* ztion employee to have. Have each student write down
a method and related career for each characteristic. Have students compare characteris-
tics that they thought were most important and why they selected the ones they did. Have
them relate the method and career that they matched to the various characteristics.

Individual ‘

1. Give the student a copy of the Student Ha 1dout #40: “Transportation Probe” and give
him-about twenty minutes to complete the word search puzzle. When b2 has tinished,
discuss the five methods of transportation that were identified within the handout. Ask
him what some examples of each would be. such as leisure liners and tankers for the
waterway method. Review the transportation careers and where these peopie are ET™N
ployed.

N

Distribute the Student Handout #41: “Transportation Through the Channels™ to the
learner. When he has completed the chart, ask the student to identify how many transpor-
tation careers he can think.of for each of the methods he has used. After the student has
hsted all those he can think of on the back of his sheet, review the five methods of
transportation with him and explain the various career cpportunities available to him or
her.

Special Media
1. Career #oriz2. “Air Transportation.” December 1972.
~Airiine Flignt Attendants,” December 1973.

2. Fincing Your Job. Finney Company

Airiines Porter . Moving Van Loader
Airport Line Boy Redcap
Dockman Room Steward
House Mover's Help=ar Trav Packer, Airline
3. Occupational Briefs. Scrence Research Associates
Airline Stewardesses Import and Export Workers
Airline Traffic Agents Service Representatives ultilities
Airiine Traffic Clerks Traffic Manager ‘
Drivers, Long-Distance Travel Agency Workers

~

4. Dceupational Gurdance 8riehs, Chroricie Guidance Publications, Inc.

Gas Distribution Occupation Ticket Agenrt
Rairoad Trarssportation indust-y Tratfic Manager
Recreaticn Leader (Directs) Travel Counselor

Taxizad Drroer

-1
w

Truck Driver
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Occupationa! Guidance Booklets, Finney Company

Moving Van Driver

Purser, Ship’s

Raitroad Conductor

Railroad industrial Agent
Railroad Station Agent

Rate Clerk

Recreational Services Director
Taxicab Dispatcher

Taxicab Driver

Air Traffic Controller
Air Freight Handler
Airline Reservationist
Airline Station Agent
Airline Stewardess
Bus Driver

Ctaims Adjuster
Customs Inspector
Dispa*cher, Freight
Driver, Delivery Service Tourist Guide
Freight Solicitor Traffic Manager
tmporter »  Train Digpatcher
industrial Traffic Manage- Travel Agent

Popoye and Careers ' Transportation. King Features
Project Loom Units. Fionda State Unwersity

Arring Stawardess
Truck Driver

-~
\

Air Traftf:c Controiter
Taxcah Driver

Widen np Dec sabonsl Boiss Aore Srefs Scence Ressarch Associates
Sy Tratiic Caontretiers 2us Drivers, wong-Dktance
Zirline Dispatchers Sus Drivers, Local

Liriine Stewzrdesses Tax: Denvars

Loene Tizhet &gants Tra®hic Managers

Aeepoes MWanager T-a.e! Agents

Truce Drivers, Lomg-Distances

..*l
o
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'LEARNING ACTIVITIES

IT TITLE Transportation: Getting Them There UNIT #5 OBJECTIVE #2
up
After you have covered basic information concerning the transportation careers and their

job descriptions, as found in Student Handout #2327 cansportation: Getting Them
There,” explain the directiors of the game activity. “"7-znsportation Twirl” of Student

.

Handout #42. if pessible, give each student a copy of the infofrmatior:.

Assign the questions in advance, so that you ma, rev'ew and edit them. If possible, have
them typed on a bulietin typewriter or a typewyt.uv wilh an orater element, and make
transparencies of them. Ask students to make w;: : e final questions on the five sets of
game cards. {f you can, put each transportatio”: = thad's career questions on a different
colored piece cf paper. Then play the game as Lirecterl :

Assign each student a transportation career to : ~vestigate. Ask the student to develop a
character sketch of his career person. Have hir explore the opportunities in the commu-
nity or nearby cities. Have him interview ii y=~sibie, in person or on the telephone,
people who are employed in the occupatior..

When he has completed the project, ask hém to dispiay a sne pag: .nformation sheet in
the room. Have the students review all of th Clei: 's projects. Raview with them the major
transportation jobs available and the respos 3 3lities or duiies of each position.

Ask each student to prepare two job desciifive t2ntenc:. tor his career. When all of the
students have completed the descriptions, 2xpia to tac st.dents that they will partici-
pate in a transportation activity. Provide soi. 2 i@m« < Tor'«2 student who earns the most
soints, such as exempting the Quiz O7 FeCeivi 2 & 237 & gum.

Coile -t all of the job descriptions from the students. mawing sure that they have identified
the career title on each description card. Rea: it job descriptions and let students
guess the correct career title. Having two of each jor description will helpto reinforce the
infarmation as wall as retain the attention =3 iw: students. The student who identities the
mro=t careers is declared the "“Career Sgaowil’ )

\,

S~—

irdividual
1

& -

Give the leamer a copy of the infornsz?i:z: sheet Student Handout £43: “Transportation:
Getting Them There. ™ Give the stude~.: about fifteen minutes to stucy the career informa-
tizn. Revivw *he transportation carer, with him, emphasizing the job descriptions and
gi#ing him examples of people arid places in your area of the xtate.

Raview th2 various transportaiar « areers and their responsibitities with the stucent and
2re2 him the Student Handou! 4% “Irznsportation Thinkers.” Each of the situations
inziodes the job title and job descrintion of certain key transportation C2reers in all tive
mathads of fransportai=on. When the student has comipleted the handoul. review his
s isavers with him, 1§ other student. =re given *his shoet it would mabe an excallent
wad-n for 2 group discusson.

15
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Special Media

1

&

,"

Films: ~Careers in Transportation,” University of South Carolina
“How 1o Suceed Without Rea'ly Flying.” Federal Aviation Admin.
“ls a Railroad Career For You?,' AIMS Media Service

Fitmstrips:  “Airport Service” Series, Educational Development Corp.
~Airport Travel' Series, Colonial Films, Inc.
~Careers :n Transportation,”” Pathescope Educational Films
“Transportation: An Ocean Port™ Series, Ed. Development
“Transportation: Our. Railroads™ Series, Ed. Development

“Careers Unlimited—Transportation,” Classroom Productions

Booklets: Goaing F-a.as in Oil, American Petroleum Institute
Job Ex: vtinrze Xit: Truck Driver, Science Research Assoc.
Marketing (‘3reers in the Jet Age, Chronicle Guidance
Ned the Taxicab Driver, Webster,McGraw-Hill Company
Or the Road With the Trucker, Chronicle Guidance -
Opportunities With Texaco, Texaco Oil
Opportunities in the Trucking Industry, American Truckers

Career Cpportumties. ~Traffic Manager”, New ?'prk Life Insurance

Car‘eer Opportunities: Marketing, Busin2ss. end Office Specialists

Dicticnary of Occupational Titles. Volumes 1 and 1l \

Encyclopecia of Careers and Vocational Guidance. Volume, "Air Transportation,” “Bus

Industry.” ““Marine Transportation,” “Natura! Gas Industry,” “Petroleum Industry,”
“Rairoad Transportation” and “Truck Transportation™

Hanabook of Job Facts. Science Research Associates
Occunational Cutlook Handbook. “Transportation,” U. S. Dept. of Labor

Ozcupations anc Careers. “Exploring the Occupational World™

Working in the Transportation Industry. Fairchild Publications



LEARNING ACTIVITIES

UNIT TITLE Transportation: Getting Them There UNIT #5 OBJECTIVE #3
Group

1.

[N

Provide each student a copy of the Student Handout #45; “Transportation TfaCe."
Expiain to students that each of the Jesignated products must be transported from the
natural producer to the processor or converter. Tne goods must thenbese ttoa central

distributor or wholesaler. From this point the goods must go 1o a iocal retailer within 50

miles. The retail outlet mus: then deliver it to the consumer or user. The student may wish
to use a marketing service industry as a user serving the consumer. In this case, the
retailer would most likely be eliminated.

Each of the products has been given a starting point for the crigiaal or natural producer.
Supply the students with five different cclored pencils, crayons. or felt tip pens. Have

- each ccior represent a different mode of transportation. Explain to students that they

-nay choose the cities n which the prozessing or converting producers, wholesalers or
distnibutors. and retatlers or marketing service industries are located. After he selects the
cities for each product. have him take the vaitous colored penciis and trace the methods
o§ transportation which woaid be used to get between the designated points.

When the student has completed hi. transportation trace on the map. ask him to select
one of the products and identify the transportation careers which would be involved
throughout the channels of distribution for that particuiar product. Have himlist these n
the spaces previded on the handout. Display these around the room and have students
review them. Have various students exglain the products and methods of transportatior:
they selected and the careers that were involved in each situation. Then review the five
methods and the careers found within each of them.

Discuss soﬁrexamp!es of consumer travel situatiors and have students identify the
«inds of transportaticn that they would use if they were in those situations. Ask them to
name some careers thit would be contactea by the traveling consumer.

&

Deveiop transportation business scenes in the classroom. such as a train station ticket
countar. a shipping dock. an airling loading ramp, and a car rental desk. Develop some
cansumar and business situations for the students to simulate in groups.

Divide the class into the number of groups forwhich there are business scenes. Give each
group agtuation ahic™ would be handied in a different setting. Have each group decide
the business that would handle the situation and the rmarketing career personnel whe
would be directly invoived. Have them move s ine business setting and assume the roles

of the careers. >

-
-

tndividoal

1.

Give the student a copy of Student Handout #36: “Transportation Situzions’™ and ask
him ~0 chack the types of transportation that he would recommend £or the given con-
surmer and Susiness situations. After he has completed the exarcise. discuss the situa-
tions ath humasking rmtoexplainthe type of transportation he chose foreach situation.
Ask the student to reiate the marketing careers that would be directly invol. 2d in each
s:tuation o th the consumer or busness.

-

‘ i

71




’

Ask the student to list the foliowing types of transportation on a she«. of paper: airline,

ralroad, trucking company, leisure liner, shipping Lompany, bus.lir - 'ne,iaxi, and car
‘rertal. With these types of transportation businesses listed on the le ‘a of the paper,
ask the student to identify the main reasons that consumers or bus ses would use
these over others in given situations. For example, air travel is used 7 consumers

and businesses primarily to save time.

Review the various situationsin which the different types of businesses. .'d be selected
and the marketing careers that wauld be directi involved.

<f
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COMMUNI

Competency
Ability to relate the marketing ¢
industnes.

ubjectives

CATIONS: FEELING THE VIBRATIONS

areers to the services providec by various communications

1.

Given four commuriications bu

sinesses and ten marketing careers in communications.

the student will match the careers to the businesses with 80° accuracy. (Krowledge)

%

2. Given ten communications activities. the student will distinguish the marketing careers
involved in the activities witn 80° accriracy. (Comprehension)
!
3. Guwven four communicat:ons situations. the student wiil predict which cnmmunications
] pusiness and marweting career could best handie the situations with 75% accuracy.
{Apphization) .
, - -
- Concepts

M
i

The commuunications industry aids pe

ople inexchanging infnr~i3tion through sightand ar

kaaring. Major areas of the .ndustry inciude telephone
-y1ass media. - :

\1 N
123/' Mast mass med
N

communicato

=t

:oh companies and the

’
-

ia businesses. such as newspapers, radic. znd televisien, provide both
s services as well as promotional business services. In this unit we will
distuss those marketing carears 'n the mass media which are primarily involved in

transmtting anfermatien. rather than promoting a product. service, or business.
- . . . . ’ i R .
‘ 3. Fous mEor commenications businesses and marketing careers available within them
b de
‘ - Publishing Companies (Newspapers. Magazines. Books)
i . R . )
: Bt Ranorier Couers a certa.n local territary for news in the field. such
as paolice neadguarters or governmant offices, for a

AR Rl vl i St and determunas what
. - st
\ -~ an N -~
Tirzwaton Vanager Susen apers and magazines to
. 3.TSC
Tl gt generzl or spacialized
NN

S

O
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Cdrréspondent

Critic

Editorial Writer

Genera! Hiustrator

General Reporter

!ns‘erter

Managing Editor
ews Carrier

P

Researcher -

Rewriter

Spectatist Reporter

L)

Arnguncer

Works away from the home office town and relays stories
by phone, cable, wire, and mail. {Examples: Foreign,
State. Washington)

“\

Attends entertainment functions and reads publications,
writes reviews for plays, books, teievision, etc.

Prepares short articles of opinion which appeér on the
editorial page of a news_:;aner or magazine

Sketches ordraws pictu: esforart:cles stories, humor, or
editonals

"‘overc avariety nf news as it occurs and a;tnps come mto
the otfice .
Places special sectigns. circulars, or announcements
within newspapers or magazines
Directs all other editors and personnel and nas the fmal
say in hiring. firing, and persanne! activities

. . -
Delivers mewspapers to subscrioers, sells them around
town. stccks news vending machines

Gathers and checks facts for writers ar.d e,;'itors

Takes ne.ws facts bver the telephone and writes the staory

for prirt ot

Writes for a specific area of knowledge. such as sports or -
- business _ T

Broadcasting (Radio. Television, Films)

Gnes information of interest. introduses shows, may act
as a modearator interviewing guests

SR

F i ‘Y‘"x\;-rﬂa

wnayces, nterorets, and broadcasts news received from

specia ennouncements, Tilers, and news bulle-

-

PRI
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AN

Floor Man

Newscaster

News Director

.4 4

Proddcer

.

Chief Operator

Cormmercia: Representative

e &
L3

Group §L;De'v’5507

“e

"

Seryice AssiSrant

.

‘Servize Coservar

Service Representative

Customer Service Engineer

L

" Trains and dir

Holds cue caras for performers, checks props for oloce-
-rwnt informs performers en positions and directions

Writes daily news stories and delivers them on the air

Supervises all broadcasting news workers and activities
for a-station :

Directs all personnet and activities for 2 show, selects
scripis, handles finances

.

Telephone Company

Directs all activities of operators. assistants, and group
supervisors

Contacts business customers to assist them in determin-
ing the service and equipment they need

‘Sells compiex equipment to large business customers
and explains its use

Oversees a section of operators ar-assistants for an area
of service

Assists custorners by making fong distance connections.
pfovvdmg tocal uniisted numbers. and gvmg assistance
in makmo calls

Trains and develaps operators for ditferent areas of ser-
vice

Checks with customers to
vice given to customers

detes mine the quality of ser-

Hardles customer inguiries, recommends and seilis the
types of service and equipment needed by individual
rustomer

re
) U

us

w

rects & sroup of service representatives

Telegraptl Company

Tetephones addrassee
tahim

ee and raads the telegram message

Supenises a'i personnel and s-tivities in a telegraph
O et} "D

Detivars te! ez* T3 tn adaressee and coiects charges

Aban NeIeSS3r

)

82



Receiving Ayt Accepts telegraph messages by phone or in person,
(]
' , quotes charges, and may accept money

Sales-Servic: Engizer > Works with businesses and agencies in the selection and
. use of telegraph equipment
i
!

Service Rater f Counts words in a message, determines charges, and
makes the cost on the message for billing

[

Jelegrapher Tranumits and receives messages using the teletybe
- equipment
Tracer ! Follows-up customer inquiries con'cerning telegraph
‘ messages sent ‘
Equipment

1. Overhead projector, projection screen, bulletin board
2. 16 mm projector, slide projecto(, filmstrip projector -
3. Tape recorder, record player, video tape recorder
Materials
1. Films; ‘‘Careers in Broadcast News'
“*|s a Career in Radic v . 'avision For You?"
“The Journalists”
2. Filmstrips: “‘Career Expl tion”
“Careers in Fu. making”
“Careers in Journalism™
“Careers‘in Television"
3. Cassette Tapes: “‘Career Development: Radio Broadcasting”
“Careers Unhmited: Broadcasting”
“Career tapes: Telephone Operator”
4. Career Opgortunities: Marketing, Business, and Office Specialists
5. Career Opportunities Series, “Should You Be a Reporter?”
6. Career World Magazine, Vol. 2, MNo. 7, March. 1974, *Jobs in Journalism”
7. Careers Briefs, Careers Publications, Inc.
8. Careers in Communications pamphfet

9. Dictionary of Occupational Titles, Volume |

!
10. Encycloped/a‘of Careers and Vecational Guit/ance, Volume #

79




11. Han:book of Job Facts, Scierr - Research Assé)c:ates
120 Jub Fandy Senes, TPubhishung” l
13, Occupational Awareness, Mini-Briets
14. Grcupational Briefs, Science Research AssoCiates
15. Occupational Guidance Booklets, Finney Coénpany
16. Occupational Qutivok Handbook, U.S. Deparétment of L\abér
. !
17. Popeye and Communications and Media Careers, Comiébook
18 Project Loom Units, “Radio Announcer.” T‘V Announcer\;,;' “News Reporter”
19, Witemng Occupational Roles Work Briefs. Science Resea%‘ch Associates
. 200 Your Job in Distribution
Supplies
1. Posterboard, construction paper, card stock
2. Muagic markers, felt tip pens, colored pencils, crayons
3. Glue scissors, tape, staplers, thumb tacks, rulers

4, Tr;tmsparency acetates. cassette tapes. video tapes

. i
Special Resources
1. Student Handouts, #47-49

2. Guest Speaker

81
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THE COMMUNICATIONS SCENE — KEY

The business l=lters should have beer matcned to the careers:

1. Operator A 6. Columnist C
2. Tracer B 7. Rg;writer o C
3. Copy Editor C - 8. Messenger B
4. Announcer D 9. Service Rep, A .
5. Commentator D 10. Floor Man D

A score of 8 correct answers for 80% accuracy will satisfy objective #1.

These communications careers were described:

a. Messenger ' . f. Telegrapher

b. Bfat Reporter ' g. Chie{ Operator
c. ‘Commentator . h. News Carrier

d Service Repre.sentative i. News Director )
e. Correspon’dent j. Managing Editor

.

If'the student correctiy identitied 8 careers for 80°% accuracy, he will complete ob]ecti'
52,

.

The following commurnications business and marketing careers should handle each s
uation:

Businesses « Careers
a. felephone Company _Service Representative
b. Telegraph Company ‘ ’ fracer
c. Pubhishing (Newspaper) . . Beat;eporter
d. Broadcasting | . New%caster

- ¢
o

When the learner achieves 6 correct answers for 75°% accuracy. he passes objective #

LY

3

80 -



THE COMMUNICATIONS SCENE — KEY

The business l=lters should have beer matcned to the careers:

1. Operator A 6. Columnist C
2. Tracer B 7. Rg;writer o C
3. Copy Editor C - 8. Messenger B
4. Announcer D 9. Service Rep, A .
5. Commentator D 10. Floor Man D

A score of 8 correct answers for 80% accuracy will satisfy objective #1.

These communications careers were described:

a. Messenger ' . f. Telegrapher

b. Bfat Reporter ' g. Chie{ Operator
c. ‘Commentator . h. News Carrier

d Service Repre'sentative i. News Director )
e. Correspon’dent j. Managing Editor

.

If'the student correctiy identitied 8 careers for 80°% accuracy, he will complete ob]ective
52,

.

The following commurnications business and marketing careers should handle each sit-
uation:

Businesses « Careers
a. felephone Company _Service Representative
b. Telegraph Company ‘ ’ fracer
c. Pubhishing (Newspaper) . . Beat;eporter
d. Broadcasting | . New%caster

- ¢
o

When the learner achieves 6 correct answers for 75% accuracy. he passes objective # 3.

LY

3

80 -



THE COMMUNICATIONS SURVEY — KEY

1. The business letters should have been matched to the careers:

1. Operator . . A 6. Coiumnist C
2. Tracer i B 7. Rewriter C
3. Copy Editor | C 8. Messenger ) B
4. Announcer ‘D iy 9. Service Rep A
.5. Commentator _ D iJ.  Floor Man ! D«

/

.

A score ¢f 8 correct answers for 80% accuracy will satisfy objective #1.

2. These communications careers were described:

a. Messenger o £ _Tele(graohér ‘
; b. Beat Reporter ) g. Chief Opérator

C. Commeﬁtator ' h. ’News Carroier

d.. Service Representative * i. News Director

.

e. .Correspondent i.  Managing Editor

If the student correctly %dentufied 8 careers for 80°, accuracy, he will complete objective
#2.

3 The folloaing com unicalions business and marketing careers should handle Each sit-
uation:

.
Businesses ' . | - Careers ,
. Telephone Company . Service Representative
’ h. Telegrapt Company Tracer |
. ¢. Publishing (Newspaper) Beat Reporter .
o Groadcastimg Newscaster f ’ ®

When the student indizates 6 answers correctly for 75 accuracy, he achieves objective

S ‘ .
.. 86
B 81
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LZARNING ACTIVITIES

ONIT TITLE: Commurications. Feeling the Vibrations  UNIT #6 OBJECTIVE #]

Group

- 1.

Wiite the words “Yes™ arid "No™ on the chalkboard or overhead projector. Explawi to the
students that ati answers they give are acceptable; there are no right or wrong answers.
Ak the group how many of them think they would like to work in the ceramunications field
and :m‘f?% that number under the “Yes.'" Ask how man s of them wculd not want ta work in
the communications field.

Select students to explain why they would ar.awould nct vant to work 1n the communica-
tione held. Ask students (o reveal their descripticns of the communications field
businessesand caresrs. Explain th,efourmajorcomn'nmcfmonsindustriesanﬁsome ot
the marksting career opportunities’available within each " them. Repea* the vote on
heettier ar not students xould want to work in communicat, . . [“ there are changes in
sotes, taye students explain why théy changed their minds. -
&

paksfourcardson 9 - 127 con ' oetan paper with one of these = V3jor coMUTILINICA-
tione ndystries on cach of then ovshing, Broadcasting, T < nd Telegtaph.
Tape these four casdsacrossthetos Lre ~halkboard, bulletint. .3, -~ Jowedonase!
Jof commumic ations caredrscards - ¢n - ‘excard foreachea ot Ty "o Student

Handout #4347,

Dy the class into four teams, Shutf . e reer communications carys ciadoount an
cquat number of cards for each tean, o to the studerts that the o Loe goeap to
gertorming zame activity called “Come oo hions Choice.” Tell them that the: clject of
S ameis to see whichteam cancorre ty ma.cnits career cardstothe connruncilions
mesinesses 11 which they are 1aund o the east amount of time. ) ’

Hoveeach e ot topether <o the students cab cotaborate. Take tour slips 6* paper and
ante 12,3 and 4 on them. Hava a mersber fratn each team sel~ctashp ta aeter:nine the
order i aAhich teams vail take their tiorn. '

Coe the Lo ravony Dhe numberone ship a stack ot the counted career cards. Whenthe

b beging lookisgooits tard, start to time them Scoply them w:thmaskingtape totepe
the areer cards under the correct communicetions’ business care on the. board or the
salt Have team omeroers continue to roarronge cards until they have theny placed
correctly, Redond thet g e,

“olinw the 5 aeopros dure foreact of the other teams, The team with the shortest tima

snsthe e Forrenboacement, you may wish to shuffie thescarver cards and play .wo
ar triree s ' .

Indivitiual ' )

1

Niye the eamer g copy of Student Veaadout #47: Co. smunications Ciries,” and have
him ctimplote the puzzle as directec, When he has fimished th puzzie, < .mw his solution
aath m. Discuss the tor s magar commumacations industries and ask th: <tudent to name
fiyo careers toandan 3 b ot them, ) '

.
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22

aye the sturent prepare a “Communications Collage” on commu

a . caroers. Tell him to shcw the ‘our major industries: publishing.

greme. and telegraph. Ask fhin to snew some of the matketing «

indestry ares. He might usé posterboard, bulleiin noard, or large she o

paper.

Sperial Mediz

i

Fiims:  “Careers in Broadcast New:’
"“Is a Career in Radio or Television For You?”
“The Journahsts”
Filmstrips: "‘Career Evploration”
‘Caieers in Filmmaki-yg"
“Careers in Journahsm®”
@ Cargers in Teievision™
Cassette Tapes:  Career Development: Radio Broadcasting”
“Careers Unlimted: Broad:asting”
] “Career tapes: Teleghone Operator”
Career Opportunities. Mazketng, Business, and Stfice Specialists
Career Opportunities Series, “Qheadd You Be a Roporter?”

®

o -
-

stions industries
radcasting, tele-
eory within each
1o of construction

Career Morld Magazine. Vol. 2. Ne 7. Merch, 1974, *Jobs vy Journalism”

Careers Briefs, Careers Publications. Inc.
Careers in Communications pamgtlet

4
: .. 83
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LEARNING ACTIVITIES

UNIT TITLE: Cormmunications: “Feeling the Vibrations” UNIT #6 OBJECTIVE #2

Group
1. Ask the students to take out a piece of scratch paper to jot down their ideas. Explain that

the group is going to share their ideas and cpipions, that there are no right or wrong
answers. Papers will not be graded: they are for their use. :
Ay students to pretend that they are “slipping into someone else’s shoes.” In this case,
the shoes will be people i communications careers. Tei! the studentsto complete each of
the following statements wth their opinions or reactions:

It aere 3 pewspaper cnlic, you wouldn't catch me .

Al 4 sracer, I'd be aga!riet

I'm comm@d that a director .

In my opimion. a correspondentas . .

The way | see”t. a commentator sheuld .

If you ask me, vhe copy editor is for .

it I were a telegrapher, 1'd feel that .

As an aperator, my chowce would be .

| heheve that a service representative . .

i don't see why a newscaster . . .

i think if | were a beat reporter, I'd . .
State only one line at atime. Have students jot down their reactions or opinions withinone
munute. Then ask students to pass their shps forward. Read some of the responses tc ihe
group. Discuss with the students how they thought of the career involved. Ask them if
they had a picture in their tunds of what the person looked like doing the job. Review the
responsibilities of the specihic career. Repeat the same procedure vor each uf the state-

ments listed above. .
. ¢

2. ‘Deyelop a perscnality profile for eath ot the communicztions careers. You may want to

T~ nave the students submit some examples, Select ten students the day before and give,
' them a cupy of a career profile. Ask them to review the personality information for class
- the next day. Divide the class into two teams, excluding the ten selected students and a

moderator. Supply each team with a bell, buzzer, or noisemaker. Give each of the career
persenalities a number from 1-10. so that each of thém has a different number. Inform
‘ the moderator-that he wili introduce each personality. one at a time, beginning with

) number 1. . .

.
[
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£ach team will alternate asking one question of the personality. The team has thirly
seconds in which to pose the question. Players on a team should be identified in order, so
that each mayask a question. If any player at 2ny timé thinks he xnows the answar, he may
ring the bell or buzzer. When the moderator acknow!edges him, that player may guessthe
career.

if the player is correct, his team earns a point. However, if his answer is not correct, his

. team loses a point. If he isincorrect, the other team ':ay continue with questionsor guess

the career title. In this case, an incorrect guess would not involve a pe: 3lty point. Each
team has up to ten chancesor questions to re eal the ide ity of the my.*2ry communica-
tions_career personality.

-

\dividual

1.

Give the student a copy of Student Handout #48: “Commurications Careers’ and have
him study the job titles and descriptions of marketing careers in communications. After
he has read the information, ask him to select three communications careers, which are
of most interest to him and prepare a “Career Exploration Chart'* as explained in Special
Activity Sheet #2.

Providethe learnerwith Student Handout #49: “*Communications Cressword Puzzle” and
ask him to complete the puzzie placing the marketing careers in communications in the

appropriate boxes of the-puzzle as directed. When he has completed the puzzle, review
his answers with him. - .

s

Special Media

WD~

Dictionary of Occupational Titles, Volume 1

Encyclopedia of Careers and Vocational Cuidance, Volume |
Handbook of Job Facts, Science Research Associates

Job Family Series; “'Publishing

Occupational Awareness, Mini-Briefs

) .



LEARNING ACTIVITIES
UtIT TITLE. Communications: Feeling the Vibrations UNIT #6 OBJECTIVE #3
Groun
1. invite a guest speaker from a nearby large newspaper, if possible. Have him discuss
career opportunities zvailable within his firm as well as other publishing companies. Ask
nim to bring any aids that he might have, such as slides of the plant and personnel. In
addition, ask fer any career information he may have or that you rmay obtain elsewhere. |f

he can bring any other marketing personnel from the newspaper, it would advance the
intzrest.

Review the Special Activity Sheet #5: “'Career Speaker'’ and prepare the students for the
visit. Ask eact: student to write down three questions they think they would like to ask him.
Have them add to it during his talk. Appoint a listening team of 3-5 stucents to beginthe
questioning period at the end of the speaker's presentation. .

2. Create four cornmunications centersin your room. one each for publishing, broadcasting,
telephone, and telegraph industries. Have students collect sainples of materials for each
of the centers including. newspapers, magazines, telegram message sheets, telephone
directories, an old or toy telephone.
Ootain a video-tape recorder and a cassette or reel-to-reel tape recorder for the broad-

casting center. Use a-pegboard or bullet:n board with hooks or tacks as a telephone

switchboard. Divide the class into four groups and assign each group a center. Give each
group a situation to simulate while the rest of the group observes. Discuss the services
which each industry performs and specific roles which individua! marketers perform.

Individual ‘ i , : .

1. Ask the student to write a short s*ory for each of the four major communications indus-
tries. Have him relate tne roles of at least four marketing careers in each industry. If he
wishes, he might include an illustration, sketch, or cartoon with the stories.

2. Have the student visit a local newspaper, radio/television station, telephone company,
and telegraph office. Call local businessmen ahead of time and schedule convenient =
times for the student to visit. Ask the student to observe the activities of the werkers in
nerforming communications services. Have him tape a brief review of each visit orwritea .
short review of his experience.

Special Media - :

1. Occupational Briefs, Science Research Associate

Occupational Guidance Booklets, Finney Company

Occupational Qutiook Handbook, U.S. Department of Labor

Popeye and Communications and Media Careers, _omicbook .
Froject Loom Units, “Radio Announcer,” “TV Announcer,” “News Reporter”
Widening Occupational Roles Work Briefs. Science Research Associates
Your Job in Distribution
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RECREATION: LAPPING UP THE LEISURE
{Unit Overview)

Competency . ’

Ability to relats various marketing careers iri recreational businesses to consumer wants for ~
leisure activities. )

-

Objectives /

; .

1. Given twenty-four careers in marketing services, the student will identify the recreation
careers with 80°. accuracy. (Knowledge)

2. Given descriptons of twelve marketing careers»in'recreation, the student wiil supply the
appropriate career titles with 75% accuracy. (Comprehension)

3. Given the description of a community’s consumers, the student will recommend five

* recreational businesses and ten related marketing careers which would be most suitabl®
for those consumers with 80°% accuracy. (Application)

-

Concepts .
1. Recreation inciides leisure activities in which peopie engage for entertainment or
amusement. . oy

Entertainment ac*wities are those in which the personis notan active\participant:,rather‘,
e is a spectator or listener. These would include movies, attractions, eoneerts, and

/ sports events. _ . AN ¢
. L]

Armusement activities involve the individual aclively as a participa.t, such as golf, water

ckiing, camping. games.

2. Many blsinesses are solely concerned with re\oreation activities for amusement or enter- |
tainment, such as country ciuhs, theaters. and amusement centers. Many other busi-
nesses provide recreational activities and facilities to appeal to their customers,
such as hotels motels. transportation companies, and real estate developrents. -

3. Some of the interesting markating careers found in recreation include:

Advance Mas - ‘Coordinates all"arrangement details, such as tickets,
peagrams, stage setting, and publicity for a traveling enr
tertainment production.

Attraction Guide ) . Exblains various points of interest for visitors to a special
tourist center or event.

Booking ‘Agent® Represents certain entertainment businesses in secur-

* - ing performers or attractions for the businesses.

Bustness Manager ' Provides special handling of ali business arrangements

¢ _ and details for ‘a performer, including contracts, ward-

robe, and travel, {sometimes called a business agent).

>
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Caddy Assists a golfer by carrying his equipment, making sure it
. isin proper condition, advising him on'course conditions,
y and keeping his score.
7 .\.
Caddy Master Superv:sor of goif caddies for a golf/co.mtry club or pro-
fessional touring group.

‘ Caller Announces numbers,and letters drawn in a bingo game,
' records those drawn, and distributes prizes to winners.

Cashier Handles the exchange of money for entrance fees, bets,
winnings, or change in places such as. movie theatres,
racetracks, and amusement centers.

Checker Examines winner's bingo card to determine it$ correct-
ness, may provide change and cards to players.

Concession Attendant | Seils foods, beverages, and novelties at anamusement or
' : entertainment busimess, including movies. sports
events, and concefrts. :

Everciser Walks horses aﬁd dogs before and after a race for people -
o view pr to cool the animal.

Facility Attendant Accepts fees for entrance, rents and/or sells equipment
and supplies and provides customer information for
sports facilities, such as golf/country clubs, bowling al-

- leys. ski slopes, and fishing boats {called a racker-in
billiard parior).»

Ry

Golf Country Club Managor Directs alL activities and personnel for a golf or country
' f:h:b including the diningroom, pro shop, and grounds.

Greenskeeper Supervises all personnel and act.ivities in the mainte-
nance of a well-tended golf course and related grounds.

Handicapper Analyzes past performances of athletes and racing ani-
mals to assign weights and arrange competition.

Fublicity Agent Promotes activities and events of organjzations or
businesses through news releases, advertisements, and
displays.

. Program Selier ) Sells information handouts to customers concerning the
/ - entertainment event at placef, such as theaters, race-

tracks, and football games.

Prop Man Arranges negcessary dispfay props on a theater stage for a
production or event. -




Prop Master

Racetrack Steward

-

Recreation Directo

;o

Recreation Supervisor

4

Recreation Superintendent

Ride ‘Op'erator
Social Activities
i
,"
Talent Scout
\ ! »
Theatrical .\gent

Tqéket Seller
§

.“ )

Y,
\

f %
Ticket Collector

Tour Guidé

Usher

t
.
i
N
]
[
]
i
)

ERIC |

Aruitoxt provided by Eic:

.

Superwses ali ordenng, arranging, ‘and care of dlsplay
props and material for entert ainment productions or
events,

Coordinates activities of racetrack personnel /and
negotiates with other racetrack officials and the/state
racing commission. <

_Coordinates and directs all recreation activities and per-

sonnel at a center, such as a community recreation area,

“YMCA, camps, or private resort.

Ovetsees one area of activities and personnel, such as
tennis, indcor games, or swimming for any recreational
center, club or business.

Ptans, organizes, directs, and controls all personnel and
activities for a public recreation department, pmate
clubs, and commeycnal businesses. \

Greetscustomers, directs them tg their stations, secures
straps or bars, and runs the amusement equipment.

Arranges for other activities than those providea by a
club or facility, such as fashion shows, theatre tickets,
tours, etc.

Travels to varivus entertainment spots looking to find
new performers for theatrical ag,encnes and entertain-
ment producers.

Handles a number of performers to secure contracts ard
bookings for entertainment purposes. h
Handles money and tickets to admit customers to an
entertainment ar amusement business, such as an
arnusement %frk, cr tburist attraction.

Takes tickets ‘rom customers as they enter an amuse-
ment or entertdinment Area,

Escorts clients to desited places explaining special
points of interest;:on a trip may sheck accornmodations

- and other arrangemgnts.

»

Shows patrons to their seqts. providing any necessary '
information and sometimes programs, for such places as
concerts, plays: movies, and sports events.

1



4. Different kinds of recreation act.vities and faciiities are designed to serve different
greups of peopie. Camps and amusemerit parks, for example, are primarily designed for
young pesple. Golf' and Country Clubs primarily cater to adults. Some recreational
businesses such as movie theaters and certain attractions may appeal to all groups of f

‘ people. .. /
Equipmert “ .
1. Overnead projector, projection screen, bulletin board ’ /

2. 16 mm projector, sisde projector, filmsirip projecter

. 3. Tape recorcer, record player, video tape recorder
Materials ‘
I. Film:  "What Do You Want?"
"Careers in Filmmaking”

2 Filmstnip:  "Career Exploration”
“Carears in!Leisure Tire industry”
“Careers in;Show Businezs” !

3. Tapes: ‘‘Career Develépmem: Theatrical Agent.’
/o “Careers Unlimited: Recreation”

l , k. Career Education For Leisure Occupations
I5. Careers Briefs

¢
6. Career World Magazines

il‘

7. Dictionary of Qccupational Titles

8. Encyclopedia of Careers and Vocatio~ ! Guidance . -

9. Finding Your Job Booklets / . ¥ N
10. Handbouk of Job Facts ’ I
11. Occupational Awareness Mini-Briefs
12. Cccupationa! Briefs. Chronicle Guid=znce
13. CQccupational Guidance Booklets - ‘
14. Occupations énd Careers '
15.; Popeye 3nd Hosp/tal/ty/Recreaf/'on Careers | ‘ ' . -
16, Project Loorn Unit: “Guide” .
' 17  Widening Occ!JbatIonal Ronles Work Briefs ’ /

; Your Job in Distribution
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Supplies
1. Posterboard, construction paper, cardboard.

2. Glue, tape, scissors, rulers, magic markers.
3. Brochures, pamphlets, posters, etc., for recreation and amusement businesses,

Special Resources
1. Student Handouts #50-54

2. Commercial Games: “Careers’
“Probe”

o)
=3




THE RECRELTION SCENE — KEY

i
- 4

1. The following recreation careers should have beer circled:

Booking Agent Usher Ticker Breker
Ticket Collector Talent Scout ‘ Céqd'l Master
Tour Guide Prop Master Racreation Directer
Theatrical Agent Business Managet . FRide Opeérater

. Bowling Attendant* Golf Club Manager Amiusement Cashier

If the student circles 12 correct careers for 80° accuracy, he completes objecaive #1i.

2. These marketing careers’in recreation were described:

a. Advance Man ' g. Exerciser

b. Booking Agent ' h. Racetrack Steward

c.-Caddy Master *i. Recreaticn Director
. d. Prop Man J._~Thestrical Agent_

. Handicapper k. Ticket Broke{.

f. Golf Country Cluty Manager I. I. Tour Guide

-~

When tho studentdistinguishes 9 careers ‘or 75°% accuracy, he willachieve obiective #2,

3. These recreation businesses and marketing careers could have been recommended:

Businesses ‘ Recreation Marketing Careers

~—

1. Golf Zountry Club Caddy, Caddy Master, ."ttendant,
: Greenskeeper, Manager

2. MNovie Theater Manager, Usher, Concession
Attendant, Castier

(V8]

Racetrack Concession Attendant, Exerciser,
Handicapper, Program Seller, Ticket
Seller, Cashier, Ticket Collector,
Racetrack Steward -

4. Recreation Center (8Bingo) Caller, Checker. Recreation
Supervisor. Recreation Director,
Attendant

98
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5. Ptayhouse Lo Becking Anant, Prop-Man, Prop
Master, Ticket Seller, Ticket
Collector, Usher, Program Eeller,
Concession Attendant
tf the student suggested of the businesses and two careers for each of the businesses
for a total of 12 correct answers or 80°. accuracy, he will have demonstrated acceptable
; proficien_cy for objective #3.
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THE RECREATION SURVEY — KEY

-

These recreation careers should have been identified: -

-

Booking Age.nt Usher , Ticket Broker
Ticket Collector Talent Scout Caddy Master
Tour Guide Prop Master # Recreation Director
T‘heatrical Agent' ) Business Manager Ride Operator.
B¢ vling Attendant Golf Club Manag‘ Amusement Cashier

If the student identifies 12 cor.act careers for 80°% accuracy, he will complete Jbjective
#1.

These marketing careerfs in r2creation were described:

a. Advance Man N z , g. Exerciser

b. Booking Agent h. Racetrack Steward
¢. Caddy Master . ; ' i. Recreation Director
d. Prop Man - - . _ j.  Tématrical Agent

e. Handicapper : ” k. Ticket Broker

f. Golf Country Clut; Manager ) 1. Tour Guide

-

When the student distinguishes9 careers for 75° accuracy, he witlachieve objective #2.
. * . . v

These recreation businesses and marketing careers could have been recommended:

Businesses R Recreation Marketing Careers
1. Golf Country Club Caddy, Caddy Master, Attendant, *~
- Greenskeeper, Manager
2. Movie Theater Manager, Usher, Concession
. - : Attendant, Cashier
3. Racetrack Concession Attendant, Exerciser,

Handicapper, Program Seller, Ticket
Seller, Cashier, Ticket Collector, .
Racetrack Steward

96
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4. - Recreation Center (Bingo) Caller, Checker, Reereation
: Supervisor, Recreation Director,
. "Attendant

5. Playhouse Booking Agent, Prop Man, Prop ~
i Master, Ticket Seller Ticket.

Collector, Usher, Program Seller,

Ccncession Attendant

e

4

If the student suggested 4 of the businesses and two careers for each of the businesses
for a total of 12 correct answers or 80% accuracy. he will have demanstrated acceptable
proficiency for objective #3. S -

o
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LEARNING ACTIVITIES
IT TITLE: Recreation: Lapping Up. the Leisure UNIT #7 OBJECTIVE #1

up .

Draw a hangman's noose on the chalkboard or overhead projector. Underneath it draw ten
dashes, one each torepresent the letters of the word Recreation. Rivide the class into two
teams and have themalternate guessing lettersinthe word until one team gets the word.

Ask students to explain what recreation means to them. Relate that recreation includes

leisure activities for amusement and ertertainment. Have the students name some

regrea,tion businesses in the community and otherg around the state. ‘
” ;

Use the brainstorming technique for about 2-3 minutes and have students namz all the

recreation careers they can remember. Remihd them that they are not supposed to

discuss anything during the brainstorming session, but they just cffer career titles.

After the brainstorming session, review the career titles which have been listed and have -
students identity which are marketing careers in recreation. Ofter some other careers
which are not given and have students decide which are marketing careers.

Write the following marketing care&rsin recreation on the chalkboard or overhead projec-
tor:

Booking Agent Caddy Master

. Tour Guide Ride Operator
Prop Master Ticket Broker
Busines» Manager Recreation Director
Bow!ing Attendant . Golf Clut: Manager

- Ask students to guess in what field these careers may be found. If there are no correct

Indi
1.

guesses, give the students some choices from which to choose, such as lodging, food,
personal services, and recreation. Explain that the field of recreation includes leisure
activities for amusement and entertainment. Have students name some recreation
businesses and marketing careers which age available within them. Include others frecm
Student Handout #50: “Recreation Dial.” Review all the businesses inrecreation ara ihe
careers in each. g

vidual .

Give the student a copy of Student Handout #50: ‘'Recreation Dia!." and have him
complete the puzzle as directed. If he gets stumped on certain career titles, give nim
some hints on the job, such as the kind of business in which it might be found.

Provide tihe learner with Student Handout #51: “Would You or Wouldn't You?"" and ask

him to indicate which recreation career he might like to try and place a '« " in the blank

next to the career title. If he does not think he would like to be in that job. have himwrite a
“in the blank. -

98



Speciai Media

1.

2.

10.

Fitm?  “What Do You Want?"
“Careers in Filmmaking'

Filmstrip: *‘Career Exploration”
“Careers in Leisure Time Industry”
*Careers in Show Business"

P

Tapes: “Career Development: Theatrical Agent"
“Careers Unlimited: Recreation”

Career Education For Leisure Occupations‘
Careers 8riéfs

Career World Magazines : -
Dic!iona.ry of Occupational Titles

Encyclopedia of Careers and Vocational Guidance
Finding Your Job Bocklets

Handbook of Job Facts
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: LEARNING ACTIVITIES

UNIT TITLE: Recreation: Lapping Up the Leisure UNIT #7 OBJECTIVE #2

Group

I. Give each student one of the marketing career titles in recreation from Student Hardout
#55. Have the students jot down Tive to ten words to describe their career titles and one
sentence using the career titie.

Have students a:ternate giv?ng their words and having the group guess which c=-eer it is.
If the group cannot guess tie joi:, have the student read his sentence for further clues.
After each career 1s guessed, emphasize the ;ob description of it. Review any other
careers not covered by students. ’

2. Provide students with copies of Student ardout #52: **Job Hunt" or explain the direc-
tions of the game activities to them. You might want to give each group of five or six
students one copy of the rules and have them prepare their own job hunt cards. This
shoutd aid reinforcement of the career titles and. descripticns. Citculate among the
‘groups discisssing careers and the game. .

v Individual

1. Givethe learner Student Handout #54: “Forthe Good Times" and have the student study
the recreation career informq;ion. When he has completed the reading, ask him to
complete the activity at the end of the material. Discuss his responses with him.

" 2. Provide the student with “Recreation Runaround' of Student Handou: #53 and have him
complete the puzzle ¢ 5 directed. Review his answers with him when he has finished the
puzzle.

-

Special Media

1. Occupational Awareness Mini-Briefs
‘

2. Occupeztional Briefs, Chronicle Guidance

>
3. ~Occupaticnal Guidance Boaklets | '
4. Occupations and Careers
5. Poupeye and Hospitality/Recreation Careers
6. P.r.olect Loom Unit: "‘Guide”
7. Widening Occupational Roles Work Briefs
¢ .
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LEARNING ACTIVITIES

°.

. UNIT TITLE: Recreation: Lapping Up the Leisdre UNIT #7 OBJECTIVE #3

Group - . v .o

1. Have students collect posfers, tickets, programs, and other recreation materials and

create several recreation areas in the rosm. Such are=s might be an amusement center, a

playhouse theatre, a country ciub, and acommumty crecreation department If possible,

- get some cnange drawers and change aprons.

DeveIoD same recreatron situations for the different settings and have students simulate

the’va. s roles of the marketers. in recreation. Include different groups of consumer

communities, such as adult retirement commumtles and young married couples with
children.

2. Give the student materiats inciuding posterboard, construction naper, glue, tape, scis-
sors, and small jewelry boxes. Have students, individually or as groups,-construct a.
model recreation commu nity for a group of consumers. Have them identify the consumer
community being served and why they selected the businesses and fac:lutnes which they
did.

Individual
v h b
1. Provide the student with copives of the Special Activity Sheet #3: “Career Iriterview” and
have him interview three Mharketing personnel in three different recreation businesses
and/or facilities. Some examples might be ushers, concession attendants, and theatre
managers at ¢ local movie theatre or the community recreation superintendent, a c,enter
director, and an area recreatnon superv:sor

Ask him to decide wtuch classes of people the different busmesses/faculatues generally
serve. Discuss other types of recreation businesses and the consumer groups that they
usually serve. Give him some descriptions of consumer community groups. Have him

explainwkich busmesses and careers would probably best serve the consumer desires for
recreatuon

2. Havethe student construct a mini-marketing survey of people in his home community, so
- that he taliis to 5 children, 5 teenagers, 5 young marrieds, 5 middle-aged a8ults, and 5
senior citizens. Ask him to prepare a survey containing questions about the people’s
interests and activities in their leisure time. This should include businesses and pub.uc
facilities that they patronize.

Ask the student to see if he ¢an draw any conclusions about their interests as groups. Are
there some facilities and businesses which are usually of more interest to some groups
than others? What marketing careers would be involved in the recreation businesses and
facilities ldentufaed’ 4

Describe a few consumer situations and ask the student to recommend the recreation
business and facilities which would most likely best serve thase consumers. Have him
identify the marketing careers which would be employed by thase businesses or centers, -

101
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Aruitoxt provided by Eic:

- BUSINESS SERVICES

Competency

organizations and agencies 10 meet thenr needs.

Ability to relate marketmg careers to the dnfferent types of business services prowq,ed to

~

-

Objectives

1.

-

Given ten categories of business services anu ten marketing careers, the student will

~match the careers to the category with 90°% accuracy. (knowjedge)

2. Gwen ten examples of business services, the student will identify two marketing careers
found in each service with 90% accuracy. (cornprehension)

3. Given five descriptions of business needs, the student will determine the type of business
service appropriate to meet that need and two marketing careers involved in proyndmg
that service for each description with 80°% accuracy.

Concepts

1. Many different types of business servi-.es are available to manufacturers, wholesalers,
retailers, government agencies. and other service institutions to help them run their
business easier ond more efficiently. -

2. " Busmesses which offer services to these organizations and agencies are specialists, and
can therefore provide the services at a more economical rate or in a more effective

“manner than could the organization provide for itself.
3. Thnere are ten major categories of business services: .

Promotion Services —provide special services to'help an organization premote its prod-
ucts, its name, and or its services: examples inciude advertising agencies, advertising
chec’king service, advertising spetialists. sales contests organizers, sales promotion
agencies, display desngners display installers. distributing services, and publuc relations
frems. . ..

Sales Services-—handle the sale of special or all lines of products for acompany or several
companies; may conduct special sales such as auctions or business iquidations, and may
engage in the sale of businesses; exarnples include man.afacturers’ agents and represen-
tatives. distributors, business brokers, auctipneers, and liquidatds.

Buying Services —places orders for merci-andise, arranges for showrdow visits by com-
pany personnel, and provides such informetion as sales trends, new styles, hew colors, or
new models: examples include resident buyers. purchasing seryices and brokers,

' Marketing Research Services —provide infarmation to orgerizations to gunde them in

making management decisions and pulicies; may perform such services as determine
consumer preferences, evaluate sales campaigns, identify new markets, determine
commercial coverage area of ~adio and television stations and conduct opinion polls;
examples include advertising research, market research, motivation research, consumer
research, and calculating service.

{

+

B
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Aruitoxt provided by Eic:

o}

3

Marketing, Managemert Consuiting Services—study the operation.. procedures,
polictes, and or organization of a company and recommends ways to impreve its effec-
tnveness and efficiency. - ] :

Off/ce Services—includes a variety of services which either supplement the activities
conducted in a company's offices or provides special services which improve the opera-
tions and activities of a company’s offices: includes such examples as secretarial ser-
vices, addressing services, copying'services, delivery service, telephone answering ser-
vices, and office equipment rentals and leases. : ,
Securs’y Services—help t. safegu .rc the property of a company and proviJe recommen-
dat:ons on ways by which a company can improve its own security measures; examples
include security consulting, shoplifting protection, night <urve|'rlance watch dog: se-
curity, guard service, and detective services, : '

Maintenance Services—help to maintain the cleantiness of a company and keep its
equ:pment and or physical surroundings in good repair; = vamples include window wash-
INg services, janitorial services, {inen service, uniform service, renovation sery»ces and
equ:pment maintenance serwces ‘

- :
Employment Serv/ces—-se'ves as a middleman or broker either for a job applicant or a

_ company in bringing the two together and matching the right petson to the right an mdy

provide persons fo. permancnt part-time, ur temporary employment; examp‘ea include
employment agerncies and e mp'oyment con"a turs.

Financial Business Services-—provices such services as accounting. bookkeeping, credit
mvestigation, and collection serv.ces to campanies. .

Thiee classifications of carcers are tound in business service companies:

° .
1. careers which actually produce the service, )
2. careers which promote and se!l the service, and - o :
3. careers which operate and n:anige the business service companies themselves.
‘ . "

The rmaeketing cargers found in all business service companies includa those which
promiate and market the services as well as those which operate andrnanage the business
service companies. n tne business service companies which specialize in one of the
marketing functions. marketing careers may also be found in providing the service itsef,
This includes the following categories of business services: promotion, selling, buying,
financial, marketing research, and marketing management.
4

-

- Examples of mark¥ting careers tound i each c.ategory of business service inciude:

Marketing Careers Common to All Business Services »

Saleasperson, Bus«m iy Serpces csolicsts and sells various types of business services:
develops ists of prospects, ealls on prespects to explain services avallable, wrut(*s
orders, and schedules emtiation of services
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A. Promotion Services'

a regularly scheduled basis or as needed to
|th the s@rvice and to resolve arniy complaints which

Sdrvice Reﬁe_@iwA

determine customer satisfactio
the customer may have. .

Owner’Manager—dirtects all of the activj '6s, operations, and personnel involved in a
company which produces and markets a particular type of business service.

Unique Marketing Careers in Blsiness Services

Advertising Agency Mahagerfdirects the activities of an advertising agency including
such things as planning adv&rtising campaigns, coordinating the activities of the
various departments within the agency, soliciting new accounts, and conducting
mailings with agency personrel and clients. ,
Advertising Assistant—assistsin p!&ning advertising programs to promote the sale of
a company’s products cr services. )

Advertising-Display Rota*or—assemoles and rotates advertisigg displays to different
outdoor locations. : .

-

.
4

‘Copywriter—obtains information about a product or sew&nd%he adve‘ftising spon-
sor and prepares the original copy for a printed ad or the'written’ scr,xpt for radio.
television.‘or other audio advernsmg means.

P

v

D: sp‘g« DeS/;ner—-creates and p!ans d:spca)s on a drawmg board - e

P
.

Display //an-arranoes the merchandise and props-into a'n at*ractwe d:sp!ay as
created by the designer. -

-

.

erplay Manager—coordinates actn.me> with ather department:s‘in' determin. ng mer-
. \.handlse to be d: spiayed and supervises display .vorkers - -

~ -

- Display Technician—prgpares and cleans displdv area and assembles or returns

nécessar) merchandise and props for the display man.:’

Dzsp‘:’ay Trimmer-—acds the back drops. floor covering, and other display accessories
indicated by the display man. . -

-

Hlustrator—creates a picture ©r Jdesign to faverably show 2 product or service de-

fscribed in the copy of an auvertxaernen\.

rd

4

ut Van-—assem™b'es ail the parts of an advertisement into an evecatching. atirac-

<
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[

Sales Prcmoter—plans and coordinates:special promotional campaigns using tech-
niques such as samples, contests, stamps, coupons.
B

. Sign Writer—creates by hand or uses a sign printing machine to make display show-

cards. billboard signs, and other visual promotion aids.

. Sales Services -

Auctioneer—sells products or merchandise to highest bidders at an auction: may plan
and conduct the auction sate including the appraisal of the merchandise and assem-
bling it into designated lots accordmg to certain vaiues or classes.

- -Bysiness Broker-—usually speciaiizes in the sale of businesses: solicits owners who
- desire to sell their businesses and buyers who wish to purchase a business and brings

the two together to transact the sale.

Distributor—serves as a sales agent or representative for one or more manufacturers:
may sell to other manufacturers. wholesalers, retailers. or to the retail consumer.

Liguidator—arranges for and concucts the sale of certain lines of merchandise which
are being sold out or discontinued by a business or may arrange for and conduct a
close out salz of a company’s entire mventuq :
Manufacturer’s Refresentative—sells a manufacturer’'s goods to wholesalers and
retailers for resale to consumers.

Picneer Salesman—serves the manufacturer by promoting or selling new products.
naw uses for products. or new selling methogs primarily to wholesalers who usually are
naw customers in a new tersitory.

Praofessional Demonstrator —creates buying interest on part of industrial and or ulti-
mate consumers by demonstrating features and qualities of a product.

Buying Senvicss ‘ -
Assembler—buys goods in smali tcts and resal l< them v targe groups.

ds ¢r senvices as an agent or v hole:.aier for resale to wholesalers.
retailers. marketing service industries, or consumers.
Buyer—c®ders merchand:se for a retailer or wholesaler for resaie to consumer or a
retailer. ) -

producer and handles saies. service. and promotionto

Tmoo-ter—ouys foreign zoocs for resale to retaifers and wnoiesalers.
Jobber—buys merchardiss in oddiots toguantities, <|zes eic.), prices and packages
trem fnecossan. and ressdls ta retaiers
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. Marketing Research Services )

i

Analyst—studies and intercepts the data that is collectegiA""
Coder—gathers. sorts. classifies. and tabulates neces’sféry data.
Director —~cocrdinates and administers all persdnﬁél and ﬁolicies. '
Economist—serves as a consultant to the dir'éctor and research team.
Editor—develops and oversees the use of a mai\led questionnaire.
Evaluaior—observes actions of people without talking to them.
Interviewer—conducts surveys with a direct, face-to-face contact.
Investigator—conducts a continuing survey with a panel group.
Speciaiist—conducts exparimental research by testing a scale model.
Supervisor—trains and oversees field personne'i hand!:ng surveys.
T’e.v’ephone Surveyer—obtains the survey ihnformation by use of a phone.

Trainee—assistant to the supervisor. specialist. or analyst.

. * . ]
. Marsxeting Management Consulting Services - s

Management Consultant—studies the organization and operation of a given company
and recommends changes_to increase efficiency: may specialize in such areas as
personnel organization. employer motivation. time-and-motion studies.

PersonnetManagement Consuitant

Employee Motivation Consultant

Time-and-Motion Consuitant
“farketing Consultant—recommends changes in pclicies and procedures used in
merchandising goods and services: aids in determining distribution channels and
policies: may specialize in offering consultative services in one of the marketing

£

functions. i.e. promotion. finance.

Promotion Consulitant
Szales Consuitant
Finance Consuitant

actor—locates customars t2 collect instaliments. overdee accounts, or bad
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Lollection Agency IManager—may purchase the “‘accounts due” from a bustness at a
discounted price or serve as the collection agent for the company For a perceniage of
the dollar amount collected; directs the activities and personnel engaged in collecting

past due accounts or bad-checks.

Collection Clerk —nctifies customers of delinquent accounts and attempts to obtain

payment.

Credit Analyst-—evaluates paying habits of customers who are delinquent in paying

their bills to determine what action a company should take.

Credit Bureau Manager—directs the activities and personnel engaged in audit inves-
tigations and recommends a credit status of lﬂleIdUi‘S and provides the credit

repcrts to company personnet:

Credit Clerk—verifies credit references and information given on a credit application:

may determine or recommend credit limits.

Credit and Collection Manager-—directs the activities and personnel engaged in credit

investigations and collections.

CreditInvestigator—checks past history and current status of persons and businesses
applying for credit: evaluates his findings and submits a report to his ctient or credit

authonzer of the company. -

-~ - v

Equipment i
1. Overkead projector

2. Slide projector
3. Filmstrip projector
1. lomm movie projector

5. Tape recorder

"

.io s A .'cwf sing. Amencan Advertising Fecderation
cupationa! Qutiook Haszhoox. U..S. Department of Labor
s 4 Carear. color soung fiim

'
1stricution. Gregg oSt
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Supplies

1. Posterboard, construction paper, index cards
2. Transparencies
3. Glue, scissors, rulers, magic markers

Special Resources
1. Student Handouts +55-61

2. Yellow pages of city directory
3. Classified ads of city newspaper
4. Spinner -

5. Buzzer

fr. Game cards and chips

IS




BUSINESS SERVICES SCENE — KEY

1. The following matches shouid have been made.

¢ — liquidator ) ' ¢ — business-broker

e — tabulator . d — collection clerk » ‘
a — x_:opywriter_ . oo . - f - employee motivation consultant

d -- c}'edit'investigator . a — advertising agency manager

b — importer ‘ . 2-j— owner manager

The student must hbave answered nine out of ten correctly to meet the standarc of this
objective.

a

The student must nave identified at least two of the marketing careers given beiow for
each category of business services to meet the standard of this objective.
Promotion—advertising agency manager. advertising assistant, advertising-display
rotator, copywriter, display designer. display man. display manager, display technician,
- display trimmer. illustrator. layout man. proofreader, pubtic relations man, sales pro-
moter. sign writer.

Sa‘es—auctioneer. business broker, distributer. liguidator. manufacturer’s representa-
tive. picnear salesman. professiona! demonstrator. -

Buying—asserhb'ar, broker. buyer. distributor. importer. jabber. resicent buyer.
Varketing ‘?esaa' b _—analyst. coder. director. econgmist, editor. evaluator. interviewer,
investigator. specialist, Supe.'visor. telephone surveyor. trainee.

Varketing Managemernt Consulting—management consuitant, personnel manase'nent
consultant, em:i:_»e‘:— *mtwaﬂo* consuitant, time-and-moticn consultant. marketing
consuttant, prometicn consu'tart, sates consultant. finance consultant.

Finarzizi Bus: ress —collecteor. cotiectiom age'xc-y manager, coliection clerk. credit
2nahvst. credit bu c=2itand collection manager., credit inves-

.
d:,aguf

Ofice—salesparson, service representative. Junar Manager.
-
.

Emnioyment—salesperson, sarvice rapresantative, Caner Manager.

£~oloy™ent—salesperson, semvice reorasertativa, owner manager

Secorio—s2'esoerson, service reprasentative, ownar manager,

M3ntenance —s2I2SDETsON, S2nvite renresanis ative, oaner manager.

. .11
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3. a. Security Services-—salesperson, service representative, owner manager.
b. Sales Services—liquidator, auctioneer.
c. Office Services—salesperson. service representative. owner manager.

d. Prémotion Services—saies promoter. advertising assistant. advertising agency man-
. age”. ' o

o. Mamntenance Services--salesperson, service representative. owner manager,

The student must have identitied the service category and at least two of the marxeting
careers given above in each category with 8G%. accuracy tomeet the critenion level of this
sojective.

O
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SN ‘ .
BUSINESS SERVICES SURVEY — KEY '

.Otfice—q Sales—i. a, g
Maintenance-~i Financial—i, ¢ _ .
Security—i _ Buying—i, h
Emplbyment—l Marketing Management Consultinrg—i, d
Promotion—i, b Marketing Research—, | i

The student must achieve at least 90°: accuracy to méet the standard of this objective.-

The student must have identified at least two of the marketing careers given below for

- each category of business services to meet the standard of this objective.

v

Office-—salesperson, service represent tative. owner manager.

Maintena.ace —salesperson, service representative. owner manager. .
. N
Security—salesperscn, service representatve. owner manager. -

Empicyment—salesperson, serv:ce rep?esentative. owner manager. -

Promot:on —advertising agency manager. advertising assistant, advertising-display
rotator, copywriter. displav designer. display man. display manager, display technician,
dispiay trimmer. iliustrator. layout man, prootreader, public relations man. sales pro-
mater, sign writer. '

Se/es—auctioneer, business broker. distributar. liquidator, manufacturer’'s representa-
tive, pioneer salesman, protessional demonstrator,

Financial —coliector. collecticn agency manager, coilect:on clerk, credit anaiyst, credit
nureau manager. credit clerk, credit and coitection manager. credit investigator.

Suyng—assambler, §-cker, buyer. distributor, importer. jobber, rgsident buyer.

rg Vfanagement Consutirg—management consultant. personnel management
tant, employee motévation consuitant, time-and-motion consultant., marketing
onsultant. promction consuitant. sales consultant, finance cornsultant.

'."af«:um Research—analyst, coder, director. economust. editor, e»a.mtor .nte: newer,
investigator, specialist, <-uperw§0r. te ephone surveyor. trzinee.

~

W
-
)]

inanciz! Ser .ue&-—-coue*t'*" clerk, collecter, cradid ang colecticnman ager. collec-
ticn agéngy manasger.

“arksting Management Consuitng—managerent consuliant. eTplovee motivation
1tant. pereanne! menagement consuitant,

tr

’
{

o~y

X >
COnsuiar
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C. Marketing Research Services—interviewer, telephone surveyor. editor, investigator,
evaluator! director. analyst. supervisor, coder. trainee.

d. Employment Services—salesperson, owner manager, service representative,
e. Buying Services—resident buyer, buyer.
The student must have identified the service category and at least two of the marketing

careers given above in each category with 80°% accuracy tc meet the preticiency level
required.
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LEARNING ACTIVITIES -
UNIT TITLE Business Services UNIT #8 | OBJECTIVE #1

Group -

1. Distribute Student Handout #55: "Business Services Scramble” to each of the stu-
dents. Have the students unscramble the puzzias tc reveal the ten catégories of business
services. The student who completes the puzzies st becemes one team captain, and the
second student to compiete the puzzles hecomes thé~second team captain. The first .
team captain selects ten classmates to serve on his “"Business Services' team, and the
seccnd team captain does likewise. Sach team will then select five business services, on ~

~ an alternating basis. for which théy will investigate the types ¢ marketmg careers found
in each type of business service. -~ e

v Provide the following resource materials to the class. Cirectory of Occupational Titles,
Handbook of Iab Facls. the Occupational Qutiosk . Handbook, and. if possible, the yellow
pages directory from a metropolitan area. Ask each team to pres:nt their findings to the
entire ciass in any way they wish 5uch as pane! discussions. demonstratnons playlets, or
bulletin board displays. .

r

Review the basic information concerning the marketing careers and their job descnptaons
for:nd 1n business services as outlined on Student Handout =56, “"Marketing Careers in
"Business Services.” Uponcomg  *ion. explain the directions of the game actiwvity. “Busi-
ness Services Twiri’ on Handout =57 to the class. Then play the game as directed us: ing
the zame board aith a spinner or use it as a transparency.

Individual

1. Give the student a copy of Handout =56. “Marketing Careers in Business Services."”
Review the careers with him. emphasizing ;o5 descriptions and the category of business
services N which each career is found. If in a metropolitan area. give him a copy of the
yellow pages and have himident:¥y at least une example of each type of business service.
Have the student select one cf the examples he has located. and conduct a teleghone
interview with the mandger to determine the number of people who work for him. what
they do in their jobs. how new business is sohicited. and whatever other information the
student can obtain. -

¥ voudo not ive ina metropotitan area. give the studenta copv of the classified ads from a
city newspaper. and have the studen: follow the same procedure as outlined above!

ro

Cistribute Student Handout ~58:_ “Business Services Career Search™ to the student.
Have him circle the forty market:ng careers hidden in the cryptogram. After he has
iccated the careers in the puzzie. have the student identify the category of business

service wh: Lh each careerreprese s.Aft rhehas complieted the assignmert discussthe
caresr titles with him. providing examp s of ezch, and answer any qQus Su\,nb which he
Tay have.
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LEARNING ACTIVITIES

UNIT TITLE Business Services UNIT #8 GCRIECTIVE #2
Group '
1. Divide the classinto five groups. Assign each qrouptwocategoruesof business services S0

that all ten categories are cdvered.

Each of the groupsis to investigate the marketing careers found in their two categories of
busiriess services. The groups will then prepare two short skits in which the students will
assume the various marketing career roles found in the business service categories
assigned. Ailow at least ong class period for the groups to investigate the marketing
careers and prepare for their skits.

Each group should introduce the title of the business service category assigned andthe
careér titles found therein “charade-style.” After the other groups have identified the

" category and the career titles. the play should begin. Follow the same procedure for each

group. Emphasize the marketing careers found ineach categary: owner manager, service
representative, and salesperson.

Divide the class into ten groups. Assign each group a different business service category.

Each group is to prepare a description of each marketing career found in their category.

Have the group write the descriptions on 3" - 5 index cards. Each card should contain

the career title. the business service category. and a job cescription. Collect ail of the
cards upon compietion.

Prepare and distribute game cards for each student. using the format givenin the sampie.
Studerit Handout #59: “Senice.” REMEN SER: The order of the titles and or categories

must be different for each cara. If possihle, make the cards out of cardboard and or
iarunate t‘\am {ever tried ciear contact paper?) so that vou can use them for another

3T ”

-..‘

olay the game: (1! give the letter onder &t -ch the :tem may be found. for example.
J’*dar the tetter V7': (2} read the job descr puan f a marketing career: if the student has
thecategory in .a.mch tnat career ;s fou '1:1 he covers that space with a chip. paper clip. or
ciece of paper: (3) give the titie under which tha item may be found: read the description
2% a business sarvice categor\ f the student has a marketing career found in that
category under that coiumn, he covers that space with a chip.

he g

ered &l of the spaces within a line either

2 o
monizentaily. diagenaliy. v he four corners.

9}

v may e used in corjurction aith the other two group activities or as a
vemeantary warnmgactity, it should not he used as the oniy group actvity toachieve
t N et
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Cre caresr option which is atways open to a student who is interested in going into the
(ne v is t? fra anagsr. in many mstances less capital is

reguirad t2 begin 2 business in this field than s narmally reguired in other types of
! the ncomse opportunities are virtually untimited for the person with

frve andimaginzstion. As 2 supplementary activity o this obve tive, the studentis to
N - . -
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Have cne student stand at one end of the room to represent the positive™ or “yes”
position and a second student stand at the opposite end to represent the “negative™ or
"no” position. Ask the rest of the class to take a position along the continuum at a point
which would best reflect their reaction to the questions posed. Using examples of each

_business service category, ask the student what he would think of Reing an

owner r..anager of that particular type of business.

Periodically, ask the students to raise their hand if they know why they voted the way they.
did. For those who took a very "positive™ position, ask them why they feit that way. 1.e.
what was 3ppeahng about the idea. For those who took a very “"negative” position, ask
them why they f0und the idea unappeaiing. :
4

After going®through examples of each category, identify the student(s) who have
consistent!y taken a very positive or a very negative po<ition. Through directed discus-
si01. have the students in these two groups or “poles’ determine if there are particular
traits. features. or reasons for thetr position which. for them individually, would be
common or typica! for the owner manager of any type of business. If so. have them
rdentify them orally if they wish to do so.

When they have finished. ask the students who consistently took a “"neutral * position if
they would change their vote{s) if asked the same questions again. Ask F.ow many would
act change thewr vote. Ask if they know why they would change. Ask if they know why they
.\.Ould not change. if they wish todo so. askthemito give trerreasons as to why they would
or would et change their vote.

)

Individual

i

!~.)

gent Hancout =545, After he has studied 1t for some 20-25
sentitied "Business Serwces." The format tor these cards
ndout #3230 Asasugzesthion, make the cardsoutof - “rdboard or laminate

udentistoarntemn the tties of the marketing careers found 0 the business service
' top of each card. When he has compieted the assignment.
the ;cr: a2scnptions of each carcer. and answer any

= uv .

3 After He bas studied it for some 20-25
13, "ay which depicts the ten categones of
racrs found ineach. if possible, piace the

‘*‘»'n-‘v‘,:\ Basn him '\r~=:a"’guu g-?v bward or .

Husmess senvices and exampies o2f market

h)

l]l
(¢

d:sp'zy 10 a schooi cormidor or in the guxdarwc-:— counselor’s oifice. Have the gudance
counseior interniza the student 11 regard t0 marketing career S found 0 SusIness ser-
vices, and use the student a3 an Texpert resst

a ir2€ peresn T inreferring other students to
~:m for anformation in that area -
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LEARNING ACTIVITIES -

CUNIT TITLE Business Services UNIT #8 OBJECTIVE #3
Group
1

Divide the class into five groups. Assign two business service categorics to each group.
Each group may then sub-divide into two sections with one service category assigned to

each section. or the tota! group may eiect tc complete the assignment for both categories
of business services. .

The group is to form its own business service company and complete the followmg
activities: .

{a) select a name for the company

{b} cetermine the particuar type of service(s) to be offered within the category as-
signed.

{¢) identify the marketing car=ersinvolved in prowdmgthat service (be suretoinciude

i the three careers commen to ail categeries)

(d) brain storm and list all of the advantages and benefits to be gained from an
crganization’s buying that service rather than providing it themselves

{e} develop a sales promotion campaign for their company including such items as a
newspaper ad. radio or television commercial. and special promotiona! events or
features.

if} “present the company” to the total class in whatever manner the group selects:
encourage role-playing and tne use of visua!l aids.

ontact atleast one company which supplies a business service in each category. Explain
to each manager that a smail group of students would like to visit his office to discuss the
operation of his business with him. Request that he supply the group with the name and
address of at least one of his customers. Have the group arrange for an interview with that
customer to determine what particular service was purchased. why he chose to purchase
the service rather than having his company or organization provide it. and the marketmg
careers involved n providing that service.

: D vide the ciass into ten groups and assign each group a different category. When the

interviews have been completed. have each group present its findings to the class.

Indii;idual

G:ve the student a cooy of Handout =€1. “"Meetirg the Need in Business Services.” For
each of tha @ tuat‘ons described. theé student i1s to Zetermune the category of business
serv:ce ahich would most appropriately fulfiil the need described. The studentisthento
igentfvine —'vmet» g carears which might be invelved in prov |d;r~g:hat specific service.

have. D:SC“'S &
curthase the business service rather than supplymgits can.

N N
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- 2. Ask the student to take a préce of paper and iist the ten categories of business services.
/ For each of the categones, he is to wnite a brief descriptivé example nt a business need
/ aruch that particular service category coultd fulfill, {Refer to Student Handout #56 for

axampies.) Heisthen taidentify atleast two marketing caregrs which might be tnvolved in

s providhing that service. Explain to the student for the purposes of this assignment, he is
not todant ity the tnree common marketing careers for the following categories: promo-
tion, sales, buyiry, marketing research, marketing management consuiting, ard finan-.
cal’ . oo

2

Reviea tes ansaers witn ham to clarndy any misunderstandings he may have.

‘

“
’ <
.
~
. N
;/ »
> -
. :
:
-
.
by
,.‘
— ~ -
t
l.
.
. .
—
"
* N -
. - < -
-~
4
S
’ ‘}
» o -
-
A - h
-
.
+
3
.
- TN -

Fad

O

ERIC _— 2

[4 ~- P
Full Tt Provided by ERIC.



.
A

SN T 4 R
. h‘“‘a;l , p ¥ | - -

personal services:

L -



PERSONAL SERVICES: PLEASING THE PEOPLE

Competency .

Ability to relate marketing occupations and personal service businesses to the needs of
consumers for special personal services.

Objeétives

1.

Given a list of twenty marketing careers, the student will identify the ten personal service
careers with 80% accuracy. (Knowledge)

2. Given ten descriptions of marketing careers in personal services, the student wull supply
the appropriate career titles with 80° accuracy. (Comprehension)

3. Given five consumer situations, the student will ;elate the personal service businesses

" and marketing careers vwnich will provide the necessary services with 80"0 accuracy.
{Application) .

Concepts *

1. Persona! service businesses are those wh»ch prowde special services which'are umque to
the individual consumer S needs ,

2. Personal service businesses which provide marketing career opportunities can generally
be grouped into the tollowing areas: -
Personal Care —-dry-cleaning, diaper service. beauty salons.

Automotive Services-—parking lot, service station, repair shops, car washes.
Home Mdmtnnance—-mter:o'fdecoratmg domestic service, pool care, lawn service, pest
control.
Marne Services--fuel service, boat repair, dry dock storage.
Bunial Services - cemeteries, tuneral homes.
Pot Care —boarding kennels, grocming shops, training schools.
Protection —security services, detective"agencies. bodyguard services.
Rental Agencies —equipment supply, storage space, traiters truck leasing.
Uti:ty Companies —electricity. gas. water.
3. Three classifications of careers are found in personal service businesses:

- iemca cdnlale mabiiall L kel i bbb mieiiim
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The marketing careers found in all personal service businesses include those which
promote and market the personal services as well as those which operate and manage thé

.+ hursonal service businesses. In those personal service businesses, which specialize in

one of the marketing functions, such as storage companies, marketing careers may also
be found in actually providing the service itself.

Examples of marketing careers found in each category of personal servi¢es are:

MARKETING CAREERS COMMON T0 ALL PERSONAL SERVICES

Owner Manager

Sates Agents

Service Advisor

Directs and controls all activities, cperations, and per-
sonnel involved in a business which produces and mar-
kets a special personal service.

Assists the customer in selecting the service to suit his
needs and handles the sales transaction; is sometimes
cailed an attendant and may actually perform some ser-
vice. '

Gives the customer specific information concerning the
service, rates, etc.; sometimes combined in small
businesses with another job. ‘

Some marketing careers which are found only within particular personal service busi-

nesses include:

MARKETING CAREERS UNIQUE TO PERSONAL SERVICES

Automotive Services

Car Washer

Cashier

Parking Lot Attendant
Service Station Attendant

Bur:al Services

Cemetery Cirector

Cleans inside and or outside of an automobite usually at
an automatic washing unit; may also pump gasohine and
write sales tickets,

Totals bill and calculates tax, handles the closing of the
service tyansactionat parking lots, auto repair shops. and
car washes.

Gives customer claim check, parks the car or directs
customer to a spot.

Assists motonists by filling gas tanks, washing windows.
and checking oil. : :

Supervises an workers and activities for burial prepara-
tion and grounds maintenance at a cemetery.
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Funeral Attendant
Funeral Chauffeur
Funera! Director

Groundskeeper
Lady Attendant

Memorial Agent

Memorial Counselor

Home Maintenance

Buttfer
Fumigator

Intenior Decorator

“Lawnman

Pest Control Operator
Pool Serviceman

Maring Services

- Marina Attendant

Porsonal Care Services

Performs many tasks including movement of casket, es-
corting mourners, and assisting the director.

-Transports body from death place to mortuary to ceme-
tery.

Supervises all activities and personnel for burial prepara-
tion and services.

Maintains the grounds and monuments of a cemetery.
Prepares female bodies for funeral services and burial.

Handles arrangements and coordination of burial ac-
tivities and personnel, ) :

Assists cliye nts in selecting plots, and Ccrypts, grave cover-
ings. markers, and service details.

Greets guests. escorts them to sitting area, serves re-
freshments, and provides services as they arerequested.

Treats a home infested with termites or other household
pests. -

Reviews house or apartment and makes rec-
ommendations on colors, furniture, drapes, and acces-
sories; secures the necessary personnel to handle the
work and sypervises all activities.

Cares for the maintenance and appearance of lawns,
shrubs. trees and related outdoor grounds areas for per-
sonal residences. :

Sprays inside and outside of homes to preveht bugs,
termites, and pests.

Inspects. cleans. adjusts, and renairs swimming pools,
decks. and related equipment or materials.

Assists customer in obtaining gas. oil, and water; (oads
boat into dry dock storage or boat slips. -
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Deliveryman

Pet Care

Groomer

Pet Assistant

Trainer

, Protection

Bodygu~rd
Rental Agencies
Packer

Ulity Companies

Meter Checker

Meter Reader

Equipment
Fitmstrip projector. 16 mm film projectqr, slide projector.

1.

Transports 1.erchandise which has been serviced or
rented to and from customers, such as laundry, dry
cleaning, and baby diapers.

Cleans and improves the personal appearance of pets,
usually dogs.

Feeds and exescises pets who are being boarded, cleans
cages and pets, may pick up and deliver animals.

Teaches animals tc obey on command and instructs own-
ers in proper techniques of working with their pets.

Escortsclient, watches for dagerous situations and per-
sons, inspects lodging, transportation, and recreation
seftings.

Prepares goads which are going to be stored by customer
in a warehouse and places it in the proper storage area.

In:pects meters to determine accuracy of readings and
proper functioning. .

Checks utility meters, usually monthly, to determine
amounts used by custeamer.

2. Overhead projector, projaction screer, chalkboard.

Materials
1

4.

2.

3.

Fitlm: “What Do You Want?"

Fitmstrip: *‘Career Game"

Slides: "‘Careers in Service Stations”

Career World Magazine, Vol. 1, No. 7, March 1973, “Personal Services Occupations.”



6. Dictionary o{ Occupational Titles

7. ‘E'ncyclopedl"ia of 8ccupational Titles
8._ Finding Your Job Booklets

9. Handbook of Job Facts

10. Occupational Awareness Mini-Briefs

Py
Fry

$crupations! Briefs, Chronicle Guidance
12. Occupational Guidance Booklets
13. Occupations and Careers
14. Popeye and Personal Service Careers
15, Project Lecorm Unit. "Service Staticn Operator”
16. What Job For Me: *“'Pete the Service Station Attendant”
17. Widening Occupational Roles Work Briefs
18. Your Job in Distributicn
Supplies
1. Posterboard, construction paper, cardboard.

2. Glue, tape. scissors, rulers, magic markers.

Special Resources
1. Student Handouts # 63 68

2. Commercial Games: ‘'Card Cubes™
“Quibic”




THE PERSONAL SERVICES SCENE — KEY

1. These ten marketing careers should haye been circled:

Funeral Director Renta! Agent

Car Washer Cémete(y Director
Fumigator . Meter Checker *

Marina Manager _ Service Advisor

Kennel Operator . Service Station Attendant

A score of 8 correct answers for 80°, accuracy will satisfy objective #1.

2. The tollowing personal service careers in marketing should have been identified:

1. Service Station Attendant 6. Cemetery Director
2. Rental Agent , 7. Marina Attendant
3. Meter Reader . 8. Butler

4. Service Advisor 9. Groundskeeper

5. Funeral Director 10. Kennel Operator

If the learner accurately identified 8 personal service careers for 80° accuracy, he will
achieve objective #2.

3. These personal service businesses and careers shouid have been recommended:

BUSINESS " CAREER

a. Marina Marina Attendant

b. Utility Company Meter Checker

c. Pest Contral Agency . Pest Contro! Attenda“nt TV

d. Equipment Rental Rental Agent

e. Service Station Servite Station Attendant

When the learner achieves 8 correct answers for 80°% accuracy, he will complete objec-
R 7 177N B SUSNEES TP SR R )




THE PERSONAL SERVICES SURVEY — KEY

These marketing careers in personal services shduld be identified;J

Kennel Operator Service Station Attendant
Meter Reader ‘ , Bodyguard

Rental Agent Memorial Agent

Funeral Direr tor ’ Fumigator

Marina Atte 1dant . Cemetery Worker

A score of 8 correct careers for 80% accuracy will complete objective #1.

These marketing careers in personal services were described:
h

a. Funeral Chauffeur f. Fumigator

b. Kennel Operator g. Cemetery Director

c. Rental Agent h. Service Advisor

d. Marnina Attendant « i. Meter Checker

e.  Service Station Attendant j. Pest Control Operator

Wnen the student distinguishes 8 careers accurately, he will achieve objective #2.

These personal service businesses and marketing careers should have been recom- .
mended: .

BUSINESS i CAREER
a. Pest Control Agency Furnigator
b. .Kennel Kennel Gperator
c. Utihty Company Meter Checker
d. Marina : ' Marina Attendant
e. Funeral Home ‘ Funeral Atter,
If the st.udent recémménds 8items correctly for 80% accuract . ©  ..' .ausiy objective

#3.



LEARNING ACTIVITIES

UNIT T!TLE Personal Services: Pleasing the People UNIT #9 OBJECTIVE #1

Group
1.

xS

Divide the students into groups of three. Have one student serve as a moderator Judge
and two students &s contestants. Give each group thirty cards about 2° < 3" or half of a

small index card. Write the following personal service careers on the chalkboard or
overhead projector:

Butler Funeral Director Meter Checker
Cemetery Directer Groundskeeper Pest Contro! Operator
Fum:gator Kennel Operator Rental Agent

Funeral Attendant Lady Attendant Service Advisor

Funeral Chauffeur Marina Attendant ' Service Station Attendant

Have each group prepare two cards for each of the fifteen job titles. On the back of the
cards. have them place one number on each card 1-30. Each title should have a different
number on its back in random order. After all groups have completed the cards, rotate
sets of cards among groups, so that no group has the set it prepared.

£xplain to the students that they are going to see which of the two contestants in each
group can match the most career titles by guessing the numbers. The numbers would be
showing on a table five numbers in a row,with six rows tc total 30. For example, the first

row would kave numbers 1-5, the second row numbers 6-10, etc. '

.
4

Each student will select two numbers and turnthem over. If they ar” the samecareer title,
he earns a point and may try for another match. If he does not match two career titles, his
opporent tries to select two numbers with matching carcers behind them. The contestant
with the most points wins the game. Alternate students at the end of the game so that all
students serve as contestants.

Assign each student one of the personal service careers found in Student Handout #63:
“Persona! Services Search’ and give him a sheet of plain white paper 8!2" - 11", Ask him
to draw a picture or cut out a picture from a magazine that he thinks describes that.
marketing career in personal services. Tell the students to write their career titles on the
back.

Coliect the pictures and display them around the room. Assign each of them a number.
Write the career tities on the chaikboard or overhead projector. Ask each student torotate
around the room and decide which career he thinks matches each of the pictures.
Discuss the group's results after each student has completed his review of the pictures.
Ack students to explain why they drew the picture or cut out the pictures that they did.
Have them guess which types of businaesses employ each of the marketing careers
involved. -



. Individual

1. Give the student a copy of Student Handout #63: ""Personal Services Search'” and have
him complete the puzzie as directed. When he has completed the puzzle ask him to relate
~hat he thirnks personal services means. Explain the term and ask him if he can think of
any types of businesses which provide services to individuals other than those studied.
Have him relate the careers in the puzzle to service firms.

2. Provide the learner with Studgent Handout #64: *‘Personal Services Please’’ and have him
use the letters on the telephone dial to solve the puzzie. When he has completed the
puzzle, ask him to think of a business that would hire the personal service careers
mentioned. Can he think of any other personai service careers than those in the puzzle?

-

Special Media
1. Fim: “What Do You Want?"

2. Filmstrip: “Career Game”

3. Slides: “Careers'in Service Stations”

4. Ccreer Worid Magaz/ne,‘ Vol. 1. No. 7, Marsh 1973, "Personal Services Occupations.”’
5. Career Briefs

6. Dictionary of Occupational Titles

7. Encyclopedia of Occupational Tities

8. Finding Your Job Booklets

0

Handhook of Job Facts

10. Cccupational Awareness Mini-Briefs

11. Occupaticnal Briefs, Chronicle Guidance ;‘
12. Occupational Guidance Bookleis
3. Occupations and Careers

14, Popeye and Personal Service Caree.s
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LEARNING ACTIVITIES

UNIT TITLE Personal'Services: Pleasing the People UNIT #9 OJ3JECTIVE #2

Group

1.

Divide the class mto two teams and have each team select its captain. Develop a set of
cards with the titles of all the marketing careers in personal services.found in Student
Handout #65. Explaintothe group that two members from each team wilt begin the game.

The first pair winning the toss witi get the first career title. One of the pair will see the
career title and must give a clue word to his teammate. His teammate has ten seconds to
give the career title. If he gets it, his team earns S points. If not, the other team's pair may
try to earn 4 ppints. If they are unsuccessful, the original pair may try again for 3 points,
and so on, After each career title is guessed, review the job description of that career,
Alternate ppirs from teams every 1-3 rounds.

2. Duplicate a copy of Student Handout #66: "'Personal Services Spiral’ and give it to each
student. Make a transparency of the handout and project it on the screen. Explain that
the job descriptions are tor marketing careers in personal services. Have the students
work on it for about ten minutes and then review it using the transparency as a guide. Fill
in the answers on it as you go.

Individual

1. Provide the learner with Student Handou?65; “Personal Services: Pleasing the People”
and have him study the information onfthe sheets. When he has done that, ask him to
select the three careers of most interest to him and complete three copies of Special
Activity Sheet #4: “"Career Questionnaire.” Call local businesses to arrange a convenient
time for him to visit and question the career personnel he has selecxed Discuss his
choices and why he selected the jobs he did.

2. Give the student “Personal Service Situations” in Student Handout #67, and have him
complete it as directed. Tell tne student that there are no right or wrong answers. Let him
refer to the career descriptionsin Student Handout #65 to make his decisions. Review his
responses with him, askirg him to explain his reactions in the situations.

Special Media .

1. Project Loom Unit: "*Service Station Operator’’

2. What Job For Me: “‘Pete the Service Station Atte: dant”

3. Widening Occupational Roles Work Briefs

4. Your Job in Distribution



LEARNING ACTIVITIES

UNIT TITLE Personal Services: Pleasing the People UNIT #9 OBJECTIVE #3

Group )

1. Develop a set of consdmer situations around the following personal service businesses
and have the students roleplay the marketing careers that would be involved in handling
the given situations:

Boarding Kennel ‘ Marina

Cemetery . . _ Pest Control Agency
Electric Utility Company ' : - Repair Service
Funeral Home - Service Station

Discuss each situation after a group of students has covered it in a roleplay manner.
Emphasize the type of business and marketing careers that were involved. v
e
' f Obtain five local directories for the students to use. Divide the.class into five groups and
assign each group two personal service businesses. Have the groups go through the
telephone directory ana find out what local businesses supply that type of service.

Have the group list those businesses and the marketing careers which could be found
there. Ask them to identify some consumer situations that would be handled by those .
businessesand career personnel. When they have completed the task, ask each group to
select one situation from each of its businesses and read it to the rest of the class. Have
the class decide what personal service business and marketing career would best handle
that situation. . ~

Individual ' .

1.- Collect recent newspapers from at least three major cities in the state. Give the classified
sections to the student and have him cut out ten different marketing careers in personal
services for which there are openings. Ask him to glue them in the appropriate boxes,of
Student Handout #£8: “Classificd Persona! Service Careers.”

Inthe second column have the student identify the kind of buéinesL runringthe ad and in
the third column tell him to explain the particular consumer situations handled by that
career for that business. Review his responses with him and give him some consumer
situations to determine the careers and businesses that weuld.pest handle the given
situations. T

n

2. QGive the stpdent a copy of Special Activity Sheet #3: “Marketing Servi.cs: Grobp Re-.
. search P_ro;ect”. and have nim develop a personal services notebook as directed. As the
student is working on his notebook, discuss various consumer situations involving per-

_sona_l services and have him relate the persona! service businesses and marketing careers
in his notebook that would best handle the situations that you have described.

Special Media e ' .
1. Film: “What Do You Want?"

. 2. Filmstrip: “Career Game” 134




3. Slides: “Careers in Service Stations” 4
4. Career WorldMagazine, Vol. 1, No. 7, March 1973, *'Personal Serviges Occupatiagns.”
5. Career Briefs

6. Dictionary of Occupational Titles '

7. Encyclopedia of Occupational Tiles

8. Fr'nging Your Job Booklets

9. Handbook of Job Facts

N

10. Occupational Awareness ‘Mini-Briefs
11. Occupational Briefs, Chronicle Guidance
12. Occupational Guidance Booklets

13. Occupations and Careers

14. Popeye and Personal Service Careers
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LODGING/FOOD: LIVING .IN LUXURY

Competency
Abilitytorelate ma'ketmg careers tothe services provided by the food and lodging industries.

_ Objectives *

1. Given ten marketing career titles in'food and Indging and their descriptions, the student
will match the titles to the descriptions with 80°: accuracy. (Knowledge) .
Given a blank career progression diagram and ten marketiﬁg careers in lodging and food
services, the student will develop alogical career sequence of occupations from the entry
to management levels with 80°: accuracy. (Comprehension)
& . .
3. Givenfive customer situatigns involving the marketing of services in food and lodging. the
student will indicate the marketing career personnel who would best handle the given
situations with 80°; accuracy. {Application)

N

Concepts .

1. Lodging businesses provide sieeping and resting accammedations to their guests. Lodg-
ing businesses include hotels, motels, and resorts. Many of them aiso provide food
serv:ces. The food service industry provides customers with the convenience of prepared

- food and beverages. Types of food service businesses include restaurants. caieterias,
fast food operatibns. and catering firms. Together the food and lodging businesses are
often.cz'led the hospitality industry.

3

!\)

(¢

usly throughout the nation. With Forida's mahy recreational and tourist industries
raxirg millions of tourists each vear, the food and lodging services have become the
laader in groviding career opportunitiss. Some of the markeating careers ava:lable in food
and ladging ‘nclude:

1 our mobile society. the demand for lodging and food services has increased tremend- .
sly

(J

M

MARKETING CAREZR JOB DEISCRIPTION-

Essistant Manager Aigs the restzurant manager in oberating the business

Bell Captz-n Organizes and supervises the activities of bel'men

Ballman Provides spacial services for guests including baggags
. g

ban“nrg
8ashov Cisars and se tsta bles. aids waiters- waitresses -
Cashier S Handles sayment of biits, cashing of checks. and masing

Caterer - Pians, directs. and controls personrel angd activities in
: the preparducn ard serving of food precared and de-
livered to a clent

ERIC

Aruitoxt provided by Eic:
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Checker

Convention Coordinator

Counter Gl :

De~rman

Elevator Operator
Executive Assistant
Executive Housekee.per
Front Desk Supervisar

Head Waiter

Hostess Host

Innkeeper

Maitre d°

Purchasing Steward

Purchasing Manage~

Recreztion Cocrdinator

-
‘

Totals food items on cafeteria tray and places shig on
customer’s tray

Organizes and oversees program and facilities activities .
{or 3 meeting, assists guests in handling meeting details

Serves food customers at quick-service seating

Greets guest< at the door, has baggage and automobne
taken care of for customers

Runs the elevator for hotel guests and provides them
information

Aids the.innkeeper in supervising personne! and ac-
tivities in a hotel motel

* Inspects rooms and public areas for cleanliness and

order and supervises cleaning people

Coordinates ail front desk activities and workers in a
hctel motel

Oversees all dining room activities and serving personnel

Greets customers as they enter a d-ning area end escorts
them to their table

Direcs and controls all iodging activities and personnel
Supervises all food preparation and serving personnal

Supervises closing of day's books and arran g.ng the 7ol-
'owing morning check-outs

arns. secures. and returns a guest’s automobile and
gives him a ciaim check

Purchases foodstuffs, eguioment. and supolies for a
fo0d service business

Directs ali buying activities for 2 food lodging chain

Plans. organizes. and supervises leisure activities for
lodging guests :

Receives and handiss advance room raguests and ar-

rangements

Directs ang coordimates all food service worksrs and ac-
tivities
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Room Clerk Assists guests ‘nselecting and registering for their rooms

Saies Manager Supesvises all persena! selling and promotional person-
nei and activities for a hotel
e .
Seraice Superintendent Coordinates all public area activities and workers includ-
) ing baggage handlers, doormer, elevator operators, and
. ) maintenance personnel :
Server Takes order and serves food to cafeteria customers

Waiter Waitress Ansvers questions concerning food, writes and places
: orders, and serves the customers i

[V

Personnel may begin and advance in the food and-lodging industries in various ways. The
career levels of the marketirg careers below suggest several progression avenues:

‘tanage~en? Specialist

Caterer srvice Superintendent
Restaurant lanager ; Inrkeeper
Assistan. Manager Exscutive Assistant
__ Purchasing Steward Saies Manager
‘Fron: Dask Sudervisor ‘ N:ght Manager

Natre 37

~dvznzed Career

Corwentizn Coordinator 7 3=l Captain

Exazutive Housshesper Haad Waiter
Durchasing Steaars Recraaticn Coordinator
Room Coerw z’-?esen-a‘tion Cierk

- TN ~e [
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Docrman

Parking Attendant

Elevator Operator

Waiter Waitress

4. Manylodging businesses provide numerous services to their customers in providing them
with room accommodations. Some ot these include:

-

Entertainment
Laundry Cleaning
Praygrour.d

Beauty Barber Shops
Telephone Messages

Tetevision Radio

Room Service

Limousine Service

Sports Facilities
Swmminé Pool
Baby Sitters

Vending Machines

Equipment ‘
1. Filmstrip preojector. 16 mm fiim projector. slide projector.

Tape recorder. record player. video tape recorder.

o

3. OQverhead projecior. bulletin board, chalkboard.

Materials
1. Fims: At Your Service™

“The Freedom to Success’

“Hamburger University™

“Hotel Beach Party™

| Like People (Room Clerk)”

“The Magic Touch {Mawd)”

“Road to Hospitality”

“The Ten Minute Ambassadcor (Baliman)™”

-~

3]

Fimstrips:

“American Occunations”™
“Career Development”™
“Lareer tapes series”

3. Cassette Tapas:

3. Career Qpportunities: Markebng. Business and Office Specia. sis
5. Ceareer Opportunitios. New York Life Insurance Company
& Career Worid.” Vol 1. Noo & May 1973

:-»J

ERIC
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Dictionary of Occupational Titles

Encyclopedia of Careers and Vocational Guidance, Vol.

Finding Your Job Booklets

Food Service: A Career to Consider Booklet
Food Service Worker Booklet
Handbocok of job fFacts

Job Expernence kit: Motel Manager

Occupational Awareess Mini-Briefs
o

cusaticnal Enefs. Chronicle Guidance

O
I3

Cccupational Sriefs. Science Research

Creupational Guidance Booklets

Ocoupationa’ Guiu#ss
COccupations anz Caroery

Czrdooerd boxes, hght wood, construction paper. poster

2. Glue. tapy. stapler. scissers, thumbE tacks. ruiers.
3. Nagic markers, feittip pens. o2n. index carcs.
Spec:al Resources

3. Student Handouts :Gg?g

2. Amemican Hotel and Vetel AszocEtion

3. Naugnal Restzurant dssorator

1 &1
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THE LODGING/FOOD SCENE—KEY

The following careers should have been identified:

1. Innkeeper 6. Restaurant Manager
2. Executive Housekeeper 7. Reservation Clerk

3. Front Desk Clerk 8. Beliman

4. Hostess 9. Waitress

5. Cashier 1G. Busboy

The student witi satisfy objectre # 14t he identifies 8 careers correctly for 80°s accuracy.

The marketing careers should have been arranged in the following order:

LODGING FOOD
1. Innkeeper ‘ 1. Restaurant Manage:
2. Serv.ce Superintendent 2. Matre &
2 Ber faptan 3. Head Warter
4. Front Oeuk Dlerk 3. Waitress
5. Beliman 5. Busboy

[£ the studentarranzes § of the careers inthea corract order for 80°: accureazy, L@ arlihave
Y ~N a3 { ) i el
eved 2biective =2 P

Thase careers shouid have been cirdted:

1. 8 — Restaurant \Manager

2. D — Bsilmar -
3. O - Reservation Cierk

- — - o~ > -
< B — Con~venton Coordinatar
- - LI - i
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THE LOSGING'FOOD SURVEY — Key

1. These answers should have been given:

1. J 6

o
»
~
m

tal
p 2
o
m

i C 9. H
5 D 10. F

The student witl satisfy objective #1 if he correctly matches 8 careers for 80°: accuracy.

2. The marketing careers should have been arranged in the following order:
- LCDGING AFOOD
1. inrkeeoe 1. Restaurant Manager
2. Service uperir;.tenc‘ent 2. Maitre o
3. Front Desk Clerk 3. Head Water
<. :Dcr:.'man 4. Waitress
3. Beflman 5. Busboy

¢ the careersin the correct order for 80°: accuracy. b2 will have

3
{]
113
7
¢ 4]
(87

fthe student arrang

achieved objectiv

1
i

4]
L}
(48]

;atioms:

(&%
[
0]
wm
~~+
2y
Y]
h |
[0
4]
e
")
4]
n
-+
o

3. Theose careers woui

() t =
5 2§
0 <
209
= 1)
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@ yr h
s 3 [3)
X iy 3
o =z 0
M " o
>3
1)
m 2
M 3
- (D‘
O

(h
<
(’U
—~
i
14
a.
/

‘1

-~ - -~ e e -~ . gt et SN SO R
score of 2 correct amswers for 80°: accuracy will satisty obsellive #3.
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LEARNING ACTIVITIES

UNIT TITLE Lodging' Food: Living in Luxury UNIT =10 OBJECTIVE #1
Group
1. Reviewthe guidelines n SpecnalActwu*y Sheet =7:“Career Trip"” and schedute afield trip

to alarge hotel in the area-which has a restaurant and which hosts conventions. Prepare
students ahead of time to find as many job titles as possible while they are on'the trip. if
possible, take slides on the trip and collect any samples of postcards. brochures, etc.

When you return, have each student list as many career titles as possible that he can
remember from the trip. Compile a list on the chalkboard and have students explain the
joet duties of each career.

After you have covered the career information in Student Handout #6S: “Lodging and
Food Careers.” giveeach student a blank copy of Student Handout #71: " Hotel.” Provide
them a list of food careers for the first two columns **H'™ and 0™ and have them write ten
careers in the ten spaces. Give them a list of Hotel careers and have them put fourteen
careers in the three columns “T.” “E,” and “L." .
tf you took stides on a field tnip. you might alternate showing slides and giving job
descriptions 2 students and having them guess the career title. If they have the career
title they would place a marker in that box. The game shouid be played like bingo. but a
siide should be shown or a description read insteaa of giving the career title.

Individual

.L.

o

Give the student a copy of Student HanZeout #63: "Lodginz and Food Careers’” and have
kim study the information. When he has finished the information have him comclete the
attached scramble puzzie. Review his answers with him and discuss the responsibilities
ot each career in the puzzle.

Provide the learner with Student Hancout =7 :"Lodging Food Services Puzzie.” Ask the
student to read each ioh Jdascription 2nd place the correct career title in the appropriate
blanks of the puzze. Check the sty “‘”x’ answers and revew the food lodging careers

and jab Cut“&:.

Special Media

Firms: At Your Service
“The Freeda-y 1o Success”
THambuirger Universty’
“Hotel Ewar v oarty”
1 ke Faspe (Roorr C‘reri:
“The Magic Touch Nas
“Read to Hospity’ t.'

“Tha Ten Vimute ATbassasor Belimen?

Pl R0 I PO
Deveispmenm

“Carser tapes sares’’

assotte Taces: Amer.can Cocounatnons
-

/

-
N
v



3. Career Oppoitunities: Marketing, Business ahd OFffice Specialists
4. Career Opportunities, New York Life Insurance Company

5. “Career World,” Vol. 1, No. 9, May 1973

6. Career Briefs

7. Octionary of Occupational Titles

ey




\\ LEARNING ACTIVITIES

UNIT TITLE LodgingiFood: Living in Luxury UNIT #10 OBJECTIVE #2

i

Group
1.

!\)

Write the foliowing Q\uestlon on the chalkboard or overhead prolector Who would you
rather be? Write these twelve marketing careers in lodging and food services underneath
the question: - :

tnnkeeper ' Restaurant Manager
Service Superintendant . Maitre d

Room Clerk . Host'Hostess
Reservation Clerk Waitress/Waiter
Executive Housekeeper Busboy

Bellman : Cashier

\

Ask students to indicate by votir:g which job they would select from those given. Have
*hen explain why. If they t’e*i to select careers such as Innkeeper or Restaurant Man-

—nu:,t be taken in reachzng the management level careers of lnni»eeper and Restaurant
Manager. Inciude other careers that are not listed.

Divida the class into three teams and select a scorekeeper. Make a transparency of the
“Carecr Chart” in Student Handout #73 and project it on the wall or screen. Explaintothe
class that each step of the triangle equals a step in career progression from entry to
management level in the foodiodging services.

Develop questions pertaining to each career step 1-6. Explain ta students that each team
must answer a question correctly at. each step befcre it can goontothe next. Forexample,
they must answer a quéstion at step =] before they can go to step #2. The first team to
reach the top managament 'evel wins the game. Have the team draw numbered slips to
determine which team begins the game. who wiil be second. and third.

Indivioual
1.

[\.)

(V3]

Give the stucert a copy of Student Handout =74: ~Career Ladders in Food and Lodging.™
Have him stucy the job progression and answer the questions at the end. When he is

nished. review his resp onses with 7im and relate the varicus career avenues which may
be taken.

Provide the learner with Student Hancdowt £75: "Lodzing .08 Brainteaser” and ask him

tocomplete the puzzie as directed. When ha is finishad, review the solution to the puzzie

a. 4 the career ladders availabls i the food and lodging service ingustries. .
T8

2 a3 Megia

Encyciopecia of Carsers and Vocational Guidance, Vol 1 & I
r.odir, You: Job Bocokiets

Soennce: A Carser to Consizer Booklet

145



10

11.
12.

13.

15.
16.

17.

F\bod Service Worker Booklet
Handbook ot Job F. a;:ts

Job Experience Kit: Motel Manager
Occupational Awareness Mini-Briefs
Occupational Briefs, Chronicle Guidance
Occupational Bﬁefs. Science Research
Nccupational Guidance Booklets
Occapationa! Guides

Occupations and Careers

Froject Loom (nits

What Job For Me

Work Briefs

Yer Career in the HotelMotel Industry

Your Job In Distribution

¢ -
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Aruitoxt provided by Eic:

LEARNING ACTIVITIES

UNIT TITLE Lodging’Food: Living i Luxury UNIT #10 0BLECTIVE #3

Group \///

1.

S

Brainstorm with the group for 2-3 minutes on the types of services which a
hotetrestaurant might offer toits guests. Have a student serve as a recorder or use a tape
reccrde- to tape the responses. Remind students that this is not a time for discussion;
they will have an opportunity to decide on 2 “swers in a few minutes. Discuss the services
mentioned by the students and add any tc the list they have not provided.

Make a transparency of Student Handout #76: ““Service Success and give students
copies of it. Ask them to shade in the areas which are services and review it on the
transparency. Have students explair which hotel and restaurant careers would be in-
voived with the services and others identified in the brainstorm session.

Ask students what marketing services hotels and restaurants offer that aid%other busi-
resses n their operation and how. Include in your discussion real estate. finance.

nsurancea, franspariation, recreaticn, communications, business serwres and personal
services.

After the stu‘dents have studied the information in Student Handcut =77: *'Services in

" the Hotel! Restau'rawt have the students design and construct @ motei and restaurant

us:ng same of the guidelines 1n Stucent Handout =78 ° ‘Building a Mode! Motel.”” Have
the s‘.x:er‘s 1dent:fy the services that their mote! restaurant will otfer including the
recreation faciities. Let them develcp the motel restaurant using their ideas. Have them
identify the r“crket ng careers which would be involved in providing the services to their
customers and guests.

lndividual

v

-

r

ve the learner Studant Handout =77: “Services :n the Hotel Restaurant.” Have him
t f2 information and compiete thc activities folicwing the information. Review his

with him and ciscuss the various se ~vices provided by hoteis and fqou estabiish-
to their customets.

n U’ r.t

‘

Provide the student w 'L tudent Handcut 7S: “Activities in the Hotel Restaurant™ and
have h%‘——% c:».uple\—ﬁ 2 e related activities attached. After he has completed the »c-
i gviaw his results with 1im. sk him {2 name some special services prov ided by
s and e<’au'= 'S anc name the markeling careaers which would be involved in
ing t -
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'CAREER DECISION

Choosing a career which will give you job satistaction for the rest of your life may well be the_

most important decision yoy will ever make. You must make this decision carefully aiid wisely.
You will find almost timittess job opportunities in the field of marketing.
- Most young people entering the labor market today will change jobs from three to Lweive
times during their ifetimes. There are many reasons why workers change jobs: personality
problems. health. financial. improper training, job obsolescence, work adjustment, advance-
ment, and 1 many cases a poor career choice by the worker. , _
To make the right career decision. you must match your interests, aptitudes, values, and
personal qualities with an occupation needirig your abilgies and rewarding your interests.
Select three careers in which-you think you might be interested. Check the Dictionary of
Occupational Titles. Encyclopedia of Careers and Vocational Guidance, afd Occupdtional
Outlook Handbeok, Handbook of Job Facts. and other career information sources that are
available toyou. Investigate each career thorough!y and choose the one whici seems to fatch

your talents. values, and interests, as well as provide a cRalienging, interesting, and satisfying -

career. Remember that this decision must satisfy your long-term goals.

First caresr choice

Seccna carser onoice

Thirz career chaice

. : 151
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- CAREER EXPLORATION CHART -

Career Title Age i Sex

Educational Qualifications
bs

1

Career Experience Required

Personality Traits Necessary

Physical/Heaith Requirements

Special Requirements

Working Conditions

Onn:om\z‘o:m_ mm,smmam

Advancement Opportunities

Occupational Outlook

Occupational Tasks Performed

LA d

Aruitoxt provided by Eic:

E\.



Student's Name: .—. Date: —

Name of persoit interviewed: —_ Business:

" CAREER INTERVIEW

IS

Questions to be asked by person conducting the i:-ierview:

1.
2.

10.

11.

4
What i. your career title?

o

What tasks do you perform on your job?

What educeational training and occupational experientce is needed?

What personality traits are most important in ycur field?

What skills and knowledge are required in this c-cupation?

How would you describe the working conditions ofsyour job?

. . L .
C\ould you tell me the approximate starting salary ot workers in your occupation?

[
PN ‘ \

What are some of the fringe benefits and rewards offered by your compe, 7

Whal do you consider the major advantages of your career?

y
L

What gre the major disadvantaaes of your occupation?

What are the advancement opportunities in your occupation®

/
< o~

I< the amnlavmeaent nntinnk in the futiira onnd far this career?



CAREER QUESTIONNAIRE

'_1‘. Name: 2. Employer:
3. Job Title: 4. Address:
5. Job Duties: : N

6. How did you get your job or the job leading to it?

— Public employment office — NEn spaper want ads
— Private employment office - 120 Ceordinatof
—fiends and relatives - Prragaal application

7. What type ot training did you receive before going to work full-time?

— Less than high school — Junior coliege (2 years)
— High™school — Senior college (4 years)
—- Vocational school ——On-the-job training

8. Did your employer provide a training period?
—Yes __No " How Long?

9. How well did your school subjects prepare you for your job?

— Very great : — Moderate
— Good — Very little

10. What type of grades did you make in high school?

— Above average — Average — Below average

11. Which high school subjects do you feel best prepared you for your job?

12. Which high school subjects were least heipful in preparing you for your job?

13. How do you like your job?

— Like it very well — Dislike it somewhat
: — Like it fairly well —— Dislike it a great deal

L3

14. What aspects of your job do you like the most?

15. What aspects of your job do you dislike the most?

. .. . . .
168 WahnlAd van . oownlting ta uicit Anir Caroor Funlaratinn ~lace and ancuwar Anvactinne ahant
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CAREER SPEAKER

Resource persons from the local business community should be invited to talk about their
careerstostudents. Aneffort should be made to invite workers from all career leveis and types
of businesses. " ,

Many potential speakers decline invitations to appear before classes because they dislike
preparing and making speeches. They may be more likely to respond if the teacher discour-
agesthem from making formal speeches but simply asks them to be prepared to discuss thenr
job responsibilities and answer the questions of students.

Prior to the speaker’s visit students should:

“Learn as much as possible about the speaker’'s occupation.

*Try to gather information about the business for which the speaker works.

*Be prepared to ask the speaker pertinent questions.

Tape recordings should be made of visits by resource persons and filed for later use. These
tapes may be played for other classes later in the day, if the speaker can stay for only one class
meeting. Students who are absent may also profit from hearmg the tape. In addition, a career
{.'c for other terms can be developed.

During the next class meeting, students should duscuss the points covered by the speaker
and consider their own suitability for the occupation represented by the speaker.

Many times local organizaticns such as Sales and Marketing Executives, Rotary, Kiwanis,
and Chamber of Commerce may be willing to establish a speaker’s committee responsible for
furnishing resource persons for career exploration classes. Although many people who belong
to these organizations hold rnanagerial profess«onal jobs. most of them are willing to release
their employees for classroom visits. -



10.

11.

12.

CAREER SURVEY

Name of firm: 2. Type of business:

Number of employees:, 4. Person surveyed:

Please identify the types of jobs found in your business.

Is part time or summer employment available for high school students?

What fringe benefits such as vacations, insurance, retirement. etc., are offered?

What type of education or special training is required for securing a job with your
organization?

What tests or licenses are needed in your business?

What qualities do you lcok for in considering a person for employment?

Would you or a serresentative of your business be willing to particrpate in a Career Day
program or speak to vur class about your tirm?

What 1s the future occupational outlook for careers in this business?




CAREER TRIP

A field trip or tour 1s a carefully arranged event in which a group visits an object or place of
interest for first-hand observation and study. The trip can range from a short visit to a single
location to one lasting several days and covering several states.

Plant tours give the students an opportunity to see, hear, feel, and smell the environment in
~hich they might work. Naturally, the teacher must make arrangements with the principal for
transportation and released time for students. In some school systems insurance and paren-
tal approval forms are required for students making tours. Trips, even in small communities,
r_wy,/ be?chedu!ed to places of employment such as department stores, mail-order houses,
service/stations, supermarkets, and automatic veacing companies,

In selecting busiesses. it may be wise to visit places where former students are employed.
Students should be encouraged tc concentrate on the functions that workers actuatly per-
form as well as the process. Interesting discussions in class meetings after the trip may be
mitiated to determine what the students liked or disliked about the various jobs.

The Field Trip Should Be Used:

1 Toprovide tirst-hand study of careers and activities that cannot be easily brought to
Lhe learning group. '

2  To stimulate interest about marketing careers.

3. Tollustrate the examples of marketing careers and activities in their natural busi-
ness environment, _

4. To retate classroom study te practical business situations.

Some Advantages Of A Field Trip Include:

1. Seeing careers in action 1s usually more meaningful than hearing or reading about
them.

2 The careers can be seen in relation to each other within the business setting.

3. Usually has a high motivational value for the participants.

Although some teachers teel that they are inconveniencing those inindustry and business by
requesting permission to tour their facilities, most businessmen are themselves parents and
are usually happy to have students visit their places of business.

Arrangements might be made for students to tour nearby colleges and vocational schools.
Junior high students may benetit from touring the local Vocational-Technical Center or high
schools which offers Distributive Education career programs. If possible, let students talk to
high school or community college students who are enrolled in Distributive Education training
pragrams.

\



CAREER TRIP REPORT

Name: Date of Field Trip:

Place visited:

List some of the occupations which you observed:

List specific activities in which persons in each of thuse occupations were engaged:
A

List skills which are required for workers in these occupations:

L
What education training and career experience is needed in these johs?

TN

R

e A Y ot T

Which of the iobs or activities did you find most interesting?

Which of the jobs or activities observed did you find least interesting?

Did the workers seem to enjoy their jobs?

Would you recommend this career trip to other students? Why or why not?




Making Mobiles*

A colorfui flutter of shapesand styles, mobilesare aninteresting, fun method that can be used
most effectively tointreduce, emphasize, and reinforce significant terms which you want your
students to remember. Whether you want to stress the basic steps in selling, the major
functions in marketing, or the kinds of customer services--a bright, floating mobile cluster is
just the approach to use for your "daydreamer’ or “'sleeper’” student.

Time, as always, is animportant factor to consider. Aiternatives to creating an ariginal mobite
are available for those of you who are not artistically inclined nor have the time to spare. First,
a variety of plastic or paper mobiles can be located in many novelty stores or departments
ranging in price from $1.00 - $3.00. The shapes of an individual mobile's pieces may be
traced onto construction paper, posterboard, or cardstock. The desired terms, illustrations,
phrases. etc. can then be depicted on each outlined pirce.

After each shape has been cut out, glue or tape it to the purchased mobile. Since most of the
manutfactured cluster mobiles are multicolored, the message or illustration on the solid
cqlored paper is easier to read, as welf asa contrast to watch as the mobile floats. A variety of
ditferent solid colors which blend with those colors in the purchased mobile is usually the
most effective choice, and messages in red or black seem to attract more attention.

Another alternative for the economy-minded folks is to purchase mobile paperback books.
These booklets are currently avatiable in many variety and drug stores, including Eckerd's
Drug Stores, McCrory's. and Woolworth's at price ranges of $.39 - $.99. One of the better buys
presently available is "Bright Butterflies” priced at $.39 published by Whitman Co. This
particular booklet contains a total of 36 pieces with instructions for assembling as was
described in the above paragraph. Usually, four to eight pieces in a mobile cluster are most
effective in achieving your educational aim or purpose.
4

in assembling a mobile, many types of string may be used. Kite string or nylon fishing line are
often used. Magic markers can be employed to make the line more attractive. Ordinary
knitting varn or sewing thread make an excellent finishing touch to your project. Sotid colors
or reulticolored yarn may be purchased at almost any variety, department, or fabric store for
$.39 - $.59 to make approximately ten mcbile clusters. depending upon their size.

Support wire for the mobile may consist of fioristry wire, chicken wire, or coat hangers.
Generally. floristry wire can be purchased trom a focal florist for 2 cents - 3 cents per foot.

Making muohiles can be an interesting learning activity for students. Why not let them each
create amobiletorsome . it Termsand ittustrations involved will reinforce information to the
indiv.dual student as weli as to other classmates when it is hung in the room.

*Ceveloped and repninted wath the permission of Miss Barbara J. Wilkre.
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MARKETING SERVICES*
Group Research P;oject

4
1. To supplement 1 -« instruction of marketing ‘services, students will be required to
gather information ori . ssigned marketing service topic. The project will be assembled and
tabbed using a notebr - or similar means.

‘2. The notet;ook should contain as a minimum the following: -
a. A.detailed listing of all the jobs which are found '\n your marketing service topic.
b. A detailed listing of the services provided by yoﬁr marketing services activity.
c. It desired, you may prepare a collage depicting pictures concerning your topic.

d. A list of want ads from the newspaper reléting to jobs found in your marketing
service activity.

e. News articles, magazine articles, pictures, drawings and other type material re-
lated to your topic.

f. Information materiatl, brochures, and forms that ysu may have obtained from a
persona‘ visit to a local marketing service activity pertaining to your topic.

g. Any other materials that will add information about your tupic.
3. Where to get information and materials for your groject:

a. School_or community library.
"b. Newspapers and magazines.
c.. Personal visit to a marketing service activity.
4. Your project will be graded based oh the quality and amount of pertinent material you

have collected, originality, neatness and arrangement. The grade assigned to a project will
also be assigned to each member of the group.

5. Becreative and use yqur imagnation. The guidelines for this project need not be strictly
followed if you think you can come up with some betterideas. Plan how and what you are goi ng
to doand you will be pleasantly surpnsed onwhat canbe arcomplished if the members of the
group all work together.

“Developed and reprinted with the permission of Mr. William Muscatello.
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FPERSONAL CAREER *NA!YSIS 10

Rnalyze your career using the following questions a< guidz'.itc 5. Reflect your views for each of
thein on the lines provided.

1. Age: How old must | be to enter the occupatior.”

2. Sex: Is this an occupation in which others of my sex are riormally employed?

o vu—

3. Do | have the necessary physical or heaitih requirements? Can | get them?

4. What personality traits do | have that would help me in this career?

[y

5. How could | enter this occupation-—education, experience, personal qualities, special
requirements? Am | willing to obtain them?

6. What subjects in schooi would help me most to prepare for this career?

7. What are the local opportunities for this job? Am | likely to find a job opening in small
towns as well as cities?

8. Interest: Do | possess thisirterest” If not, could | develop interest in this type of work?

S. Values and Attitudes: Doe< anything a* - { this job violate vaiues and attitudes | have
about people and work? If s2, cou'” djust to situations that required that | change my
values and attitudes?

10. Would | be hadpy doing this kind of work? Why or why not?




3

PERSONALITY OF THE DAY PROJECT* V . " .
Purpose
. Attached is a personality questionnaira that can be used to achieve several objectives.

it provides you and other students with a better kiowledge and understanding of the
students in the class.

It gives you information for final reports.
It aids the expression of the\individual's personality.

So many students know vRry little about each other and are acquaintad with their own
select group. Oftentimes thag do not even know their classmates {ull names.

Preparation

Have each student bring a picture of hi.iself to class. It may be either a school picture or a
snapshot.

Have each student fili out the personality questionnaire. Cellect the questionnaires and
attach the pictures to them.

Review the questionnaires and decide the order in which you will present students according
to thejr responses. ’

Pro\t:edure

~

Allow a couple of minutes at the beginning of each period to introduce the “Personality of the
Day.” Begin by telling the class something about the person without revealing hi$ name. Be
selective in your information so as not to embarrass the student. Keep in line with such
statements as, This personality would like to be a fashion buyer and really likes working with
people,” or *This person says he is afraid of snakes and the dark."” ’

Then let the students try to identify the person. Follew this with a BIG introduction, announce
the student’s name, and reveal his picture (tacked on a poster behindj portable screen or
whatever method you devise). Applaud the person and have him o: t3¢ ¥ sit in the ““Honored
Chair or Desk.” You will find the first few students to be shy and ernbarrassed to have their
pictures on display. You can overcorrie this by praising the person and complimenting the

picture and keep right on moving to the next part of the day so as not to lag after the
introduction.

*Developed and reprinted with thg permissiop of Mr. Bruce Baptist. 4
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Personality Guestionnaire* 12

Complete the following sentences about yourself and your particular person Jity. Be certain
that you write in compiete sentences.

1. onuld like to be a

I feel proud when

N

3. The future looks

4. | wish my parents

5. To me school

6. People think | J
7. On weekends | ' .
7
, —
8. | hope t'll never
9. | wish peoﬁple wouldn't

10. When | finish school .

11. I'm afrard of

12. Comic books are

13. When | take my report card home

\

*Developed and repninted aith the perlﬂtss:)}\of Mr. BrU.Ct‘ Baptist
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140 arﬁ'a; my best when

15. Most brothers and sisters

. ”

16. 1 don't know how to
Ca

17. | often worry

.1
18. | wish ! could

- ‘
19. | look forward to

/
: ——
20. | wish
21. My age is
22. My address is
23. |lwillbe a success if
~

24. My best quality is'

25. 1f I worked in retailing
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= / CGMPONENTS IN THE CHANNELS OF DISTRIBUTION - 2

;

Marty shipped into his ca: seat and cranked the engine. As he drove grwn tha main street, he gazed

into the stre windows. He had beenlooking for a new suittowear when he wentapplying for a jcb next
week. Marty had d=~ided that he wanted a career in marketing. As a corsumer, he had been in the
habit of buying goods and services for his use, not for resale. Now, he wanted to pursue 2 career in
markctihg. .
- Marketing. That's a heavy sounding word. he thought. But it's not hard to understand. Marketing
voives ali the act.vities necessary in getting or distributing goods and services :0 consumers or
busmesses. itis concerned with buying the materials. machinery. and manpower needed for produc-
tion or operation. but not with the actual production or processing of a product. it includes product
granning and research, aswel as alt the activities necessary to get the goods from the pioducer to the
consumer. C

Marty turned on the radic and listened to his favorite rock station. Gee. he thought, | realiy don't

Encacvhether ! aant towork for a producer a wholesaler, a retailer, or a marketing service industry.

- He laushed to himsalt. A year ago. he didn't even knoax what those words meant” He turned onto the
mmterstate 2nd settled back for his hour arive thinking abeut the different kinds of businesses in
ahich he could faurch hismarketing caresr.

Producers {Manufacturers. Converters. Farmers, Miners. etc.)
i + &,

ce proguced. Vegatables. frints, and aats must be grown cn a farm. Many
edinacacnery. &

¥ Clothesthat we wear! ‘te be madeinafactory. Qurcarsand
arcfacluredusingan assembiviine. 0. wilsaredritled: refireniesconveritinto o

U fotwe nead. Costis extracted or taken cut of mines to provide heat and energy.
Theare ar P ooportumities with profucers.

Lizatto getthathings we want or need cirectly from the producer, Marty said o

bltainprocucts:none of many wavs. Ifaperscncan’ buy goods directiy fromthe

vysthemfromalocairetaristo ¢ The retaier mav Suy these goods. such as the

Jfremitrefactory, or oroducer. Someatimes. he may getthem frama wholesaler.

¢ ‘el ~d many sanvices 1o 311 A ngs P BUS Henses, but sspecialiy to

23 provider s2-,.0es 12 2l businesses, as well as to

Some DUSInESSES 00ds from the original producer to

thzcor e d:frerzniza “ne channels of Cistnibution. Gee,

Varty t o) e . retatiers. and marketing servce
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Aruitoxt provided by Eic:

RIC

Look in your telephone direciory. How many different types of wholesalers are located in your

community?

Retail Stores .

What typei{s) of product(s) do they carry? ¥hat kinds of businesses do they service?

Retail stores buy their merchandise from the wholesalers or fromthe manufacturers or both, and

resell them te

the uit.mate consumer, namely you. Department stores, such as Sears. Penney’s, and

Ward's are quite large and carry a wide variety of merchandise. Other retail stores carry a particular

line of merchancise such as:

1. Apparel and Accecsories
2. AlLTomotive Parts
3. Grogeries and Related items

2. Hardware and Burldirg !

Service Industries

Seryice industriesprovice a senvice aither to the consumer namely yOL or toanother business. The
sarvicesthev providetoyou may heicto make your hie more pleacant, moreenjoyable ormoresecudie.
The sannices which thay provide 1o ancther businass enablest hat busiress to carry on its operations
and. tharefore. meet the demands for its products and or services. Examples of service jndustries
inziuzse such businasses as: ’

il Ad.ertsmg Agenzes e o 6. Newspapersang Publishers — -
2. 2arks arc Finance Companies 7. insurance Companies
3. \oo2 Thaatres 3. Real Estate Agencies
2. Stock Eachanzes G, Travel! Agencies
5. Restzurants and Hote's 10, Transportation Companies

~Z3im, think 3bout vour home toan for @ moment. What types of service iadustr &5 are located in
yaum commumityT What types of services do each of dhese institutions prov.de?

“Maeny mutisred 1o himseE CWow, this really biows my mind [ There are so many ditferent types or
~areening Susinesses 11 ahich | couid work. Letme seetlca 1 briefly cover the main points { just
LESIRT A Yot

NMaterials

w

-
/.

8.

Home Furnishings
Petroleum Products -
farm and Garden Supphes g

Musical Equipment

vour hame toan for amoment Can you identity alarge department store that carries a
merchandise? Can you identify a store

in your town for each of the products given
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Marketing Review

The business which grows. hariests. processes. or manufactures a product 15 known as
ihe

hie business which sells goods directly to the consumer is the

The business which sells services to other businesses as well as to the consumer is
the i

Tre husiness which serves as a middleman between the manufacturer and the storé where a
customer buys it 1s the

A person who buvs a product from 2 store for his own use is a

——

Tne dow of goods from the producer to the consumer occurs in the

A husinessman whomay represent meore than one manufacturer or wholesaler in selling to the
retailer '3 knewn as an

Oraw three channels of distribution using P “or Praducer. W for Wrolesaler. R tor Retailer. C for
Consumer. and S for Serv-ces. Draw arrous between the letters to show the flow of goods from
ane LoMPBenInt G anvtier, Deginming with the producer and ending with the consumer. Three
Clanks zre provided for each of the channeis. An example might be: P — R — W — C.

AT et the actnates imvolved 'nacguining and distrbuting goods or services to businesses or
Tonsumers s caieg

R



MARKETING MATCH ' 3
Participants
1 Emcee Judge 2 Players .1 Scorekeeper
Directions:

This game activity may be used to introduce marketing functions, as we!l as to reinforce or review the
eight basic marketing activities and the coordinating element of management. For understanding of
the terms and reinforcement purposes. the students should explain the terms as described herein.
Develop cards with each of the fcllowing terms written onone side of them, so that you have two cards
fareach term or a total of twenty cards. On the back of each card. place a number from 1-20 so that
each card has a different number. Alternate the numbers on the cards so that there is no special
pattern reiating to the marketing functions and management. -

Place the cards on a table with the numbers facing up 0 that there are four rows of five cards with 1-5
on the first rca, €-10 0n the second row, etc. Have the two players or teams flip a coin to determine
aho shall begin the game. A student will select two numbers. When he has twg identical terms, he
musT give the explanation or definition of the term to win a point for himself or his team. A simple
match of the two identical terms does not earn a point. The exception applies if a student picks a free
match card 2nd a term, he does not heve to give the dafinition and receives a complimentary ponnt

The game 15 wan by the persen or team receiving the highest number of paints.

Mzhe tao cards each of the following terms to form one set:
VARKET RESEARCH (MR) STANDARDIZATION (SN}
SUYING (B SELLING {SE} :
STORAGE (ST TRANSPORTATION (TR} —_—
—_—~—~€’\T<n =i FINANCE (F)
WMINAGENENT (WG FREE MATCH (FM)

O
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othattermsarein different orders and can
e top scorsrsinthe class if the entire class

Z 2 3 < 5 VR 8y ST Ri MG
< B 5 S i0 o Fi TR SE SN

L1 13 w13 MG SN ®RI ST WR
5 T 18 18 By TR B 3F  FW
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MAKING IT IN MARKETING

Marty istened tothe raciocanncuncer say. “Train for 2 marketing career by signing up with your high
schoot D'ctn >utive Education Coordinator or with your junior coliege Marketing Management Coor-
dimator.” Marty soufed. He had signed up a year ago. Last year he had gotten classroom instructior
shodt marketing hv AOrRing i @ model business set up right at schooi. Now. he was ready for the real
anag! He was g £ to tran on-the-job as well as study at school. He would train in the afternoons,

C. am earn money atl at the' same time.

Nlary, re membered his teacher-coordinator saying that all careers in Market:ng could be classified
ne e Shtbasic marseting actvities or functions. Marketing is a big area of importance.
tofthe American workers are =mploved 1 @ marketing or marketing-retated job. All of
3 wtanene of the eight market ng tunctions of activitres. Management is concerned

: Chons. and serves as a coordinator of all of the activities or functions in all

t
S and ndastrnies,

“;10 Q"v" <

search. Marketing researchers try to tind
\;Ch a wstu.‘ner wants to buyv so that good

2. Marketing Research is used 0 find out what
:o' instance, a rew product cou'd be desigred
15 carreed dut the resuits may show that no one
Te guanttes. 50 the guestion would be, why
ot thes mind ot information (e ire rarpose of

O
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SRt ompgetart marsenen functan i Standaed zathon, i s oohies the cetting of Himats or stan-
33T . hisoanciudes labeting products.
S miapentionef goods to see if they meet
. 2tc
Buying

A I S
S s vesss L.
v Lty o3 -

7 ceov i rLeTon ol fromaciothio-gwholesaier
—— e e v e Swasr anaetmie - s the clottis Inet to waaz-
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For instance. if you want a bicvcle, you can go to a department store or a bicycle shop and have a
salesman show you the different styles. colors. and features of their selection of bicycles. By doing
this, the salesman can help you satisfy yourwant. if youneed a new shirtor knittoptowear to school. a
salesperson will show you different styles, colors. and fabrics o h:2lp you make a choice thus helping
you to saiisfy aneed

Sal2sPramotioa helpshe marketer to let consumers know that he has a product to seli. Advertising
is a Sales Promotion activitv. Advertising uses newspapers. magazines. rad-o, television. biliboards.
and mail-out fivers to telt their message. Another Sales Promotion activity is Display. The activity ot
Display uses a real-life set-up ke a window display in a business or store, to show off the goods that it
has fo: saie. Many other promotional and publicity methods are used such as coupons, trading
stamps, and contests. ;

N -

Storuge ~ .
Storage orov:desthe time and p‘*vwbax spave necessary to house merchandisa untit itis needed tor

ndustrial turposes or distrnibution o consumers. Many businesses have their cwn stockrooms or
arahouses. Others, espacially smailer husinesses use wholesaler's warehouse fac:lities.

Transportation

Transportation orovides th !i. moving property or paople from one location to
ancther. Sus:nesses 2nad pagple use dift e'an‘ v.a,c to g=t ta vanous points. Time and cost are big
factcrs ndecidirgwhethar tguse atrain. g plane. abus. oratruck. Vany productsare transported by

sater on hargesor frgeghtarng Pinasnac ara teancrastoes fne il omsl a

7l
e
g
[au]
(")
[
-~
o
I
1Y
(‘1
“
[)
~L
"

. 2 A s 3RSt Al omeladrter;

5. Risks are the chances or possitilities of

ed b unforeseen or uncontroilable factors,
ey ming a risk! that vou wili be ‘n an
e ,s suC ’1 as in prdermg the merchandise that
anest. &5 we will see fater, some nsks ca r‘not
ahich Pe can -educe tn2 Changa that be vy
ksting
Simzeze gty b8 3LC2y 1NE T “ar goerztion of gt marketing 22 production
ous: 2% as curomases o7 goods and services by consumars. in 2
. s must fgure 2l zosts ngipding mad anpower. and
i CTTonEy I mEelall As e adidinty sszreused by
obraim maone, 1nat s needad, .
N 1)
Marketmg Management
Lgow2 mentoned before. managsm separats
Rather “'spartzf e zsthag¢
<cenzntmentordes0 303gST.
ah2 coord-nates & v e
ard lortroinga cas
. =

O

ERIC

Aruitoxt provided by Eic:



“Marty pulled into his driveway. He wasn't sure if he wanted the responsibility of being a manager or
executive one day. Besides. everybody can’t be a chief. But he knew there were many, interesting.
challenging careers to choose in Marketing. But in which area of Marketing — Marketing Research,
Buving. Standardization. Selling. Storage. Transportation, Risk. or Finance? | think i'd like to start
working with stock in a \xavehouse or storeroom. so | can find out more about the merchandise and

betind the scenes. Then, | migho g0 in to selhing. | like people. Who knows. maybe one day | will be a
manager . .. 1

O
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Marketing Activitias Overview
1. Finding 220 what peopie ke or dislike about a prod c 15 the purpose of the
function, =
2. Setting walues or bomts for products and senvices s undertaken oy these involved with the
tunction.
S Ateerts ng and ase 3, 3re orematicnal actyties invohed in the function of _
bl H -
K D-aoz ez the teme anl apace nesded for mercnasdise watit it is needadis the resps bty of
tha achivity
T Tmae otyseca vovement of grogducts Trom the producer oo the coosumer s part of the
turction of Varksting.
£ Tesoeznooes P Inanio 2 DLS ness 2r D2rsnr oy untoresesn or uncontrotiable tactors are handled
SR _. function.
S JIhiazy ©oF *~7='k—:ti'fg sucpies the maney
emat 3 P ISisaT, SOr 3 Tos U833 sp2rataans 27 2 CoNSsLTes ou 2ses.
N e R T 2R3 th2 vesIITINIT:ly O
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MARKETING CROSSWORD PUZZLE- :

-~

Read each description of a marketing term across and down on the next page. Select the correct word
\ from the hst on the bottom of this page and place that term in the appropriate blanks of the puzzle.

-
1 3 2 l
3 N
\d
3
. 6 5
.
H 6.
—
7 =8
=
_
8
8 9 o
£
n
1 i
.
= Financs = Serv zos
S: Sa02s 5 Stargarzizat o
-— - -
N Wizmage et = Siorage
< Varkstro S g Traznsportation
~ ‘7 . .
- ' Frosucer RS yroiesalsr
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ACROSS ‘ i

1. Buy from and selt to manufacturers, wholesalers, and retailers, as well as to consumers. -

2. Serves as a coordinator for ail marketing activities.

-

3. The process of assist'ing or pursuading a customer to make a wise buying de_cision thro
persong! contact or sales promotion materials.

3. Involves the gathering of information so that marketing managers can make sound decisians
and soive marketing prooiems.

5. Act as a nmddieman in distributing goods between the producer and the retailer.

&. Deals with funds necessary for business operations and customer purchases. -

7 Inciudes all marketm: activities tn the merchandising and supplying of goods = 1 services.
8. Provides the service of physicaliy moving property an ) peogle from ¢ne locaticn to another.

3. Regpresents more than one praducer in seliing goods to business~s for resale to customers.

10, Suophesabusinesswith the necessary materials readed for its use ot resale to another business
Q7 CONSUMErs.

O
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300335 or merchandise are pften callel thes

f

DOWN

1. invoives settingvatueseor bmadsfor egeodsa 1 services. as well as the inspection and lavehing
tc chack conformity.

.- i -~ -
udes ail the aztivites in

I~
3

=t waved in acquering and distributing goods and services far proces-
3z, business use. or personal consumetion
2. Irepoosteities 3 fmancial ioisto oacple of Droperty by unforeseen or uncentrollabla factors.
2 Se'goonds diractiy tothe roiadadl coosemen, may by g00ds Siredtly from the manutacturer
or prodacen. from o2 whoissaler. or ftrom 2 special agent.
= ~g& b Surchases gonds 3 22nizes for 82, 1ot formesdia
. Sy \.».3‘1‘3‘
E‘J"‘)"ﬂ»‘

- - . - = - -~ - - -, = .-~ . —~ o~ o .~
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Marketing Crossword Puzzle—Key
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SERVICES SCRAMBLE™

Unscramble each of the letter groups below to reveal ten categories of service industries.

v

1. GOLGIND

DOFO

4

4o
w
P

RUACEN
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| SERVICES SCRAMBLE* — Key

Unscramble each of the letter groups below to reveal tet categories of service industries. -

ES

i

1. GOLGILND B LODGING

2. DOFO | | FQOD
3. NIFCANAIL i | FINANCIAL ‘
4 SINRUACEN INSURANCE
STLE'AR TESTAE REAL ESTATE
6. STRINA .v\: ROTAONT TRANSPORTATION
=TT R O CIER AT ____RECREATION
e mro CTIMONUNIAG _ COMMUNICATION
9. SERPANLDO , ___PERSONAL
V10 SEBSUNIS J ) __ BUSINESS
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MAKING IT IN MARKETING SERVICES

Service industries provide services to consumers and business users throughout the channels of
_distribution. They are sometimesreferred toas retailers of services. but thisis really incomplete since
. sarvice businesses provide services to all kinds of producers, wholesalers, retailers, service busines-

ses, an-dindividual consumers. Services are also extended, to educational, government profesxmnal

social. and . chgious organizations. i '

Many interesting career oppartunities are available in the marketing of services. Of the ten million
people employed in service occupations, itis eqtimated that Qver one million of them are in marketing
careers. Tenmajor categories of service industriesin w?uchmarketmgcareeropportumnesexnstare

v " Lodeimng --sleeping accommodations (hotels, motels. boarding houses)
Faad -- prenared food and driﬁk (restauranf. cafeteria, snack shop)

Finarce --nandle money matters (banks, stock exchange, credit un:on)
Insurance - financial toss protection {car, home, social secun{y)

Real Eqtate - land and butiding transactions {agencies, assessars, appraisers)
Transportatiorn - move people and property {planes. trains, buses, taxs)
Rocreation —entertdainment and amusement (movies, parks, clubs)

Business - special business needs (advertising. resedrcin, mamtenance)
Feorsanal ca“re of people and property (home. car, boat mamtenance)

Coaumunication  verbal or wriitten messades (telephone, telegraph, mass media;

The rapid growth of the population and tha tourism ondustry n Florida has resulted m a large
increase (n the number of service businesses and service occugations. A large numbper of them are
marketing services careers, atuch ~fter vaned and interesting opportunities for you

O
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MARKETING SERVICES MAZE

9

Usm a pencil or pen. try to find the path that wil! ink the “Custcomer’ with the ""Service™ business he
will patromze and trace this path in the maze below. Take each business and write it across from the

category in which it belongs. Some blanks will not be used.

Automobile
Coverage
Sign
Theatre Stock Fainter
Exchange
Country
Club
=
Telfphone Land
\ Hotel
Company Developers Realty
| Agency
Barber Shop runeral
Home
- Pizaa Cruise
Parlor Ship
Marketing
Researchers
{ o Cafe
Bank ]

Social Securnity

Car Rental Agency

Service Categories

1.

D U1 e W NS

Real Estate
Finance

LInsurance

Transportation

Commurnicat:on

Recreation
Busimess e
Porsonal Care

’ I
;




SERVICES SCAN 10

Participants

9 Panelists representing each square 1 Moderator/Jidge

2 Contestants (x and o) tc start 1 Scorekeeper “
Directipns

1. Have each student submit 9 questions. one for each of the marketing activities.
" 2. Each panelist represents one of the nine marketing activities in a square.
3. The moderator/judge anc panelists receive copies of the questiors and answers.

4. Two contestants are selected to represent x and o.

N v

5. The game is begun by flippinga coin to determi -e which contestant reteives the first question.
Each-succeeding game is begun by the winner of the previous game,

[&)]

Moderator asks the contestant which panelist (representing a square) hd wants to answer, the
question. Moderator reads the-question to the designatéd panelist who respends with an
answer. The contestan} must then decide, whether or not the panelist has jiven n correct
‘answer. If the contestant is correct in agre% or drsagreeing, he receives his 'x’’ or “o’" in the
approprjate square. .

7]

«

7. |fthecontestantisincorrectinevaluatiighisselected panelist’Sanswer, hisopponent earnsthe
square, The third*“x" or "o’ however, must be earned by a contestant tov:sinthe game and not by

N . . yi
an incorrect answer of his opponent. .
« * &
3. Acoptestant wins a game by securing three “x's” or *0's" inarow, across, dov n, or diagopally. -
i i ’ W . . . (
9. The winner continues arother game. The loser ts replaced by a new contestant, . -

10. if neither contestant securesthree “«'s” or *'0's" in a row, the contestant with five *x's" or “0's"’
is declared the winner.

11. Scorekeeper shculd write each of the nine panelist's names in the square that he represents. e
“  Games may be played on the tlackboard or an overhead projector. .

12. Remaining students should repléce losing contestants until all students have participated.
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11
MARKETING SERVICE ACTIVITIES

Study cach of the following service situations and decide which marketirg function or activity is
described. Place your answer in the blank to the left of each situation.

¢

1. Jar prepared a questionnaire._.abbut service to send to the
hotel's former guests,

‘L — 2. Mitchell inspscted the delivered pies to be certain the correct
amounts of each were sent.
- 2. Rereé ordered a thousand standard home-owner's policies for
each branch office.
S v me e 4. Clarence suggested that the customer try the de|uxe sirloin
E steak dinner.
e 5. Doug drove the shnpmeht of hamburger meat to the sandwich
shop.
' X )
e e = 6. Tina unpacked the boxes of tennis equipment and arranged
them 1 the stockroom.
U 7. Kirt decided to take a chance that the customers would like
' the new music 'sound.
- 8. Neil piaced the movie posters in the windows outside the
theatre.
_— _— 9  Saily called all branch managers 1n to discuss the new rental
procedures.
_— 10. netcalculated Ehe pmhfs earned by the bus company for tt,
month.
— 1.. Eunice ordered ten thousand popcorn boxes for the staduum
concession stands
_ 12, (% asked customers about the convenience of the new hours
s .'iey entered the bank,
&
MARKETING ACTIVITIES
Marketing Rese »rch ' Sellir\mg . Finance
Buying _— . . Storage. . Risk

Standa-1izatinn Transnartation ® * Manacemedat .
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REAL ESTATE CAREER SEARCH

Real Estate Investars
Escrow Agent’

Escrow Officer-.

Loan Cinser

Title Searcher .
i.and Records Manager ~~_

Reai Estate Operaiions
Landitia

Land Speculater
Lease Buyer
Leasehoider
Mortgaze Broker

Rzal Estate Construction
Bunder ’
Consultant

Contractor

Cevelopar

Renovatse

Realty Governiment Services
PRI ey ¢

dousing Management Otficer
Property Ltdization Officer

Rent Control fvestigator

Zonming Cornmissioner

Real Estate Agencies
Clerk

Eroker

Appraser

Salesman

Rertal Agent

« Pronerty Manager

Apartment Manager

12

Listed below are twenty-seven real estate careers and the categoiies of real eslate bucinesses in
which they may be found. Canyou locate the careers in the pursgle on ihe next page? They are written:
1Z2-across, Ti-dowan, and 4 diagonally. Circie them 25 you firdd them, '
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REAL ESTATE CAREER SEARCH

T L ESEARTU CMHEWRZAQFP

I S EROT I
J S EOQADERNATOTER
ANURETAYAOMATEIKTSNDO

AP PR A

P S E KHG L
AR SEATD

A M

E

h

P

E

O S AMESTUNSUONTAK I

J

7

R ALEME K

J

ER S A CYTAPANTE

T OCASBDEUVETLGOTFP

C UR P G N R

L

M A S B KA NA

M.S E A K SBAA AT

L DEROMONTCOT

J T K A L B U I
R O E LMEYKSEDANSGSYEP

E OT B A ND
N DA K E S N.

O R Y
M X U

S CETRARIRMIKT

L K TROMES SRTIRABUOTCTD

J

M A PEQRSTUTVEW

T
i

T 2 P'YWAE K R
M ORTGAGEBROIKER

<

E

|
Y V.S T L

Z M A S X

J

A B E-DC

MWOYUS COOMK L <

P & S TAL
S A LESMANOIKATU OAWXT

0

J

Z

A
G-M A S KETU CTAEIXTESN

u

A OMLNOA K

KRR S CFTSV X NWUGOGSA

J

EAGEMENAOU

3

N TSAMUZ®PTFLOTEUASNY.T

EUSNGUDE A |

L C

T R V |

HPSE\

R ENTAL AG
H

W O R S

DERRACTACUETMES SR RTO

L EA S EHOL
ALMNSOPQRSTUAV AWEXY

Z R K S B N

G ENTUCNIKRIENGTMOTCNDO

DOPEKLMNASENTWUTHBATEA

A

N OESCROW

T A L P F

o
~

C UL ATORTFATTILERSTEATF

M OGL ANDS P E

A AL E ADOK

N

E R N |

S MEGRSEOT

P R J

C

L ANDRECORD SMANAGERT CARIKDTC

E-

RTTE
CER.TR

AS T UDATZC

£

C
<

w

T

P ANFRGMS K L E

N A GEWM

N G M A

!

H O U S

NTOFF

12

<

11 — DOWN 4 — DIAGONA!LY

12 — ACROSS
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11 — DOWN

12 — ACROSS
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i : 13
REAL ESTATE: WHO WORKS WHERE?

Real estate businesses offer services cencerning fand and all man-made permanent or fixed im-
provements cn or to the land, known as realty.

Five major categoriesof real estate businesses provide interesting career opportunities in marketing:

r.d
Agencies— handle transactions and provide services for others for a fee or cornmission. Examples
include brokers, appraisers, consuitants, and maragement firms.
tnvestors—purchase. iease_, o'r loan money for realty to earn an income or gain. These include
mortgage investors, leaseholders, and land trustees.

Operations —engage in hip. 15k trade activities involving @ number of successive transactions.
Some businesses include land speculators, mortgage broker, leasehold operator.

Ruilding Const'uc‘/ov-—«ontractmg building, developing, or improving realty for profitz. Busines-
ses include dﬂvelopers contractors, builders, and renovators. *

Government Service ——establishes policies and enferces regulations, taxation, financing, and man-
agement of real estate in private and public transactions. Examples include tax assessment
Jepartments, zoning offices, housing authorities, and real estate boards.

[T

Some of the major marketing careers which can be found within the categories of real estate
businesses include:

Agencies

Apartment Manager . supervises activities and personnel in a large apartment complex, collects
rents, and complietes leases.

Apprasser-—inspects and assesses value of property.

Breoker --hardies transactions and negetiations of real estate for buvers and seliers.

LS

Clerk-—handles listings of property. rental collectians and records mamtenance estimates and
repairs.

¢

Property Manager---manages investiment properties for clients including maintenance. contracts,
and bills.

Rental Agent-—specializes in business negotiations and operations forJeasing buildings.

Sa/e.r,/nén——rents. buys. and sells property for.clients on a commission basis.

188
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investors

fscron Agent—hdndles fornis, tax records, insurance coverage, and payment schedules for buyers
and sellers of property. /

!

. /

Escrow Officer-—verifies legal status of property. records necessary inforemation with governmeny,
and releases documents to the proper parties at the close of the transaction.

Loan C,osgrr-*handles all documents, papers. and construction plans for burldmg construction
¢joans.

Title Searcher —checks records to determine if there are any unsettled claimsagainst the property,

Land Records Manager—directs and supervises al! actuvmes personnel~and records for the lease
of land for an cit company.,

Gperations

Lanamar - contacts landowners and od firm represerntatives to nygotiate and complete agree

ments tor ol exploration, driliing, 'and producing activities. N
. ‘\‘

Lafvd Spectilator—purchases property and rg,sells |t in 3 ¢hort time for quick profits.

Lease Buyer —persuades property owners to rent sites for billboard sugns arranges transactions,
transfers them to advertiser or outdoor ad firm.

Leaseholder—obtains leases or cptions on property aod subleases them quickly for rapid profits.

Mortgage Broker—buys and sells many mortgages for short-term profits.

i

Quilding Construction
[}

Builder-——purchases land, constructs buildings, and sllls them for profit. (

Consultant-—recommendsT materlals equrpment and type of structure for-designated property and
purposes. \

Ccntractor——bios'on Ruildings to be constructed for property owners. /

Deve/oper——buys vacant !and, builds private homes, and sells them at a prefit.
Regnovator —buys buildings: needmg alterations, modermzes the buildings, and resells them ata
profit.

/

- . Government Servrce

Assessor-mspects and apprauses property. determmes tax to be levied accordmg to its value

100 8.



A L .
Housing Management Officer —develops policies and standards for housing, directs and evaluates
a:l pubiic housing activities and personnel.

Property Utilization Oﬂ/cer-—mspects 'nsurPs and negotnatesoovernment prdperty fcrthe buyer or
user; verifies value and eligibility ot property donated to eligible organizations., . -

.Rent Control /nvest/gator--mspects rental properties to determine compliance with laws.

Zoning Commissioner—determines and regulates restrictions on use of property wnthm acommu-
nity. .

~ ]

Five major classifications or markets of reai estate are involved in real estate business transactions:

Residential —private hausing areas for Fomes and apartmentg.

Commerciai—professional, office, store, hotel and similar. buildings.

Industrial-—factories, utilities. mining, and warehouses involving heavy equipment and’ orproductton
Agr/cu/tura/;-natural producticn of crops, animals, plants, lumber, etc.

Special —public ptaces including parks, churches, clubs, and roads.

Certain legal documents are used by real estate personnel in handiing property transactions.:

4

Deed—uwritten transfer of real estate owner htp from seiler to buyer.

Lease—contract on the dse of property for fent or other income,

Mortgage _-document conditionalty transferring property based upon the buyer's promise to pay
the agreed sum secured by the property as collateral.

Title— wnttgn evidence of propertv ownre,ship, ¢

- - o ———— . i e —e o= PE— ) .‘ ’ .
Real estate services are extended to individual consumers, as well as to all kinds of commercial, .
industrial, and institutional users. vt

Many factors must be.considered by ral estate personnel when selecting a site for a customer:
Customer's purpose for the property Lt .
Current property value , o ' -
Zcning restrictions on the prcberty '

Growth of surrounding area

Traffic or movement of people ]
Surrounding business community . ) ' /
Community services available : - 4 !
Cost of property related to other factors . Y
Characteristics of the {Jroperty — si2€, shape etc . .

~Tmo,eQa0 oW
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PROGRAMMING REAL ESTATE

Thisis anexample of programmed learning. Take a sheet of blank paper and
cover the rest of this page. On ano*her sheet of paper write the correct answer
to each question that is asked as you read. Az you move the paper down the
page, the answer to the last. guestion will appear 1n the space to the right.
Think about these questions as you answer them. {t will not help you to just
copy the answers from the space.‘These questions will come up later, and you
will need to know them. So, answer the questionbefore youcheck toseeifitis
correct.

1. When do you write your answer 3 the & 2stions?

Realty means property (ground) and all the trees. houses and buildings that
are attached toit. A real estate company provides services for people involving
realty and related personal property.

2. 'What is property with everything that is attached to it called?

The service most of us are famihiar with 1s the sale of property for indi-
viduals or busmesses Every day in the newspaper there are long lists of
property for salg by real estate agencies. But there are other services a real
estate agency prowdes .

3. Name ong service offered by a real estate agency.

Arecal gstate agency may find property for peopie to buy, or who want te rent.
When someone wants to buy or rent a house, or lot. or a business, he may not
know the people who have property for sale or he may not know where to go to

100k, It is much easier for him torely on a real estate service. which deals with
property sales,and rental every day. '

1
4. A real e‘lstate service may find property for people t¢ ———— or to

(%

" The person :rnost people would deal with in a real estate agency is the

salesmanoragent. He does most of the work that hasto.do with selling, looking

for buyers. and’;too ing for property to be bought. He may specialize iri listings

-and-handling property rentals. He then is known as a rental agent.
| . .

The salesmarh needs 1o be able to get himself going and carry out a business
dea!. Because of the work he does. h»a is usually pretty much on his own. He
may be away from his office a lot, and what he dcasis usually up to him. But, if
he s not worknrtgwhen ‘he is away from the office. he will probai not be paid
very much, beéause his salary depends on the amount of money his clients
make when thelysel of{ease property. That is, he workson a comm:ssnon He

receives a percrntage of the money his ciients get for everythmg he sells for
them., |

|
5. A sale,man's salary is called a type of salary.
) ] | ‘ .

, .

[y

»
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. & salesman may do what is ca'led negotiation of a sale. Cnce he has found a
buyer for property. e determines how much the buyer will pay and if there are
certain conditions the buyer insists upon before he will bu,. The salesman
then talks to the seller and then may have to go again to the buyer until both
parties are satisfied with the deal.

6. ‘Whendsalesmantries to make both buyer and selier happy heissaid te
be :

Once a salesman has gotten the buyer and seiler to agree on price and
conditionsforthe sale. other people take over some of the details necessaryto
complete the sale of property. In most sales, the buyer does not pay the entire
amount to the seller. He mdst get a loan from a real estate investment
compa.‘y or finance company so that the buyer will get his money as soon as
the deal is completed and thel buyer will pay the loan off in instailments.

- i

7. . Most buyers must get a > 1o pay the er))tére amount to the selier.

’ . f'.'he personinarealty inyestment tusiness whotakes care of the paper work

A a_}\d toot work necessary to get a Ican for a buyer is called a loan cleser. This

“‘pkrson prepares paperssuch as applications for loans, construction plans and

«Fedit ratings to the lending institution so that they can decide whether or not
‘ p extend credit. Once credit is approved, the loan closer draws up the final
papers and has tirem recorded with the county or city authorities. A mortgage
1s held by the tender on the property until it is paid for.

‘\

2. Thepersonwhoarranges for a buyer toreceivea loan is called a —
f

Another activity that rnust be perfor.aed tnaninvestment buginess beiore a
sale can be completed is the checking of records to see that there is no legal
reason why the property cannot be sold. Records of property ~howf property
has a mortgage vn it or for sdfne reasun anycne besides the owner has a lega!
cfaim to the property. The person who checks all these‘r'ecords — in county.
state orfederal buiidings and in real estate or title insurance index books — 1s
called a title searcher. The title far property is evidence of its own=2rship.

3. Atitle searcher chiecks legal to seeif the property can be sold.

. Once a'l theserecords have been compiled, the buyer and seller may sign all
the necessary papers and the buyer becomes the riew cwner ¢f the Jroperty.
He may tand that property: he may move into that property: or he may sell that
rraoerty. .

) ey . . )
fontnostamportent for e ndividual and the Busimessman o have the right

oreperty. Abasinessman cenlsce meney orfail :n business if he doas nat have
enp rizht place. Anlace that <toosmatlorinthe wrgng section ot town or many
ctierthings can wause abusiiensman many problems, The fam:dy whoneeds a

house may not suffer financially. hut a famiv has the same types ¢t needs asa
businessman. !

!

5. Commission

o
-

6. Negotiating .
a sale.

7. Lean

Q
b}
n
(&
=

8. Laan
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It a'real estate agency is abie to find the right property for a family or a
business, the company witl continue to receive customers. Not only will they

£ntrepeat customers but people will hear about the real estate service tnrough

satisfied customers.

Rental property may or may not be handled through a particular real estate
business. Some comoanies do not hand!e rental property, and when they do
they may handle it many different ways. If it 1s a small company, the salesmen
will prcbably be in charge of finding and talking to potential renters. Here the

salesman would not negotiate, tecause the price or rental rate is usually fixed -

and is not usuaily changed.

»

10. Ifitisasmalicompany, the real state «————— will handle the rentals.

in other companies that do a lot of rentals, the company may have one
person whose entire job is to find renters, and the people who want torent the
property they own. The person who does this 1s called the Property Manager.
Not only would he beresponsible for finding renters and showing property, but
also he would have to arrange for any repairs, collect rent, and keep any
records necessary. The person who owns the property would pay a fee to the
Property Manager for taking care of the details involved in owning rental
property. :

“11. .The job title for the person in a real estate agenc‘y.who takes care of
rentat.property for owners is the .

b~

«

Another job invalved in real estate simifar to that of the Property Manage- is
the Apartment House Manager. His duties are very much like the duties of a
peoperty manager, except that heisresponsible for one larga apartment house
or development rather than handling a number of investment properties for
clients. . '

12, Name two job duties of the Apartment House Manager.

Another service provided by a reat estate agency deals with determining the
value of property for clients. A person who wants to setl his property or who
nants to buy the property of scomeone else or who will lend money on property
needs to find out how much the property concerned is actually worth. This
service 1s called appraisal, and the person who does thisis calied areal esta‘e
appraiser. He needs to study real estate trends, and to determine not only hew
much property 1S worth now, but what could happenin the area ir the futiire,

T3 The per<on who determines the value of-propertyis called -« - e

o=l cach of these prople to pet their jobs done and to make sure paper
Lok ety adane argund the othice, o real estate cterk 1< needed. This person

preparas stings sonds reot due notices to tenants, wnites checks to pay bills -

AL geteral, keeps aib Kinds of recards, This personis usually assisted by a
secretary.

193
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' g
14, The record keeper in the office is called the ——

Depending upon the size of the real estate businesses and the types of
services they provide the jobs will be different and the types of activities wili

change according to the particular business. but most real estate agencies

operate pretty much in the same way.
15. Name five jobs found in real estate agencies.

16. Name two services provided by a real estate company.
. -

Some real estate investment companies provide the services of an escrow
agreement. In this case the lender pays the taxes and insurance each year for
the borrower and buyer of the land. His monthly payments are theén increased
to cover the expenses and interest.
+-An-escrow agent nandles the forms, tax records. insurance coverage, and
payment schedules for the borrowers .:nd lender. An escrow officer verifies
the tegal status of the property, records the necessary information with gov-
ernment agencies, and releases the documents to the proper parties at the
close of transactions. _— ’ \

Three other kinds of real =state businesses offer marketing career oppor-
tunities: construction, operations, and government.

Construct,onindustries develop and improve larid and orbuildings for a profit,
Erxamples of businesses in this field are aiso job titles of top men in the
business, namely: developers, contractors, twilders, renovators. A builder
buys fand. constructs buildings, and selis them at a profit, The developer also
buys land, but he builds private residences and sells them, The contractor
does not own land, but bids on buildings to be constructed according to the
owner's wishes. A renovator buys buildings which need improvement, makes
the necessary changes, and resells them at a pm;

17. Name four marketing careers in the construction industry.

Real estate operations businesses are high risk, speculative investments in
real estate, which include a number of successive transactions Some career
titles in this area of real estate are also the same as the kind of business, since
many of them are 'a one rnan or woman operation. These include mortgage

brokers, leaseholders, tease buyers, land speculators, and landmen.

18. Identify five marketing career opportunities that can be found in real

estate operations businesses.

196

13, Anpraser

14. Real Estate

Cleik

15. Lppraicer,

- Apartment
. Manager,
Broker,
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Loans K
Management
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17. Builder
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Developer
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A tandman negotiates agreements for oil exploration, drilling, and produC-
ticn between landowners and oil companies. A land speculator purchases a
number of pieces of property and resells them in a short period of time for
. quick profits. A lease buyer persuades property owners to rent sites for bill-
board signs, handles all the tr@(nsactions, and transfers the lease to the
advertiser or cutdoor advertising firm for a fee. The leaseholder obtains leases
or options on pieces of property and then quickly subleases them. A mortgage
broker huys and sells many mortgages on a short-term basis to earn fast
profits.

19. Who convinces land owners to rent space for billboards?

[ 4 [N

Although government is sometimes Tiot thought.of as a business, govern-
mer:t services are a very impertant part of the real estate industry. Govern-
metit agencies establish poticies anc enforce regulations. They determine
taxation and restrictions on property, and oversee financial and management
activities regarding real estate.

Four major restrictions or limitaticns are placed upon propertv by the gov- -

ernment. The first, of course, is taxes Dased upon the value of the property.
Thisvalue and the taxes are determined by the assessor, sometimes called the
tax collector, and his assistants.

Another government limitation is known as police power. These are restric-
tions on the use of your property without any payment or compensation.
Zoning is the most common example of this hmitation and is handled by a
zoning commissioner in local communitias. Your property may be classified:
residential, commercial, industrial, agricultural, or special.

20. A marketing career person in government who inspects and deter-
mines the value of property in calculatmg taxes is known au who?

The zoning commissioner's officer includes listings and descriptions of all
property inthe local area. The property may be described in one of five ways: a
government or rectangular survey,.lot number of county map, monuments
{markers, rivers, trees, etc.), street address, or metes and bounds (metes —
measures such as feet or yards and bounds — directions such as north or
east).

2i. The guvernment marketing man who decides the classifications of
property for use is called who?

Sometimes property must be taken from the owner for public use. This
restriction is known as eminent domain and provides the owner of the property
with money or other compensation. The property may be used for highways,
parks, or other public needs.

22. Five classifiz.ions of real estate are what?

A}
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A four_Eh government limitation on property is known as escheat. |f you
should die owning property and didn't have any heirs nr wilk 'he property
wouid revert back to the sfate.

23. Name four government limitations on real estate.

Laws also protect rights on property for afamily. For example, a wife retains
interest tn her husband's property through dower rights. And a husband’s
interests in his wife's property is called courtesy 7.ghts. This entitles efich to
an interest in the other’s property in case of death and no will. The per cent
of in(‘erest varies among states from 100% to 50%.

24... Two property -ights by marriage are known as v’zt?

Three other important marketing careers in real estate found within go..
ernment are the housing management officer, progerty utilization officer, anr*

rent controlinspector. The housing managerient officer develops pohcies and '

standards for housing. directs and evaluates all public housmg activities and
personnet.

The property utilization officer inspects, insures, and rncgatiates govern-
ment property for the buyer or user. He verifies the value and eligibllity.of
property donated to eligible tax-free organizations.

The rent control investigatorinspects properties to determine if they comply -

with the laws regarding the amounts to be charged, conditions of faulmqs

and other protections for the renter.

196
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- 'ROLEPLAYING IN REAL ESTATE ’ ‘

A businessman wants to find a place {0 compact junk cars so the materials can be reclaimed.
There wiil be a lot of noise \nvolved In ti,eprocess. He has come to the real estate salesman to
h=lp him find 2 place. -

A couple with 5 children and tnree dogs need to find a place to hive close to the man’s work and
close to the chiidrens schoc!s. They cannot pay very much.

A haughty. rich, old 'ady wants a house in the best part of town. It has to be burglar proof and
have a fence around it. She does not particularly like ¢ trust salesmen. ’

The real estate appraiser has gone out to a building supp'y company to appraise it because the
owner x3nts to borrow money from the bank and use the company as collateral. The owner is
there and is trying to get the value appraised at more than the appraiser thinks it i1, worth. (He

may be willing t> pay.;

Anirate tenant is most upset becatise the bugs have not been killed 1n his apa"rtrne_nt and the
leak has not been fixed undew.hts sink. He talks to the apartment house m nager.

The apartment house manager ig showingan apartment to a couple. He knows the ceiling leaks
and the air conditionef does not work well. There are maiiy"ways he can handle it.

"The property manager is trying to collect rent from a man who just IQst his job. He has three

children.n school and he cannot afford to pay the rent,

A manwantsto start an auto repair business at his home ina nice residential ar2a of town. Asthe
zonming commussioner, you must decide whether he car do it temporarily. ’

A fand specuiator has just found out that a new highway is going to be built on the north side of
the city. He wants to buy Six pieces of property surrounding the highway and goes to see the
OWNETS.

1 .
As & contractor. you want to bm’j on a large shopping area to be constructed. A competitor who
has a reputation of tidding fow and using poor construction methods and materials is also going
to bid. You go te see the owner. ‘

o
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: : : CAREER CBA's 16
Participants " ‘ Gameboard
3 Papeists or Teats DG 00 areas, ansaer questions c - 8 A
D Soderaror opens hidding, reads questions - -
! Scorekeeper shows odds, indicates players poins 1 2 3
3 Authorities make up finagl guestions and answers
3 suspes determne correctness of answers according to given quest:ons .
Hddlthﬂa' students take the losing panelists’ places . ’ :
All students submit 5 sets of questions. 3 questions in each set . -
. . . > E)
Directions

Each panehist or team « tarts the game #ith 50 pointd and decides how much of his totaf he wants to

wager at the bezinning of the game on the first question. Each player or team may wager up to 10

points on any one round of questions. A total of ten rcunds comprises one game and each round has
three questions - - one each tor CAREERS (C). BUSINESS (B), and ACTIVITY (A). The player with the

most points after 10 rounds wins. '

Pla, 15 bngu" vhen the mowrator askseagch player or team to decide how much he wishes to wager up
to 10 ponts and in ahich o4 the three catepories he wishes to wager. To make the game more
interesting. some question s are more ditfic it than cthers. The scorekeeper may indicate these odds
st nambers adervacn st the catecones as snown above, The "1 under CAREERS (C) shows that it
s e Jeast ditficuit the 27 undes DU;INEbb B1 the next level of dufhculty, and the 3" under
ACTIVITY TA) a5 the most aiffcuit, L
A o

Each plaser should Be g ten cards with povets of 1-100 so that he can show his wager. The player
srouid o be rtzen®hree Cards, Loe eack for CARTERS. BUSINESS, and ACTIVITY to indicate in
wrch catapors he sy aamer e Hr o e pervers Did on the samie area, such as CAREERS,the
LlLaer ant™ the Drghiest o0 Bas the o ops rtundty to arsaer the questien. and the other player(s) do not
Dartiopate i this cateory of aest ey 1 two or more players choose the same area and wager the
same arfount of oot the nnmw ater Al @pen the idding to thase players and they may bid any
Aumber of points up to the ameunt :,-:u_.', they nossess. The pmyer who bids the most will receive the
question,

® ‘.

Afterwagering and bidding s completed, the modongt tar mll ask the guestions accordlng to the arder
srithe hodard, the CAREE RS suestic it birst the BUSINESS question next, etc.. depending upon which
Ao hiyge heen oo toctad Do maodorqtar wiit read anty those questions in the areas which have been
rad upon. Sach player sl ansaer e questicn upon wirich he won the wager. If he answers correctly,
bBis score 1s ncreased by the munber of pomnts he aagered multiplied by the odds (1.2, or 3)in that
arca, if he gnswers incorrectiy, his score 1w reduced only by the number of points he wagered.

For added mterest. the tenth and 13st round of questions for the game may be played with nolimits on
the wapered amount except the nuanber of points that a player'has earned using the same rules for a
tie bid. L

200
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LEASE, 180N CLAD T DREW'S SORM A 5. 29 Masvictursd ond e seie by The H.E W, B, Jvew Compusy,
. . Jechonncitie, Plwide
" a ) . .
. | p -, . 4
- This 0ASe,
Made tus . . ooday of S A D Jo.. . ,
betuween P e e . e S e, ru”oJ Iv,ssor ..... , fznd
- C L called lessee...

wiUItSStlh, That said lessor. . do ... ..by these presents lease uﬁd let unte t'le.said

lessee....... certain premases, to wit:. s . . B , e
. WL :
. . - -
To Ha”f and tO Hold the premises u_{orc’sui/.] unto said leswa | . from the. ... ...
dav of...v F R U 1° J _fur the term nf. ) oo A e e
(lwn neat ensning . . \'iv“ing nm{ Dr,‘n‘inq for the same unio said ’msnr .

{;rlrs. succescors ond assiqny, us rent l}w starm uf . . .

I

V K
n

1: ls Rgl’l‘td tral should thes rent nt yhvy fime remacn unpa:-l for fice davs a,lnr l’w same s’m” be (lu;'

and pr;)d!,ln saod Jocnor . mauy. ! aplion then coneudir the sard lossee as lenant at wi”. ol!d

rrentor upon and verosoos sad prene s A whnd wan] lescen L any e pereat sa:d rant to be in
arreary arn lmr!..;.l for Teo dove after W same shali oo due and ,v-n-'.'v.'r then eqn] lesser | ugree that l’m
prlire rerd o (/“.._ toer for wdoch vaed promias qr - feaced il at once b omae e and pn\'u‘r[a awl may be
revcot ered ,‘nr“x!"(.‘"l L distreve or otfvern an anf n Gl Prosee e uendor thay Ic'aw fnr P ey bf rent tn

J

: . . . .
arrenry. u-'n'!’u-r LY distress ar prbor a0 tues o la e aene ter ‘wlr.‘. stucorssery, exnculora

ard ,),!m”.,‘y,,,[&.," [T R AT I e v intian laury, (I'l_v-:!uh" o the rontrary hn-‘ull’l.-falll]lng, and

‘u’(’".r l}ml t‘\nu,'l (;-n nronerdy " .,:.4 [unr-n Foram 4‘ i, mosag 1 Jere mUSEY ‘.):'fl I#.-u)r

’.. r.-.‘l\' ulﬂ’\:)fl:“l{, al anv tomas u‘ul’uu fitfnely v!*n'! l;n-v'm)‘.:-r‘ tr enter ypoa l’m same u"’h'm:'vr ,‘mulr!, and to
" [ f " ' . ' { '
goize and oo s mc hoth e g L sanaey caf deaer fur n [ armeurs of rents then due or to be.

Coomne e e abao e e ol and e ot ‘ Porap viv wnid " lisanr shelt have

. ' . ,
1o rishite and TN IR -z.-v'm(w! wnedor thie (oqio an: :u'x'm;] that wareow the /v-'nﬁ!x!s of the exemplion lau'L

. y :
creers oan 1o e sane of s

so much so as if no remo s of sand fisew praperts bl Fevn mado and furthor that said premiges in
whole or in part shall Aot Lo undorlit or ronte d wathout sail e urit'sn eanvent theroto On the expira -
tiene of thae leave, the peanerty o ta b G up i o qm:.’l crder in all respects oe ot now s, reasunabile wear

and tear and damage from fire «xcoptud .

l“ wimtss Whu‘“’t, t’m prarties hare hereunto sa-gthmr haruds auri spals

.Qluner’. sealed and del:vered in the presence of )

LS)
) 3 \ _ : I |

- . [ORN -

for a U“lluablt fbﬁ)id(‘f&ﬁﬂﬂ l:!wn‘}w Bscvtese sevnrity fv:.' the pavment o the abhare rent

Il
Q4 n{(--n as the «ame Jhinli Lecorae due

witntss iy ’!m'u{ /ll‘u’ N '11 !‘1" 'Irl\ ’HIA! ey Ix’ml'v' mrnhurlr'r!

Attest ..
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WARRANTY DEED . ’ “ mamco Fomm 4

This Indenture, voue ime ‘ day of LAD 1Y
Between S

of the County of and State of .
purt of the first vart, and
whaose miarlipy uddresa ix
af the Couety of and State of- .
.
prar! of the vecond part wtmsstul, thet the sard puact of the first part. for and
it constteratron of the sued of . Daollurs, and other good
and alueble vonsideralions o i1, hand pard, the receipt whereof 15 hereby achaowi
rilged b gt inted bacganied, sald andd conceyed. and by these peeseits da qrani, bar.
et seflowone ey ond canfitm unto the sand paerd of the second warl aud - heus
o assiguos forceer, ald that certane patesi of lasd lying and beocg in P4 Caunty of .
and Stute of tivere parte ndarly deseribed cu follows
‘e
.
)
Lol
?

IDQﬂhCr o e e e s Poreditamesits and apparfenances uath every privilegr, right.
T d e et e pght of doneer, reoeesion, remarnder aond casement therefo
Y . .

Sla gy G e L i appe it iy Io "Lwt a‘:d ZD HOld the .mln»‘m [re simple forerer.

i

Vradk the s .l",..:r’ of the fust part da cuenant aath the said part of the
coanad et et dvctully serzed of the sad preasses, thal they are [ree frem
wll v ecweadi e es ‘arsel thet unod right and lau-
fed vtbioenty s &b won and the soud parny of the fust pars do hereby fully warrant

the tirk teosaed Lo and scdde tend e samee st he bocful clapns of all persons whemsoever,
lﬂ wltﬂtss whﬂ'tOf, o s part of the first part ha hereunto set
Taeered aeed seal the sl acd year above written

Negree o sealod oand delieered s oour presence

14
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- : - e . . .

' CONTRACT TO BUY . DAIWE 108N § § WL cMamiegiios o tor 1aie by The . s 4 Dvew Compeny. R

. " ocksanviile, floride -
- . : , . - 4 ¢
. ‘ * o ) . . . .
. HReotr s ook el od R um 0!
Dollars 1 $ ]
. ' . ® = . .
- . .
From L R .
Goadrt 0 d amtd the puecha e prie of The folliaing deinbed properis upan the term. and e
diov o rated Beein .
) . . -
Do oovpe on o Perrny .
’/'/ )
. _ |
\
\ .
. v, .
Purchaw Price .
. o Dollars ,$ . !
..
Termeand Conditions of Sale ) :
n‘. 5
« >
w
a .
.
. ; .
o
Tare,. tnourcn e imterent, 3 eoment, vents, lemy, certitied ov sending. and eihse expensiy o0 vevenue
of waid properss Jkhag b pad, acumed o0 porated av follous -
. .
. . .
I oo Aeeriny a teed et the, tran g teen hall be ciowd and the purihas vhall par the balance of the ' .
et paviarn: ond exooule @l pages. necroany oo b rnoouted by fir the compietion of
purora.e cothon dave v o mideicory e tender o of an
i ahdrg.r of the caid foopierin s cnerir e the wm the day fard shad be setamned by the seller as hquidated
and advecd daraagec and the wlles “onni be tetieced trom all oblization under tht inpeument
\ \
The wiler G2 tarnah an gh Dact ke title o be zood and maetabie o1 a
poliny - anie anuran o but an the pient thar the bl chall nat be found good and marketable, the seller *
- . agtee Lo e tedi aably Fhrrncr ca mane the saed Sabiee guad.and marhetable, and shall hate a reasonabls
me s o doand oacees reasonabie diiene on part md tile hall not be made cood and -
“raractshg tcithin a rea onagble Lime, the eiler may 2. optten, refurn the mone, the. day purd .
Soand gt omomesy thar wian Rage been rand o . wnder this contrag!, and threeupen, Al
sl e releawd from ail wbhgation. Arreunder
Thee contract had be bindeny wpon hoth pasties tohen a;‘pn»"rd by the ciener of the propecty wbeie dr - o ’
thed i
. - . Heoner
. acrer oy purchave the abace described profesty en the terme and . onditiony
wtated v the foregmsg it trument ) . .
SNeal s
. 1 -
b : Witness 4 . ‘Seal}
. . . ~
. s .
. agree to sell the aboie mentioned property ta the abore named putichaser  on the”
termis and unditions «aied an the abore instrument
- - R . . ‘Seal) I
. Witness: . R L . *Seal)
is H :
. 2 -
. ¢ .
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SN 'REAL ESTATE KACE* . - . ;
S et AR S : -
Participants ‘ -
8 Racers 1 Odds Maker
3 Contestants + Scorekeeper
1 Moderator 1 Authonty, A
Preparation _ - - O

Each:student should submit five questions and answers on the subject. Edit the questicns and piade
them on separate cards. Prepare eight cards for numbers 1-8 on eight different colored pieces of
construction paper tore nresent the eight racers. Prepare eight sets ¢f eight odd cards inciuding the
followirtg odds of 1 1: 2 1:3 +1,4:1,6:1,6:1,7:1,and 8: 1.

N

Dlrectlons . . ’ .

:|ght studentsassume the 'oles of raCers who answer questions. Three students serve as contestants
who decide which racer knows the answer with higher odds. The moderator asks the questions. The
authority makes up the final questions and servesas a judge during the game. The odds maker selects
the odds for each lap at the beginning of each 1ap, and scorekeeper calculates the points earned.
Foreach lap. the moderator reads the question to the racers. Each racer writes down his answer. Tha
odds maker places different odds for each racer according to who he thinks will answer the yuestion’
. correctly. Each contestant is given 10 points to begin the race. After the odds are selected for each
‘acer, each contestant must decide which racer he wants to answer his question and how many of hrs
oomts he wants to wager. - -

-’
-»

A

tf ?ho racer selected Dy'a contestant has the gorrect answer. the contestant receives the number of
peints wagerad muttiplied by the odds. If he wagered five pointsonaracer withodds ot 4 : 1 Chisscore
would be increased by twenty points. If his chosenracer does not have the correct answer, his score is
reduced only by the number of points wagered. Inthe above situation, the contestant’s score would be
reduced by five. ' ¢

Eachrace s comprisedof four laps. At the end of the {purth Iap thn ontestant with the mos{oo'nts

wins the race. The other two contestants are replaced by two new challengers for anoth-rrace of four

laps. \

;o

. Developed and }eprinted with the permission of Miss Barbara J. Wilkie. @
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N | REAL ESTATE CAREERS

Ap‘ raiser ) ) ’ : .

i
1.

Rental Agent

o

.\J

Appraises «mproved or ummproved rea! property to determine its value for purcfiase, sale,
investment, mortgage, or loan purposes.

2. Interviews persens fanubar with property and takes measurements.
3 Inspects property for construction, condition, and functional design. . _’\\
: s : \\
4. Coinputeas oepremahon and reproduction costs. ) B . .7
- .
5. Vonsv‘e iocation and trends or mpendmg changes that could influence future value of prop-
erty. ’
6. Searches public records of sales,leases, assessments, and other transactions. . ¢
. “~ ’
7. Compiles data and estimates value vf.property. .
©8. Submits report to corroborate valud established. )
Ao
Salesman.

Rents, tuys and sells property for chients on commission basis.
Ceurbes property bstings to become famihar aith properties for sale. L

Reye s encie inLrnials 10 keep infarmed of market ng conditions and property values.

Dotemyeacs prospes e clisnts to sohest list'ngs. coe
ST e e e Tt nroperty mm guotes purchase price, and discusses conditiqns ot
A ETVIE G SRS TSR PR IR EASH .

13

Dretoe upte etate contracts such as deeds. leases, and morpgeges and negotiates loans on
SIgsTe I I

g Otiates Jantrgote rfm' u)(;smg arenas. audctbnu?ns. and stadiums.

SOrils Ten Duine s ang rwlm:-'.s estabhshed contracts to promote rental of buildings.
Viainitding 'i:l_‘."vduw ot aerr‘t.als te deteur.une au,aulabiht\; of buildings for boohings.

Oy arsess operation and maintenance of bujldings. i .

Notities fire and polce departments of scheduled use of buildings to provide protaction.

Studies reports to ascertain time lessee used >uilding and if damage was incurred to building or
contents. . .

Submuts bills and receives and accounts for monies paid for rentals.

.
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Lease Buyer

1. Persuades property owners to lease sites for billboard signs used in outdoor adyertising.

2. Arranées leasing price and draws up the lease.

3. Searches legal records for ownership verification.

Landman

L4

1. Contacts landowners and oil firm representatives to negotiate agreements for eases, op'tnons,
and royalties for oil exploration, drilling, aim producing activities.

2. Handles agreements and completion of coniracts.

3. Verities land titles, oil rights.

4. Méy write purchanse orcer and bank checks to satisfy the negotiation:

Land-Records Manager

1. Durects all activities for rental property of an il company.

2. Sugnrvises and approves preparaiion of all reports and legai documents. -

?

3. Controis payments of rents, royalties, and other payments due.

Rent-Control Investigator

1

1. Inspects rental properties to determine compliance with state or [ncal laws.

2. Classifies, adjusts, and authorizes rents on registration forms.

violations.

Escrow Agent
1. Prepares all forms for seller and buyer.

2. Checks tax records and insurance coverage. .
3. Sets up payment schedules.

) »
4. VJerifies interest rates.

Real Estate Broker ‘‘Realtnr”
1. Obtains property Ijstings for sale or rent.

2. Locates prospective buyers.

3. Handles negoti}ations and details of contract.

- o

4. Receives a percentage of transaction as commission.

- . /

Y
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3. Assists zoningauthorities and building inspection persbnne

Ion zoning 2n4 safety ordinances and



Escrow Officer
1. Assembles dollars and documents for buyer and seller.

2. Verifies leggl status of property.

o - _ -~ .
-3, Records necessary information wifh government agencies.
4. Releases.docurrulents and dollars to pruper parties at ;Iose of transaction.
' Property Utlllzatlon Ofﬂcer BN .
1. Reviews reports of real estate to be disposed of by govemment
2. Inspects property and insures the.. property to the buyer or user.
3. Megotiztes details of the transaction.
, 4. \Verifies value and eligibility of property donated to eligible organizations.
AS-SESSUF .
1. Inspects property according to location, market value., replacement costs, etz., in appraising its
' value . .

2. Determines tax t9 be fevied according to tax schedules or milage rates.

W

Interprets property tax {aws and forms tax policies.

4. Directs all assessment activities.

e
Housing Management Otficer
1. Directs all activities in providing advice and assistagce to housing authorities.

2. Evaluates public!y-.inanced housing programs.

3. Develops policies and standards for local housing arganizations and operations of housing
projects. -

- Contractor

v

1. Bidson bu|ld1n~s to be "mstruc ed hased on esmnate be has made of costs.

2. Arraggles for financia; assistance for buifding costs. if necessary.

>

3. Purchases all nacessary materials, equipment. and supphes. ) .

- .

Lirects and controls al! “u’ ing activities and personnel himsef or through assistants.
N - ~

Loan Clo ser
. . _
1. Prepares papers and assembies documents o cbta n loans forbuiiders to finznce new construc-
txor i
- - N 207
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Forwards applications for loans, construction plans, and credit ratings to loan company for

approval. S

Receives approval of company and or_ders preliminary titie reports and covenants.

Draws up closing papers showing financial transactions, conditions, and restrictions upon which
sale is based. - .

Records deeds with title company and municipal authorities.

May draw up notes, trust deeds and agreements, and obtain signatures.

~
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- 2
REAL ESTATE SITUATIONS 0

in each of the situations below, determine what service of a real estate company is invoived. What
careers and businesses wou!d crovide these services. Select your answers from the lists provided.

1. Steve Sears wanted to find a place to move his wholesale office equipment warehouse. Steve has.
found that he is losing business because most of his retail customers have moved to other
sections of town and he cannot deliver their orders as easily and qurckly as his competitors can
when there i1s a rush order of some kind.

2. Barry Barnes was able to find a large warehouse owned by Darreli Durst. Darrell was moving to
another locaticn where he had more room to store his furniture stock and where there was room to-
expand and build more warehouse space if he should need it. Steve Sears decided after Barry
showed him the property that he would Tike to buy it, but he wasn't sure if it was wort the seller’s
price.

3. Steve was concerned that there might be some claims against the property and wanted someone
to iook throcugh the records in the courthouse, handle taxes and insurance, and draw up the

. papers to be signed by Steve and Darrell.

Z. Harold Henry has found a building in the pusiness district of town where he would like to start a
men's clothing store. There had been a small restaurant in the building. but it went out of
bus:ness a few months after a large cafeteria moved in across the street and a hamburger stand
moved in arcund the corner. Harold finds that the owner is asking $10,000 for the building. and
hue needs to know if the property can bg improved and modernized.

- 5. Jerry lones built a motel on a back roac, and later was pleasantly surprised to find that the exit to
the interstate was tc go right by his motel. His business has picked up, and Jerry wants to have a
hillboard located near the exit. -

Services Career ‘ Businesses

Location of Sites Salesman _ Agencies

Appraisal of Property - Appraiser Investors

Transfer of Title Loan Closer’ Operations

Management ot Property Title Searcher Construction

Escrow Agreement Escrow Agent Government

Selling Escrow Officer

Leasing ‘ : Renovator

Construction Loans Lease Buyer . -
210
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FINANCIAL INDUSTRY CAREERS - 2

Study each groups of financial careers below. Using the list of businesses given, decide which kind of
pusiness shou!d be the heacing for that group of finance careers. Each finance career within a group
's found in the same kind of financial institution or other marketing business.

Commerciai Bank Stock Exchange
Credit Lnion Finance Compant

Credit Card Company

President Credit Interviewer

Investigator : . Credit Investigator

Cashier Finance Manager

Tetler Credit Collector

Loan OQfficer ' * Repossessor

Trust Officer -

Repossessor

interviewer - . . . .=

Caoilector =~

Credit Manager

Charge Autharizer

Customer Service Adviscr
: : Credit investigator

Loan Officer ' Credit Collector

Credit interviewer

Credit Authorizer _

Account Coliector .

- Finance Director .

Customer Service Advisor

Securities Salesman
Financial Analyst
Securities Broker:
Floor Rep (Broker's)



FINANCE CAREERS IN BUSINESS

22

Study each of the marketing finance careers listed below and decide in which ¢f the businesses that
career would be found. Remember. in a few cases the career title may apply to more than one
susiness. Each of the six boxes on the following pages has a heading with a kind of business. Under
this heading are lines for you to wrnite the career titles which can be found in that busi ness. Hint: Not

all of the lines in every box will be filled.

CREDIT AUTHORIZER
FLOOR REPRESENTATIVE
TELLER

CHARGE AUTHOR!ZER
SECURITIES BROKER
PRESIDENT

CREDIT INTERVIEWER
TRUST-VAULT CLERQ
FINANCE VANAGER
ACTCUNT COLLECTCR ~
FINANCIAL ECTNOMVIS
TRUST OFFiCER

FINANCIAL ANALYST

CLAIMS ADJUSTER
REPOSSESSOR

CREDIT MANAGER

CONTROLLER

CREDIT INVESTIGATOR

LOAN OFFICER

CREDIT AND CONTROL MANAGER
TREASURER

CASHIER

SECURITIES SALESMAN
CUSTOMER SERVICES AD¥ISOF

CREDIT CHECKER -
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QUIZ SHOW 23
_ GAME ACTIVITY
. (Small or Larga Groups)
- . Based on “Jeopardy' TV Show* . CATEGORIES OF INFORMATION
P .

A f
1 —Scorekeeper 0 B c O E
: ' 1 1 1 1
3 —Panelists or teams N .
1. —Moderator T 2 2 ) 2 2 2
2 —Judge Authority v 3 3 | 3 | 3 3

— —~l students submit at least ﬁ o 4 T 4
three questions for each of U 4 - 4 4
the given categores g 5 5 ' 5 5 5

DIRECTIONS:
1. Fourtosixcategoriesof information are selected fo' a unitor course. Authormes prepare the final
copies of questions and answers.

c. Qu_estibns and answers are selected for each of the categories and are arranged in order of
ditficulty {1-teast difficult; 5-most difficult).

3. A panehst receives the number of pcints related to quastions he answers. The panelist with the
most points at the end of the game is declared the winner and meets two new chal!e*wgers for a
new game.

4. Time hiimit per game — 15 minutes. Parelist or team with the most points wins.

5. Game is begun by each péne!ist or team representative drawing a slip of paper from a box. Each —_
slipts marked 1. 2, and 3. The panelist or team member drawing the #1 s!%p begins the game.

RN 6. The panelist orteam member then selects the catesory and pomt value cf the quest:cn he wishes
the moderator to rezd.

~I

The mocerator reads the chosen question. When the panelist thinks he hasthe correct answer, he
rings his bell. The first panelist to ring his bell is given the opportunity to answer the question. if
hisanswer is correct, he receives the cor'espmdmg points. If hisanswer isincorrect. he does not
recerve 2ny points, and his onoonents receive the opportunity of ringing their bells o give the
- answer. The first panelist to ring answers the question. If none of-the panelists gives a correct
answer, the last person to answer correctly will select the next category and point vaiue question.
Tach succeeding guestion {category and point value) will be selected by the last panelist giving a
correct answer.

'( 3]

Blacks 'ep'exwtmsa category and point value {such as B-2) should be bigcked put with an <" on
the biackboard or 2n overhead transparency to keep the students informed of the remaining
categories and point vaiue questions. If a bulietin board or pegboard are used. cards for cach
categzory and ooint value may be removed as they are selected by panealists.

~Develaped by and reprinted with the permission of Barbara J. Wilkie.
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FINANCE BASEBALL* 24

Participants
2 Teams (9 players each)

1 Umpire

1 S-orekeeper

- 2 Managers (1 each team) X
— Substitutes
4
- X
' xxxxxxxxxx
Preparation ’

Develop four sets of questions ranging in difficulty from 1 (the easiest) to 4 (the most ditficult) with a
question onone side of a card and its number on the other side. It possible, use four different colors of
paper. such as red, blue, orange.” and green, to help distinguish the gquestions and add interest.
Arrange the room sothat you have an area similar to the dizmond drawn above. Place chairs where the
X's are shown and a small table with the Chair in the center of the diamand. Stack the four sets of
guestions on the table in order (1, 2. 3. 4) face down so that the numbers show.

Divide the class into two teams and have eachteam select a manager. Have éach team manager assign

players to cne of the following positions: -

Pitcher—serves as the moderator asking questions to each opposing team n!ayer who comes up to

. bat: may decide to “walk” a player to first base.

r:rst Baseman—may answer the first 1 point question (a singie) that an opponent upto bat missesand
get that player “out™.

Second Baseman—same as above — 2 point question (a double).

Third Baseman—same as above — 3 point guestion.(a triple).

Ce*cher—same as above — 4 point question (a homerun).

Right Frelder—may answer the second 1 pomt ques. ion {a single) that an opponent up at bat fails to
answer to make an “out".

Center FielZer—same as above — 2 point gusstion {a double).

Left Frelder—same as abaove — 3 point question (a tripie).

Short Stop —same as above —— 4 point question {2 homerun).

Each?t a'n"wa'zagem illdecidethe baturgorder for hfstea'n Before eachplayergoes uptoba-. t
manager will discoss strutegy for the gare. such as going for a double or trying for a2 homerun.

“Deveilopad and reprinted with the permission of Miss Barbara | \\nkae-
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Directions

e u.“nc:im tho a 2o with the two managers 1o see wmch team will be “up to bat’” first. The
Wiy the tuss wall then -eview datting orders with bis team. The other team manager wiil
ms ,,oavors taking then designated sositions in the field.

The fret piaver at bat tells tne pitoner whather ne s trying for a mngle double. trigle, or homerun, at
fes aaenbthe Sutcher s y ende to Taatk’ the batter or he may select a card fram the correspontiing
2o a0 rea s the question tothe fntter, If the player at bat answersthat quest-oncareatly, he walks
around the Dases to the appropnate ane. ‘

dire player isircarrect. the coposing baseman (1. 2. 3. or catchery may answer the ouestvon tf he
Aeaers The Guestion correctiy, toe plaver at bat ¢ "out.” if he s not correct. however, the “hitter”

oNty nag one stk counted agamst tim.

ysewct a single, double.
7‘

rasecond que<t‘m
tea ct in answering the

. heme
m manager. r~ is co

i3y ec hetf*er may attempl to answer the question.
g no quec::on etc. A correct answer by the field
nthe vecend quest:on by the fieldman entities the player

setior of hi< choce, ¥t e s correct. he goas to the
3 thed strike and he s out.
S outs. At that time the team i the ferd comes te
neinang ad have teen completed, 4 game may he
Tt eztehhsned by the instructor

with the ‘a'r.vst number of ooints. For
m's nuinber of hits, If the game is plaved
s, Digyers mav higure thenr tatt: ng.average to
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. © FINANGIAL SPECIALISTS IN MARKETING SERVICES

Finance involves the handling of money for business and consumer users.

w:

Five major types of financial institutions M iude:

a. Banks — provide services of chetking, savings, loans, trusts, and safekeeping of valuables
{Commercia! Bank. Savings and Loans Associations)

b. Finance companies — specia’!ize in extending ioans {Consumer and Sales)

¢. Credit unions — serve a special interest group for savings and loans {Government and
business groups!)

d. Credit Card Companies — finance consumer purchases of goods and services {Bank-
Amer:card. Master Charge American Express)

e. Sec,rmcs Investors — ha nfﬂet ransfers of stocks and bonds {Stock Exchange. Mutual Funds)

13

nsurarte and Real Estate businesses” are sometimes referred to as financiai businesses. Al-

1
thoush *hev deal in financ.a! transactions, most real estate businesses are primarily concerned
sith facilitating the exchange or use of reaity. Insurance campanies are mainiy concerned with

the shf irg of financial osses or risks, untike gther businesses.

Finance serv:ce businesses offer one or more ¢f these sarvices to consumers an businesses:

2. Logns — long and short. personal and commercia! . ;
b. Checking — reguiar angl special. personal and business .
¢. Sawrngs — passhock and certificates ] .
g :‘n.-esfmen.s‘ stocks. bonds, land ) L -t
2. Trusis, Estates, Wiils ’ - )
€. Safzkecping of va'uables =
5. Cregit purchases — open. ra3vo'ving
~itroLzn thers ara man, finance carsers 2.ziabie, the ones or the “iin: 11g c3gest3re the ones

Lok 3re most frecusntiv found. Sove of s wns vsted ocsur 10 mOre tTnan one business. For
Sxamoie, @ Sregit ntariie var T.2ht te founa imoany buasimass that exterds credt for ioans or
purchases, . ’ ¢

.‘!

Athougn many faancial ca .
ctiraecareertiz ezl van,
3 Irezcrard compan,. T
stodDeancanzsacrads -
Iresgant
Some ok cpoortun ties 2va alie 2Ioovcing (o ED serainss parineen ars




8. Many forms 2 e handled by employees of financial institutions:

Deposit and withdrawal slips — checking and savings

_ Personal, traveler's, and cashier’s checks — checking
Bank statement -— ctacking, savings, loans ’ - S o .
Promissory note, installment contract, credit application, mortgage, deed. certificate of*
title, credit card — loans s ' _ o
Passbook, certificates of deposil — savings ) .
Stock Certificates — i~vestments

<

b 10 e

o o

216

218




CONTROLLER

e

Often called the comptroller, directs the financial affairs of an organization, usually a very large
operation.

49 ]

Establishes major economic poaicies and objectives for a company.

3 Directs and prepares fmancual reports’ on hudgets. government reports. financial forecasts,
' inctme, expenses, and earnings.
<, . Pl
CREDIT AUTHORIZER
1. Approves cred:t ameounts for customer ican applications or renewals. .
2. Verfies credit standing of the customer for credit reports,

(2l

Reviews credit informaticn in determining the amount of credit extended.

- CREDIT INVESTIGATOR

1. Checks p st hustory and current status of persons and businesses applying for credit: reviews
nfermation provided by customer,

_ . interviews by phone or in person credit references. neighbors, employers and trade associations
: *3 obtain information about the customer.

)

2. Evaluates his findings and submits a report to the loan authorizer or to the authcmzer of the
company.
- 7
CREDIT INTERVIEWER
1. Greets custdmers and determines the financial need.

s

2. Ottaing basic credit information corcerning employment and financial status. perscnal and
family information. credit references. etc.

3. .Revieas acpiications and may verify certaininformation be‘ore turning the appiicationcvertothe

=3
appropriate nvestigator or authornzer. : .

CHARGE AUTHOR!ZER

.2 2teTrng oradit imuts and extensions
3 == ~ = ' = - —~ ¥y m e
3 nrepares credit repeorts for charge custo™ers
‘ 217 ’
211
" 219 . r
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y, SN CREDIT MANAGER .

1. Manages c?édit department for businesses which extend credit *8 other businesses. Usually
works tor an industrial, storage, or transportation firm.
2. Investigates tinancia!l standing and reputation of prospective custo}ners applying for crgdi't.. '

3. Reviews and evaluates results of investigations to reject credit application or to establish credit

timitations on customer accdlints. ' . ‘
; ’ Lo : . L
4. Supervises collectiontof bad accounts and worthless checks.
8. Makes up collection notes to customers.
) ~
2. Keeps records of collections. - .
? ' .. <

A

7. MNay submit de Ianuen accounts to agency or attorney for coHectuon

. A
. S
- FINANSIAL Ai&.“LYST s
I interpretsdata concsrninginvestments. ther pnce yield. stability. and future trends, aacordms
1 damy stock and bond reports. financial peniodicals, securities manuals. and personal inter-
CEws i , . .
2. Constructs charts and graphs congerning investments. | . .

e

3. Summarnzes data setting forth current and long term trends in investment risks and measutible
economc influences certinent to status of investments. N

- .

- Nay :Je"or'“ research and make analyses relative to ioss_es and adverse financial trends and

suggest remedial measures. - - -
- = °
. . . N = g .
S Vau transmut buy-and-seli ordets to broker based on securities analyvsis:
1. Estzbiznes and maoctains relaticnshies with customers, and with business. service, and Civiz
N » ) ’
. Srg3n. 237 278 o oramote goodad! and develioD new business
. - 2. Superosel zlimuotng ang renonticg funitians and estabk shes spsrating z pohziss and oroce-
- JuTes,
-_ - ~ 0y . - . 13
3. Directs tustooy an3 cortro of assets. recorss. ootiateral. and securities heid by compa=es.,
2. Azorauss oo gaciines hmes of treds or compaay loans.
BANK CASHIER
1o Twects bares mometary grograTs. trznsactions, and securnty Teasures it AICTICENCE At
Sxnhng Drininie an 2 egisiat on
220 -
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Coordinates program activities ard evaluates operating practices toinsure efficient operations.
. \ & . » ‘ . ’
3 Oversees receipt, disbursement, and expenditure of money.

4. Signs documc nts approving or effecting monetary transactions.
5. Directs-satekeeping and control ot assets and ,ecuntues

5. Approves ioans and participates as rhember of committees concerned with ioaning a2nd cus-
. tomer service functions. L

. 7. Directs accountm for assets, and maintains specified legal cash reserve,

3. Reviews furunmal and operating statements, and presents reports and recommendations -to
= bank offlcuals or board committees.

, 2 *Maintains finarcial and community bus:ness affiliations to broadenbank’s servncesand develop
" new business. . p
) TELLER
. 1
T a Z,"._ Recaivesard pays out money, and keeps records of imoney anc negotiable instruments involved
) i various bank transactionse * : ¢

L .
2. Recenes checks and cash tor deposit, verifies amounts. and examines checks for enderse-
ments.
soEnters ae=pc rts in deposutors bankbooks or 1ssues recelpts

3

P
4. Cashes checks and pays out money upon verification of signatures and customer balances.

= Places holds on accounts for uncoliected funds.

»
.

5. Orders supply of casn to meet daily needs, counts »ncommg tash. and prepares cash for
shipment.

7. May compute service charges., file cﬁecks, and accep< utility bill payfnents.
. . v .
8. May photograph records using microfilming device.

© 9. May operate various office machines.
10. May sel! domesti exchange, travelers checks, and savings bonds.

11. May open new accounts and compute interest and discounts.

o~

BANK PRESIDENT

O

ERIC
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2. Supervises accountmg and reporting functions and establishes operatmg polizies and proce-
dures.

3. Directs custody and control of assets, records, collateral, and securities held by companies.

4. Approves or declines lines of credit, and commercial, real estate, and consumer loans.

(8]

Directs personnel engaged in trust activities, such as setiling estates, admlnlstermg trusts, and
performmg agency functions for individuals.

TRUST OFFICER
/’ \.,_ 4 , o
"1.  Adreinisters private, corporate, and probate trusts. '

2. Examines or drafts trust agreement to insure compliance with legal requirements and terms
creating trust.

3. Locates, inventories and evaluates assets of probated accounts.

4. Directs realization of assets, liquidation of liabilities, payment of bills, preparat!on of Federal and
" State tax returns, and collection of earnings.

5. May invest trust funds.
6. May administer escrows. -

7. May act as transfer agent in securities trust transactions.

PO | | LOAN OFFICER

1. Examines and evaluates applications for lines of credit, instaliment crecit, or commercial, real
estate, and consumer loans, and authorizes or recommends their approval.

2. Reviews loan appiication for cumpleteness.

3. Analyzes applicant's financial status, credit, and property evaluation to determine feasibility of .
granting loan request.

" 4. Corresponds with or interviews épplicant or creditors to resolveé questions regarding application.
5. Approves loan within specified limits or refers loan to loan company for approval.
6. Completes loan agreement on accepted loans.

7. May handle foreclosure proceedings.

8. May analyze potential foan markets to develop prospects for loans.




¢
N

FLOOR REPRESENTATIVE

1. Buysand sels securities on the floor of tie stock exchange for a broker.

%]

Analyzes market cnanditions and trends and informs the broker of buy-sell prices on stocks.

3. Notifies broker ot market cha nges or purchases which affect his customers’ accounts and make
recommendations accordingly.

SECURITIES BROKER
1. Directs securities investment and counseling service for individuals and businesses.

2. Studies financial background and future trends of stocks and bonds, and advises businessesand
customers regarding investments. .

3. - Transmits buy-and-sell orders to floor representatives as directed, and recommends purchase, (
retention, or sale of issues.

_'

4. Establishes and maintains relationships with customers, and with business, service, and civic
organizations to promote goodwill and develop new business.

5. Supervises accounting and reporting functions and establishes operating policies and proce-
dures.

. Directs custody and control of assets, records, collateral, and securities.

TRUST-VAULT CLERK
1. Receives and delivers securities into and from trust vault and records secunty transactions.
2. Opens comzinations on cabinets in vault.

3. Examines securities deposited for safekeeping. verifying descriptions and signatures, and files
securities according to customers’ names and account numbers.

4. Records securnities transactions including purchases, exchanges, and stock splits to maintain
control of customers™ accounts.

5. Releases securities from vauit upon authorized request.
6. Acts as bank’s agent in observing bank auditors when checking securities in vault.

7. May examine collateral to insure conformity with loan specifications.




Jobs In Proper
Order.

TELLER

- CASHIER

LOAN OFFICER

INVESTIGATOR

INTERVIEWER

.Steps in the Ladder of Getting a Lear

-
1
. d You Got
Your Loan
)
J

— "\,

Possible Answer
In Mixed Order.

Application
Check Credit
Approve Loan
Cash Check
Issue Check?

moo®»

Fill in
the right
letters
on the
ladder to
the TOP! ‘




WHO'S WHO IN FINANCE 26

- 14
Read each of the job descriptions given below. Decide which of the career titles listed at the bottom of
the page is explained and write its career titie in the blank to the left of its description.

1. Approves lcans for applicants of a finance company.

2. Represents securities brokers on stock exchange floor.

>~ 3. Ha:dles bank receipts and pays out money for checking,
savings, and loans.

4. Okays amounts of credit purchases by customers in
a retail store.

e D. ASSiStS clients in the buying, selling, or trading of stocks.

6. Controls and organizes ali activities with a bank.

- 7. Reviews credit information and application with loan
applicant.

-

8. Receives, examines, and celivers securities deposited for
safekeeping. h

9. Direrts ali monztary programs and transactions Y
within a oank. , \

10. Checks credit information on a loan application to
a finance company.

11. Examnes, evaiuates, and approves credit applications for
- acredit card company.

12. Assists members of a credit union with loan payments,
share c!gposits and withdrawals.

Customer Service Advisor Trust Officer Securities Broker

Controller Loan Officer - Charge Authorizer
Credit Manager Credit Investigator Teller

Cashier : Credit Interviewer Floor Representative




FINANCIAL ROLE PLAYS 27

: 1. A customer hands you a $20 bill and requests change. He says that he is in a hurry. The $20 biil
looks counterfeit to you. What would you do?

2. Youneedto déposit your money in the ba::k to your checking account and have the tellercheck to
see how much money and interest is in your savings account. '

3.. You are an accentic millionaire who wants to set up a trust fund for your two siamese cats after
you die. Once theve £ats are gone the money is to go to the local orchid society.

4. You are preparing a traveler's check transaction with a customer. Another customer walks up to
your window and asks to be wa;ted onimmediately because heisinarush. How doyou handle this
situation?

5. A customer comes to your window to have a check cashed. Several minutes later the angry
customer returns to your window and says, “'you gave me $20.00 less than you should have.’
What do you say?

6. You need to see the bank manager to convince him to putanad in the program your band is giving
out at their concert so you will have enough money to pay for ‘e program and maybe buy some
new Music.

)

7. Youareafriend of the financial analyst and you want a tip on the stock market, but you don’t want
him to know. You are just dropping in: for a "'friendly’” visit.

8. Bill, who is a good friend of yours, drops in to talk witti you while you are on the job. Biil stands at
your window tatking while sever other people are lined up behmd him. How wouid you handie this
situation?

‘9. A customer wants to buy 2 $12.75 savings bond. You must explain that he cannot buy a savings
bond of $12.75 but you can sell him a $18.75 savings bond. He insists that he wants a $12.75
and that they are sold in that amount. Try to change his mind.

[a S IV ¢




FINANCE DECISIONS B 28

Study each of the situations below and decide which financial business should handle the situation.

Chieck the correct column and give your reasons on the lines shown. Name at least three careers that
~ould be involved in handling each situation.

BUSINESS AND CONSUMER COMMERCIAL| CREDIT | FINANCE | CREDIT |SECURITIES
DECISION-MAKING SITUATIONS BANK UNION | COMPANY | CARD CO.! COMPANY

1. Dr. Martin is an
established dentist with
a salary of $60.000 per
year. He wants to
invest $3.000 now and
about $300 per month for
long term profits to
rotire.

REASONS:

CAREERS:

2. Dean Bradford is a whole-
sale specialty salesman
who travels a great deal.’
His cempany pays him for

" travel expenses when he
turns in a form at the
end of each month. Dean !
doesn’t want to have to
use his cash on hand to
pay the $300-$400 expenses
during the month.

REASONS:

CAREERS:




BUSINESS AND CONSUMER COMMERCIAL| CREDIT | FINANCE | CREDIT | SECURITIES
DECISION-MAKING SITUATIONS BANK UNION j COMPANY | CARD CO. | COMPANY

3. Margo Davis is a senior
airline stewardess for a
large airline. She has
teen with the company for
five years and has a good
credit standing with . ot
retailers and several
credit card companies.
Margo pians to buy a new
boat, but does not have
all of the money to pay
for it.

REASONS:

CAREERS:

4. Tricia Lowell is 18 years
old and has been working
for 3 months as a retail
salesperson. She has not
bought anything on credit,
but Tricia wants to buy
a used car for $500 and
pay for it during the
next year.

REASONS:

CAREERS:




FINANCE PERSONALITIES 29

Shown below are fifteen personality characteristics that are frequently used to describe people. Also
listed are ten marketitig careers in the financial seryices. Select one to three characteristics that you
teel wouid be most important for each financial career person to have and put the letter of the
characteristics in the spaces to the right of the job title. There are no right or wrong answers.

Personality Characteristics

A. ATTRACTIVE F. FAIR K. KIND

B. BRIGHT _ G. GORGEOUS L. LIKEABLE
C. COURTEOUS H. HONEST M. MATURE
D. DILIGENT l. INGENIOUS N. NATURAL
E. ENTHUSIASTIC J. JOLLy 0. ORGANIZER

Marketing Finance Careers

"FLOOR REPRESENTATIVE

CREDIT INVESTIGATCR —

LOAN GFFICER -

CRED!'T INTERVIEWER

SECURITIES BROKER

BANK TELLER

CHARGE AUTHORIZER

ACCOUNT COLLECTOR

TRUST OFFICER

CUSTOMER SERVICE ADVISOR




INSURANCE CAREER SCRAMBLE

Unscramble each of the fellowing letter groups to reveal risk careers in insurance.

1. LAESS GANET

30

2. DE!LF PREVERTIESTEAN

3. DINENEPDETN NAGTE

4. SINRUNACE REBORK

5. CHANRB GANEMAR

6. DUNWERTRIRE

7. LOPCIY REWITR

8. KIRS NOCLUSANTT

9. RAMEIN ASCPEITSIL

10. CEINSRUAN MEANEXIR

11. NIURSCEAN ROTODIRATON

12. VALSOR GATEN

13. PILYOC HECRECK

14. SMACIL DAJESTUR

15. BESSNUIS DUATIOR

16. CILMAS NYALSAT

17. MERMIUP LERCK

18. SORLAV REAINTE

CHHES,

T word AGENT 5 used in three of the career titles.
The word INSURANCE is used in three of the career tities.
The word POLICY is used in two of the career titles.

The word CLAIMS is used in two of the career titles.



INSURANCE CAREER SCRAMBLE—KEY

Unscramble each of the followmg letter groups to reveal risk careers in insurance,

1.
2.

10.
11.
12.
13.
14,
15.
16.
17,

18.

LAESS GANET

DEILF PREVERTIESTEAN
DINENEPDETN NAGTE
SINRUNACE REBORK
CHANRB GANEMAR
DUNWERTRIRE -
LOPCIY REWITR

KIRS NOCLUSANTT
RAMEIN ASCPEITSIL
CEINSRUAN MEANEXIR
NIURSCEAN ROCODIRATON
VALSOR GATEN

PILYOC HECRECK
SMACIL DAJESTUR
BESSNUIS DUATIOR
CILMAS NYALSAT
MERMIUP LERCK

SORLAV REAINTE

CLUES:
The word AGENT is used in three of the career titles.

The word INSURANCE s

SALES AGENT %

FIELD REPRESEATATIVF

INDEPENDENT AGENT

INSURANCE BROKER

BRANCH MANAGER

UNDERWRITER

POLICY WRITER

RISK CONSULTANT

MARINE SPECIALIST

INSURANCE EXAMINER

INSURANCE COORDINATOR

SALVOR AGENT

POLICY CHECKER

CLAIMS ADJUSTER

BUSINESS AUDITOR

CLAIMS ANALYST

PREMIUM CLERK

SALVOR TRAINEE

used in three of the :areer titles.

The word POLICY 1s used in two of the career titles.

The word CLAIMS is used in two of the career titles.



PERSONAL POSSESSIONS PACKAGE 31

A ther columns below, make a list of your personal pcssessions under the given headings. If there are
act erough spaces under any heading, 'nclude those tenitems which you value most because of doilar
salue or personal value,

v CLOTHING / ACCESSORIES v | cosMETIC HEALTH AIDS
e e ot e s e 4 ————— S —— e — ‘ - ~+ '
S UM A
e N S !

; —
‘ bk

— o e s e am e T. - ———

i .

Vv EQUIFMENT V| MusicBOOKSART |\/|  MISCELLANEGUS

—— T S




INSURANCE CAREERS CLUES : ' 32

Listed below are scme clues about a number of marketing risk careers i the figld ot insurane . Study

each set of clues and see it you can guess which insurance occupation isidentfied. A list of possible

msurance careers s tound below to help you in your investization. :
. L]

.
‘

Insurance Career Titles

Premium Rate Clerk ) Policy Writet - )
Branch Manager Insurance Coordinator ) . S
Salvor Agent ) Claims Analyst
Broker , . Claims Adjuster L
Examiner : Estate Planner
Field Representative Independent Agent
Policy Checker Sales Agent
Actuary Ohderwriter
Insurance Collector : Estate Planner ,
Clues For Insurance Careers ' e
J S _ : . .
' CLUES: Thisansurace mun: CLUES: As aninsutrance boss. he:

v

.

Purchases nsurance coverage for g chient 1. Supervises all company personnel withina

s

to gel best protecton - district or region -
2 Acts as ardagent tor the chient in dealing 2 Coordinates all seiling, policy processing
sith many insurance companes to cbhtam " and collections., .'md claims activities in
best coveraze . his area
T30 Portorms usual duties of 4 sales agent in | 30 Provides mformatuon to company execu-
deteryuming customer’s reedn and exp. tives for managemant considerations and
laining policres decisions )
CAREER . | CAREER . S
. C‘ .
CLUES: Tris insurance seltler. s .CLUES: This Jnsuranre researcher: | ¢

3

. 1. Investigates policy claims for losses or£ 1. Works for life and health insurance com-

. damages panies home offices

2. Talksorwrntesto person making the "ialm 2. Is responsible for the prompt payment of
and witnesses - insurance benefits

3. Consults hospltalaand inspects damagetd ¢ 3. Checks medib&l{bilts‘and lost income to-

. Y property to tigure 10ss tals on health Naims -

4. cmmsf'nalaccndentorloasreportsaﬂd 4. Vertes death claims on life insurance

< makes a settlement with the claimant, f ‘\ pahlicies
possible o 8. Gives data to claims adjuster

. P . ) . ~
CAREER . — e | CAREERL_ - .
p R :
- nnd

O
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CLUES: As 3 home orfice worker, he:

Verities accuracy of insurance records

2. Cornpares computations on premium
pard, interest, and dividends

3. Venties data on applications and policies,
such as dge, name and address, principal
‘sums. and value of property

4. Prootreads printed matenal concerning
NsSUrance programs

.5, Venties computations on interest ac-
crued, premiums duer and settiement sur-
render or loan values, u«ing calculating
. Machine

6. Venties accuracy of data puncued on
tabulating cards using venitying machine

7. May train néw employees

CAREER _

CLUES: This insurance businessman:

1 .

ro

5. Contacts prospects to persuade them to
purchase pclicy '
6. Explains features of poﬁcyes offered
~ 7.~ Calculates rates to be apptied to'policy for
each prospect using rate books
CAREER_:

Sells insurance to clients,”
company agent

acting as a

Often represents more than one insurance
company

Recommends amoupt and type of cover-
age based on analysis of prospect’s cir-
cumstances

Compiles hsts of prospectlive clients to
pravide leads most likely to produce addi-

Tiona! bisiness
[ 3

CLUES: ‘This insurance man:

1. Selisinsurance to new and present clients
as a company employee

2. Recommend@s amount and type ot cover-
age based on analysis of prospect’s cir-
cumstances - . -

3. Compiles lists of prospective clients te
provide leads most likely to produce addi-
tional business AL

4. Contacts prospects to persuade them to
purchase policy t

5. Explanhs teatures of policies otfered

6. Caiculates rates to be applied to boiiCy for
each prospeyt using rate books

: . ’

7. May collect weekly or menthly premium
from nolicyhotders and keep recerd of .
payment ‘

CAREER___ " )

CLUES;‘hs an ipsurance supervisor,

CAREER

surance programs tomake sure the clients

he: |

Is assigned to a specific territory

Makes regular calls on each agent in tus
terntory who handles his company’s in-
surance

Instructs the agents about new types of
insurance and changes in old types

Helps agents nnd new business and as--4 -

sists them in exdmining their clients’ in-

have the right kind of coverage in suffi-
cient amounts :

Encoursges agents to conduct vigorous
sales campaigns

Conductsin-service educational programs
in.which agents are instructed about de-
velopments in msurance and sales’
methods

-

) .

AY
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CLUES: This insurance analyst:

1. Reviews éssets and liabilities of an estate
to determine that insurance is for finan-
cial protection of estate

X

Studies legal instruments, such as wilis,
trusts. business agreements, life insur-
ance policies, and government benefits to
estimate value and expenses of estate

3. Computes expenses. taxes. and debts to
determine vaiue of adjusted gross estate

Prepares and dtscusses insurance pro-
gram with ciiant that will provide max-
imum financial secunitv for family and pro-
tect investments

5. Suggests purchass of additional or new
hife insurance when analysis of estate in-
dicates need for mesting cash demands at
death

o

Discusses legal instrumants with family
attorrey f study ndicates need for
change

ARE

rn

R

(@)

CLUES: This insurancs professional:

1. Reviews individuai ::pglications for insur-
ance to evaluate degree of risk involved
and accepts applications, following
company's underwriting policies

2. Examines such documents as application

form, inspection report, insurance maps,
and medica!l reports to determine degree
of risk from such factors as applicant’s
financial standing, age, occupation, acci-
dent experience, and value and condition
of real property

3. Reviews company records to ascertain
amount of insurance in force on single risk
or group of clcsely related risks, and
evaluates poss:bility of losses due to
catastrophe or excessive insurance

4. Declines risks which are too excessive to
obligate company

(91}

. Dictates correspondence for field rep-
resentatives. medical personnel, a2nd
cther insurance cr inspection companies
to obtain further information. qguote rates,
or explain ccmpany's underwriting
policies

v

5. When nisk is excessive, authorizes rein-
surance. cr when risk is substandard,
ireits company’s obligation by decreasing
vaiue of policy, specifying applicable en-
dorsements. or applying rating to insure

-safe and profitable distribution of risks.
using rate books, tables. code books, and
othar reference material

CAREER




) CLUES: This government employee: CLUES: This insurance author:
1. Evaluates policyholder complaints and .
cortornnty Of insyrance companies and 1. Receives approved insurance risk infor-
agents with standards of State regulatory mation from underwriter N
commission to recommend punitive ac- | 2. Consults various policy «ormats aﬂd
tion and authorize insurance or revocation coverages -
of licenses 3. Applies information gathered to prepare
2. Reviews records and documents submit-_ the insurance policy
ted by insurance companies, field inves-
tigators. and complaining parties to de-
termine compliance with prescribed sta n- | CAREER
dards '
3. Interviews compiainants and company
representatives to determine vaiidity of | CLUES: This businessman:
compiaints o
* R’_eco_mm_ends m:pa! or additional tnves: 1. Worksforabusiness orindustry other than
tigation where evidence of fraud. misrep-
resentation. over- ﬁhar,,nng or other ir- an insurance company
2. Secures perscnal insurance cove'age for
reguiarities exist
_ . ) . company personnel
5 Rauews commussion files to verify ac- | . toec . : o
crecitation of companies and agents 3. Obtains business .nsgrange coverage for
. ) ! o . the company property and personnel
o Recommerds legal or administrative ac- | . <. o e he busi
tian for rrezuiarities uncovared by inves. <. Servesasa ftaison between the business
vizamon = - anz t_he msurangce company for claims,
-~ .= . . premiums, etc.
©. Autharizes l:c2nse issuance. ranawsai, Cf
. - ~F ., v mymet
S;S?;encfs:!’gc:r;g\.su"‘pa|heb anc 35.6'1;5 on CARESR
T8 “ay audt records and accounts of com-
Dan es anZ agents to determine com- ~ e R .
pliance with orescribed accocnting oro- CLUES: Tmisinsurance mathematician:
cecures _ . 4
1. Determ.nes mortality. accident. sicknass
CAQEEQ dlsab”l:_v and retirgment rates
2. Constructs probability tables regarding
fire. natural disasters, and unamployment
based on analysis of statistical data and
CLUES: This insurance person other pertinent information
3. * Designs insurance and pension pians and
calculates premiums
1. Obtairs new policyv from company policy 4. Ascertains premium rates regquired and-
ariter cash reserves and liabifitias nacessary to
2. Reviews poiicy for limits and types of ensure paymrent of future Senefits
covarags R 5. termmes equitable basis for distribist-
3. Consults rate tables to determire pre- g surplus earmnzs under’ pam:':a ing
agi[Sledd - ins.uanceand annuity contracis in mutual
companies
~NSDT
~RREIER CaREER

O
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CLUES: Ttus communicator:

;. Recru :tswwdeoendentmsurancesalesmen
tield and mamrtains contsct between
tnem and home cffice

2. Selects insurance salesmen considering
their excenience with other insurance
e

ar
Jomoames. 3nd bersuades them to sel!
OMPATY 'S nsurance

3. Drafts contract between agent and com-
Dany

4. "Advises agent on matters pertaining to
conduct of btusness. such as cancella-
tions, overgdue accounts, and new busi-.
ness prospects

CAREER

CLUES. This insurance speciaiist

1. Raviews assets and habi:.. es of ar. ostate
+o Jdetermine that insurance :s for finan-
2t orotect:on of estate

Z. Stucdies ?ega. nstruments, such as wills,
srusts, busiress agreements, life insur-
3 ;

nZe poiicies and government benefits 1o
a'uge and expanses ot estate

ts)

Computas expenses. taxes. and debts to
Jetermine va'u2 of adjusted gross estate

Pl th=t -'H" ,_,rov;ue mav-

on

I

-
CLUES: This insurance man:

1. Notifies customers uf delinquent ac-
ccunts and attempts to secure payment,
using postal service or telephone

2. Hasdelinquentaccount removed from file

3. Selects prescribed form letter and has it
mailed to customer

-

4. Repeats process. using different forms if
reply is not received within scecified time
3. Calls customer onte:lephone or pays a per-
sonal visit in attempt to secure payment
6. Draftsstatements for creditdepartmentf

customes s to respond
Orders canceliation of policy

8. May sort, read. and
dence

answer correspon-

Q. May receive payment and
paid to customer’s account

post amount

CAREER
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QUIZ SHOwW 33

GAME ACTIVITY
{LARGE GROUP)

Based on “"Hollywood Squares” TV Show*

% —Panelisis representing each square
‘ 1 2 3

2 —Contestants {x and o) to start

1 —Moderator

1 —Scorekeeper ’ 4 5 6

2 —Judges’ .

3 —Authorities (make up questions) 7 3 9

— —Additional contestants (remaining students)

— —All students submit 10 questions each

DIRECTIONS:

1. Each panelist represents one of the nine squares.

2. Authorities prepare final copies of questions and answers.

3. Judges and moaderator receive copies of the questions and answers.

4. Two contestants are selected to represent x and c.

.5. Gareis begun by flipping a coin to determine which contestant receives the first quastion. Each
~=succeeding game is begun by the winner of the previous game.

6. Moderator asks the contestant which panelist (reoresenting a square) he wants 0 answer the
question. Moderator reads the guestion to the designated panelist who responds with an answer.
The corntestant must then decice whether or not the panelist has gven a correct answer. If the
contestant is correct in agreeing or disagreeing, he receives his "x” or "'0” in the approgriate
squars.

7. i the contestant is incorrect in evaluating his seiectad panalist's answer. kis spponent earns the
square. The third “x™ or o™ however. must be earned by a contestant to win the game and not by
an incorrect answer ¢f his opponent.

B. A contestant wins a game by securing three “x’3" or “'0's™" ina row, across, doan. or diazonzlly or
five “'x’s” or "o0's™" if three in a row cannot be obtained.

Q

The winner continues another game, The lcser is replaced Sy new contestant.

“Developed by and reprinted with tha permissicn of Barkara J. Wolkie.
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INSURANCE 34

Arthur Grover, Personnel Director of All American Insurance Company. has just been notified that he
may distribute Christmas bonuses to employees in the home office and two nearby cffices. He has
been told to reward them according to their importance to the company. All personnel, whether
salaried or independent. in the same job classification will receive the same bonus.

Mr. Grover can allocate the following amounts to these numbers of positions:

1 positian $100 2 positions = $73 2 positions $60 3 positions = $50

i1

3 positions 35 3 positions = $25 2 positions = $15 1 position = $10

fyou were Mr. Grover, what Chnistmas honus amount would you give each of the followmg insurance
perscnnai according to their importance to the company. ‘

CHREISTVZAS BONUS AVIOUNT RISK CAREER TITLE OF INSURANCE COVPANY PERSONNEL

1. Branch Office Manage-

N
1

Home Office Sales Agents

_—

3. indep=ndent Insurznce Agents
4. Insurance Brokers
3. dustrial insurasce Coordinator
2. Busmness Consu'tart for Insurance
7. ‘.'arm;a insyrance Speciaist
2. Home Office Underuriters
S, Fisid Rapressntatve
13, Szoinc o Azent
Potzy Whniters
12, T'mms idjusters
I3, EBusiness auditcr
I5. P2 gy Checeers
15 Premlm Qleres
_ iz, CTiaims Analst
17, Szlior Agsnt’s Tranes
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POLICIES FOR PROTECTION 3

As we have discussed before. insurance provides us with protection against financial losses.
Policies areissued for five major kinds of insurance: life, health, social, property, and liabi'ity. Not all
mmdwiduals or businesses need ali kinds of insurance or certain kinds all of the time. The amount of
insurance needec wili vary too.

Life Insurance

Ltfe insurance may be taken out by incividuals or businesses. Businesses may hold a policy on a
uable emplaoyee or an oaner. If the person should die. it would atfect the business' operation. in
e cases the money froma policy may be used to buy the swner's share of a business from his heirs.
ind:viduals mavy surchase iife insurance as a member of a group or indwvidually. As a group
member. of course. the person may secure coverage for a smailer premium. Some people purchase an
endowment policy. This inciudes a savings olan for the person insured. If he fives for the number of
years stated . the policy. he witl collect the money. 1T he zhou'd die before the time period is up. his
oenef:ciary wll cotlect the money.

val
om

v

Anarnuityisator— of bfeirsurance which providas a retirement income for the policy holder. He
regulatly muests a mertain znount of mansy ‘o a guaranteed income when he retires beginning at a
Tertain age unt 22ty

o z forZ 1 zssume tre risw of heatth care expenses. Thev may ourchase

13, ing ce W ia 3ve 27 roo T charges. surgical coverage tor doctor’s fees. and mecica!

reurance fortreatment, fests, arz Zrigs. A majority of pecpie will buy ali these in gne package. such
3s Biue Crese-Blue Sheld )

Bas:ic oclaies usualiy onfv cover ewpenees up 10 $1,000—81 .500. For large expenses of medrcal
0is $1.000—320.200. manyv ceco e vl curchase @ major medicai policy to cover hosoital, surgical,
znz ~edica! eapense. Some fokswant to he covered foricss of income while they are sick and obta'r
salary croteft.on nsurance.

Soc:al Inasurance

Sarre xinds ¢f insurance 2n -:-"".plc_.'er must carry, no matter what his osinio= is regarding ti
cesi :.l ty of sqch nsuranze. T nese arer re—d by law and apply to large groups in our :ccwlv.
herce. theyar2 anown as sociz!l insurance. T‘w ese forms of insurance protect the worker from various
ta n an industna!l socet_.

zards of hie common in

t the present Uime. aimost
workmen's Corpensatio su
T3E pavments u‘* r the Dhsability B

nust insure his workers against accidents by paving
mnbx_te to the Social Sezurity fund angd he -nust

. Pernaps. at some future time. payme:uts for
of the empiover.

_‘
N p
o]
) {
w,
T
K
3
(.
w
p44
3 ,- () 3

Comzen <a° cn Ac’ & worxer who s injured while at work 13 ertitled to

o) ary for 2 certair period. and a lump sum for various

sTpicye ™ Ty *bcrc. workers! srecu"—*-d to have compensation

rsorance: the ampisver of fzaer than These s regquired o camry it only i the work s listed as
hazardous.

E—pioyers who are notreguired to cafry the irsurance inav do sovoiuntarily, and this may often
D2z sebie Svensfycuarenatraguimad tocarny tha msurance. you are responsidie tinancialy if your
smIioges isonjurel. anc s¢ the insurance avll he 2 protection against finzncial toss. Theinsurance
rate cetends on the nature 272 haratz of the job and vares from business to businezs
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The Sccial Security Act, or:ginalty passed in 1935, has been amended many times. At the present
the four basic types of benefits are the old age. survivors. disability. and health insurance plans. The
tedaral social insurance 1s paid by both the employer and employee. The employer must pay a tax fot
2ach ernp;ovwc The employee must pay an equal amount, which is deducted from his wages by the

mp‘oy The employer makes the actual payments both for himself and for his workers, Selt-
2 n.p!oye., persons are now required to make payments and they receive sociai security benefits when
tmay reach the required age (requira2d age is now 62 or 65, depending on urcumstaru_es) The oniy
ma;or groups not covered at present by Social Security are federal civil service employees and raiiroad
empioyees.

Another type of employee benefit the employer 1s responsibie for 1s unemployment insurance.
Tmissart ot the benefit programisoperated by the individual states. For example. New York State, the
amount of pavinentvanes shightly according to the size of the business and the number of employees
leaving the hus:iress within a given period, but it witt be about three percent of the employee’s wages
up to 530’30.00. The e'nployer pays the entire amount.

The federal insurance banefits are supplemented in most states by state pians. Many states have
therr ownbenafits forthe unemployed, aged and disabled. For example. many states like Florrda. have
their san disabil:ty benetfits acts. «:th the Workmen's Compensation Board administering the pro-
grams.

Property Insurance

Businesses and individuals ¢bta:n insurance to cover damage to property and r:lated financial
asses. Some businesses buy a standsrd fire policy but most carry an extended coverage policy to
guard aga:nst manyrisks. Many also carry business interruption pretection ta cover iost income when
a businass’ usual operation s affected because the bu:lding. equipment, and or inventory have been
damaged by an insured risk. such as fire. .

Indwiduals may purchase a variety of property insurance policies. The mast commonly-carried
pcticies are home, car. and marine, Home insurance polizies may be obtained for individually owned
house, congominium or cocperativel j-owned units, mobile homes. or rental vnits. Rental pohicies only
aver the renter’s personal belongings. The oaner "us* insure the building.
—obi'e coserages can be obtainac £3r wour car if you are in an accident or if your car is
a ~it-and-run drver, an uninsyred mctorist, @r vandaism. Simiiar coverage can be
other motor vehizles, such as trucks and motorayclies. As the name imphes marine

oy
3 "-\
(=3 LR

\2-age mav de purchased for water vessels, nolud ~g sartboats. runabouts, and vachts.

(

andies finansa.

Me88™an o

b
1 -
) ()
rr

s ”’ (]
]
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.

Insurance Terms

E_CONOMIC RISK—is ¢ =~ ..ice of losing the money value of something or somecre.
INSURANCE - your protertion aga;ns' losses: a means cf sharing risk.
POLICY-~contract between vou and insurance company exglaining what is covered
FOLICYHOLDER—one who carries insurance.

FREMIUM-~the amcunt vou pay for your insurance.

COVERASE-—item provided for in contract to be protected.

NVENTORY -3 fizt of zoeds showing their estimatad valie ’

ESTATE PLANNING—an cverall. long-term cons:deration of one’s financial cond:ition anc future.

UNENVPLOYMENT INSUR ANCE-—snsurance that orovides cash navments fora limited time to pecple
«ro are out of jobs. : '

t idsurance provid-

nvtimesrefarred to

=T Y T L Ao e . e ol - ~ o - Tes e - o} N yiron
WORKWEN'S COVPENSATION—nsurante that oroTects &nrvars sre™ sonnomic 10SS when infures
v =4 ;

. la g b . . -
whis on the (ch

R = D~ e . . e s .
SOCIAL INSURANCEZ— nsurznce such 28 s20a) secumty, workmen & rampersation. and uneTpDigy-
Tsntinsurance N

Ty~ oo~y TV TRy O ~ N e e b y fe - . s T - . [P,
SOTIAL SECURITY TAXTS—<onimidutions that Sy law are required Srom empicyers 2ng aorasrs to
“inance the social secunity orogram (FULC.20

-

222



ENDOWMENT LIFE INSURANCE—type of insurance that provides a funa of money for the insured
himself at the end of a definite period.

INSIJRABLE INTEREST—a financial interest or other benefit derived from the contintied life of a
Derson, ,
PRCPIRTY iINSURANCE—protects your property against physical losses.

. . ‘.

HOMEOWNERS POLICY—a packaged policy covering 2 wide range of risk for owners of homés.

STANDARD FIRE POLICY-—a basic type of property insurance that protects against damage to a2 home
caused by fire and 'ightning. -

"XTE'\DED COVERAGE—an additiontothe standard fire policy whichinsuresagainst loue:resultmg
‘rom cuch perils as windstorms, haii. explosions. and riot and from damage caused by vehicles or
falling aircraft. .

DEDUCTIBLE CLC\USE—-a part of a poiicy thai says vou ag. eeto pay the first $50.00 —.%$100.00 of the
Jamages or l0ss.

<

SUBLIC LIABILITY tNSURANQE——protection ‘or ctains by persons injured ¢n a business’ property.

)

PRCOUCT LiABILITY INSURANCEZ-coverage az2.nst claims for injur'es caused by a preduct pro-
uced or sold by 2 business.

(43

‘U

RCFESSIONAL LIABILITY INSURANCE—protection for suits made by a clierd concerning services
rengered.

43
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MATCHING

Match the type pf insurance in Column | with the situation it covers in Column !.

Cofumn !

——— 1. Youhaveatornado and sorne of your inventory is

destroyed.

)

A customer of yeursisinjured by a taliing display
fixture. :

3. Agmoup of customers do not pay their charge
accounts.

You have to close vour service station because of
a fire

——— 5. . _ustomer's child is sick from a sandwich you

soid her.

6. You accidentaily :njure somcone when you hit a
goif bal! an the golf course.

~— . <

—— 7. Yournewcarisdamaged by a hitand run driver.

\S)

{a)

:‘ .

o

[8)]

8. You los: two month's pay while vou are sick.

9." After you tum 65. you retire.from working in a
vaarehouse. N

10. Your medical biils tota! $5,000 from your iliness.

Fill iz the Blank

2 law <5t by 2n insurad customer.

TTI@ 00 oW

Column It

personal liability
professional liability
public hability
product liability
business interrupticn
extended coverage
salary protection
major medical

social security
automobile insurance

&

insurance coverage helps protect the store owner or managar frem

A 15 pa:2 whan the insurance is purchased and on a periadic basis.
Whe oo 0002 red person suffers 2 1oss. he wili file a

witr *he . ots o mpany

The .na o- ‘ teils the description of the tarms of the insurance
Co.2raL Gz i25zth of the coveraze.

242

234

= f e e i3 1h2 representative ¢f the insurance company who handles
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you 7

w

10.

s
('l

Que

-

(Y]

¢

The - is a person whe works for the insurance compary who determines
the insurance rates. .

insurance would protect a motel from loss if a guest should fall and break 7

hisjeginthe iobby.

insurance would protect a cafe’ fromlossif an employee cut himself
while working in the kitchen.

insurance would protect a hotel from loss if a burglar-broke into the wall
safe and siole $500 in cash.

: INSURANCE CASE STUDY

Jobin Jones .t a motel owner. Mr. Jones motelislocated ina sea shore resort community that has a
v busy summer business. Located near the community is the iocal high school. Each summer the
1 sThoot stued *M s flock to the public beach that is located next to Mr. Jones’ motel.

Iy the past. . Jones’ guests have stayed at tus motel because of its quiet atmosphere. This
mer tne m,uents have made a great deal ¢f noise, more so than in the past. Mr. Jones’ motel
ts rave been compi a.mrvs about the noise and disturbance, 2iso a group of vandals broke all the

v furmiture that beiongs to the motel

stions for discussion: _ .
Nhat coverage does Mr. Jones have (3 pratect his guests from disturbances?

Wnat other damages will Mr. Jones' insurance pay for if any?

Wrat other situations may be covered by Mr. jones' insurance?

243

245
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INSURANCE INDICATIONS

Indicate-along the line with an “X"h\w you feel about ea

37
reasoning belpw each statement.

ch of-the statements below. Explain your
o i :
1oy —+ : + { 4
Right-On - Ripoff
Automobiie insurance shouid be required in all states for everyone.
'd
2. - . 1 1 1 3
. L T LS T L]
Yea. Man No Way
15 more tmpartant to have life insurance for a father than a mothér.
3 ; —~+— + —
You Bet No Dice
» ~
Everyone should have ma;sr med:cal insuramce for large hezith expense bills.
- N L
-
S + —+— + - -
TE"«'?? ~ - * Tfo'ubxe
T 2 zmplo,ers shoud mage to coftninLis 1o the anmamen’s compensation fand.
. Tw ' 1 1 1 1
P . 1 . k] R 1
Sontes Negztive
Porcomz 3hsl %y JOVSTEZS 15 2 2230= I —omes for mast pecple
~ — .. :
(-3
[ * o~
N ) 257
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“Choose an nsurance career title that you believe would best match the personality descriptions: . .

~

&

¢ . ' ‘

WORKING AS

IS A GOOD JOB FOR A PERSON WHOQ: |

- !

BUT NOT FOR ONE WHO:

CAN COQRDINATE ACTIVITIES
BETWEEN TWO GROUPS: HE MUST
BE PATIENT WiTH PEOPLE, SINCE

HE WILL INTERVIEW PEOPLE WITH
COMPLAINTS AND REPRESENTATIVES
OF COMPANIES TO DETERMINE WHAT
TO DO WITH COMPLAINTS.

WHO CANMNOT WORK WITHOUT

SUPERVISION: 1S UNORGAN!-
ZED: WHO ENJOYS SITTING
AT HIS DESK ALL DAY.

WHO CAN RELATE DETAILS: A
PERSON WHGC CAN PERSUADE OTHER
PEOPLE. ‘

WHO DOES NOT LIKE PEOPLE:
WHO CANNOT WORK ALONE.

LIKES 7O BE HIS OWN BOSS:
ENJOYS MEETING MEW PEOPLE.
CAN GET STARTED BY HIMSELF:

IS WILLING TO WORK LONG HOURS.

WANTS TO KNGW 1UST WHAT
HIS SALARY WILL BE: LIKES
TC WORK IN AN OFFICE:
NEEDS THE SECURITY OF A
DEFINITE SALARY.

HAS SPECIAL SKILL AND ABILITY
IN MATHEMATICS: IS WILLING TO

. WORK INSIDE AN OFFICE.

e st on om et = bt e e e o aran

LACKS SELF-CONFIDENCE:
CANNOT EXPRESS HiMSELF
WELL: HAS A SHORT TERM
OUTLOOK. ~

i

|

e

Monoest o e s

LIKES DETAIL: HAS PATIENCE:
CAN RELATE DIFFERENT PIECES
OF KNOWLEDGE.

HATES TO BE TIEC TO A
DESK: WOULD RATHER WORK

. WITH PEOPLE THAN WITH

FACTS.

-

H
i
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#“SURANCE INVESTIGATIONS

Match the foliowing terms and descriptions:

nmoowm»r

Premium

Endowment Life Insurance
Persoral Liability
Workmen's Compensation

Beneficiary
Insurance

10.

11.

12.

b
(l

Social Security
Deductible Clause

Policy S
Insured

Property Damage Liability
Salary Protection

FXL-IO

’

The émount paid for iﬁsurance.

A common means of sharing riék.

A contract between one who buys insurance and the insurance company.
Protection from claims resulting from injuries or death to others.

Means you agree to pa;/_the first $50.00-$100.00 of damages.

Economic protection for you when'your car damages the property of others.-
Person{s) covered by an insurance policy._

Type of insurance that provide ‘nsurance and a fund of money for the insured
himself at the end of a defin, od. N

Insurance that protects worke - .om economic loss when injured on the job.

‘Government insurance providing, among other benefits, for payments to retired

workers and their families.

-

The one named :n the policy to receive the insurance ben~fits.

Coversdoss of incorne for periods of illness or injury when insured cannot work.

Find the job that fits this description:

1.

This person notifies customers of delinquent accounts and attempts to secure
payment, using postal service or telephone,.

Sells insurance to new and presert clients.



5. He decides how to invest the company's premium money so thete will be funds
available to pay beneficiaries when policies coriie due.

A. Insurance Actuadry D. Claims Adjuster
8. Collection Clerk E. Insurance Agent anc¢ Salesman
C. Investment Analysts F. Underwriter

Name the insurance coverage needed in the se situations:

1. Fire destroys brilding.

2. Guest dies on visit to motet,

3. A guest tgars suit on your faulty door catch.

4. Burglar steals ali your silver.

5. Wind ble 5 out your shding glass deor windows.

6. Guest in motel ¢ommits suicide while diving into drained pool. "
7. Waiter drops six plates of hot food on seated restaurant guest.’

8. . Jelly-fish stings guest on.motel beach.

9. Roof coltapses on your house.

10. ». Employee cuts himself in kitchen.

Identufy the job title that you think would best suit the personality described below:

Insurance Agent . Collection Clerk
Claims Adjuster Policy Checker -
Underwriter Insurance Actuary
Insurance Examiner: Insurance Checker

Field Representative Insurance Broker

. \
v

1. | want to'be my own boss. | don't mind working odd hours because | have no trouble getting
started. | realize my salary may not be the same every month, but my saiary will increase . - ' get
more pustomers Who am 1?

n)

lamananalyst, aforecasterand a planner. | have a college education with a strong background in

math. | feaII/ Inke working alone and do en)oy making decisions. Who am 1?
\ )

3. lama perspn who is very patient. ! listen to complaints from customers and interview representa-

tives of companies to determine what to do with these complaints. Who am I?

4. |like m); job. It is full of action — I hurry to the scene of accidents, fires and other disasters
involving policy holders. | must be tactful and patient and show good judgment in dealing with
many kinds of peple in different situations. Who am '?

5. lamarezistudent. | am a college graduate with a strong background in marketing. | am a person

whn likac tn ctiidv hnicinacc treande ranctractinn rnct trancennrtatinn cvetemec and athar fartare



Insurance Case Siudies

Mr.Jonesis a distributor of plastic goods. His warehouse is located in a local industriai park. He

carres an extended coverage insurance policy. He has seventeen empioyees. They have a group
med:cal and accident insurance plan. Mr. Jones pays one-half and each member pays one-half of the

ro

(V9

~premium Mr. Jones alsc makes a salaiv protection policy available to his employees.

One of Mr. Jones employees \&as burned with hot plastic trying to put out a small fire. What type or
types of insurance might be used in this situation?

r‘

wecing hit-Mr. Jones nuilding. What insurance would nay (e damages?

Jim Johnsen, an empioyee of Mr. Jones, went on vacation last week. On his way home he had an
automobile accident. Which insurance will cover his hospital and doctor bills? s there any other
insurance he might use during the time he is off work?

Make a list on insurance services that Mr. Jones may need in operating this business.

Bruce Duston is a local property owner in this city. Mr. Duston has a three bedroom home with

large puool fenced in his back yard. Mr. Duston has two small children. He works for a large insurance
firmin town and makes $50.000 a year. His wife.-does not work and has no training to be able to work.
Mr. Duston cwns two cars; one which he uses for business and the other one is a family car.

QUESTION: Suggest five types of insurance that will be the most important for Mr. Duston to have.
Exptain why you think so.
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TRANSPORTATION TRAITS

TNIHILYM ALLIM HSI4T3SNN TN41LHINOHL N41IvL
AHLHOMLISNYHL 133MS 34NI3S LHVIAS ..:.._hummw.u
hu_:c 4vindod 1N310340 1V3IN 1S300W
VAO1 | 1S3INOH AH11V3A AddVH ATAN31H4
JUSVISNHINI 3719¥aN3d30 WIvd 1HIK¥Y JAILIVYHLL'

Aruitoxt provided by Eic:

E\.



TRANSPORTATION PROBE 40

Listed below, you will find forty careers in transportation. Each has been placed under the method of
transportaticn in which it can be found. Thirty-six of these are hidden in the transportation puzzie on
the next page. When you find them, circle the complete career titie. Clue: there are 16 careers across,
14 careers down. and 6 careers diagonally.

Transportation Careers and Methods

Airlines Highways Railroads
Arrline Stewardess Routeman - Conductnr
Flight Control Specialist Dispatch Cierk Stationmaster
Crew Scheduler Rate Clerk Porter
Ramp Attendant ‘Bus Tracer Callboy
Cargo Agent Claims Advisor Scaler
Reservationist Driver . Motorman
Ticket Agent Limogsine Router Brakeman
Schedules Analyst ' Opérations Director Yardmaster
Waterways Pipeline

Tratfic Checker Water Dispatcher

Longshoreman Dealer Fl?ec;uiter

Dock Boss Watermaster

Importing Clerk Meter Reader

Purser Gager

Steward ' ‘ Field Supervisor

Freight Handler Services Assistant

¥ xport Manager Pumping Station Qperator
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TRANSPORTATION THROUGH THE CHANNELS™ 4

Select any one of the following products and prepare a chart showirg the kinds of transportation that
would be used to get the product from a producer to a wholesaler, a wholesaler to a retailer, and a
retailer to the consumer. '

Records or Tapes ' Frozen Orange Juice
National Magazines Cosmetics/Beauty Aids
Automobiles or Trucks Gasoline, Fuel Oil

~ Fuller Brush Items Oriental Novélttes
Brazil Coffee Air Mail Letter
Clothing Acceéscv)ries Sports Equipment

3PLAN AND SKETCH YOUR CHART IN THE SPACE BELOW:

(Kind of Product)

*The five methods of transportaiion are: airlines, highways, pipelines, railroads, and water-




TRANSPORTATION TWIRL a2

PARTICIPANTS
1 Moderator/Judge .. Teams , 1 Score\keeper/Timer

DIRECTIONS:

The purpose of this game activity is to familiarize students with transportation careers and their
functions. Develop a roulette wheel with transportation methods similar to the one illustrated on the
back of this paperon a sheet of poster-board. It should have 6 spokes, 5 transportation methods, and
1 bonus area. Have each student submit 5-8 questions on an assigned method, such as air, highway,
pipeline, etc. These should be assigned, so that you will have at least 10 questions for each of the
methods. Samples of these have been shown below using a true-false format. If time allows, have
students prepare the questions on cards after you have edited them.

Select a student to serve as the moderator/judge and one student to act as the scorekeeper/timer.
Divide the rest of the ciass into two teams and have each of the teams choose a captain. Each team
captain will arrange his group in the order in which they will take their turns at the wheel. The
moderator will flip a coin to determine which team will begin the game.

M) .
Ttre first player of the team winning the toss starts the game by spinning the arrow. if the arrow stops
on a transportation method, the moderator will read a question pertaining to a career related to that
transportation method. If he answers correctly, his team receives one point. If he does no% answer
correctly, the first player on the opposite team may answer the question. If the opposing tearaplayeris
correct, he scores a point for his team and also takes his turn. If the opponents player is riot correct,
his team does not earn a point but he still takes his turn. Anytime a player car aot answer a questior,

the opposing team’'s next player may answer the question for a point, as well as take his scheduled
turn.

Each team player has 10 seconds to give an answer. Only one answer will be accepted. The player
receiving the question may not consult with other members of his team. If a player spins the arrow and
it rests onthe “Bonus’ area, his team earns 5 extra points, as well asa chance to spin the arrow again.
The game may be played for a class period, for a set time limit, such as 15 minutes. or for a total
number of points, 15 points for example.

SAMPLE QUESTIONS { .
J The Airline Stewardess demonstrates
o safety equipment and explains emer-.
AIRLINE . gency procedures.

" Answer: TRUE

Motcr dispatchers distribute route

: assignments to truck drivers.
HIGHWAY

Answer: TRUE
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Bonus

| N7
Airline ‘

Railroad




TRANSPORTATION: GETTING THEM THERE 43

Have you ever thought about the importance tnat transportation plays in our fives. The food we
buy.'the clothes we wear. the cars we drive in, and the water we drink are all transported to us by one
method or another. Five methods are used to transport goods and people — aircraft, highways,

pipelines, railways, and waterways. These transportation industries offer a wide selection ot career
opportunities.

-

Aircraft

Careers in aircratt are very popular today. The airline stewardess, sometimes called a flight
attendant. is responsible for greeting the passengers as they board the plane and making them
comfortable during the flight. She must also inform them of safety measures, procedures, and
equipment. The ramp attendant welcomes the passengers at the gate, checks their tickets, assigns
them seats, and provides the'n with travel information before they board the plane. The ticket agent
plans flight routes. compuces the ticket costs. makes reseivations, issues tickets, and checks

. baggage. Sometimes. he specializes in dning part of the activities. & reservationist is a specialist in

making Hight arrangements in advance. Usually. he or she tandles requests by telephone,

Technical details of scheduling planes arriving and departing are supervised by theflight controi
cpeciaiist, also called the air traffic controller. He is assisted by the flight dispatcher. who talks to the
J.fine pilgts landing or taking off in the planes. The crew scheduler isresponsible for assigning pilots,
1augators, and stewardesses their Hight times. Many other pecpie are emptoyed including the skycap
snotingsluggage toand from busesorcars. Thecargo agent handles freight that is being shipped by

ur. andg the girport superintendent or airport manager directs and controls all the activities and
nersonnel,

Highwai/s

Hizhways include commercial buses. long-distance trucks, and local delivery trucks. Many
s ple earn ther huing working for a moving van comparny. The moving van driver is responsible for
snecking mbrohandise inadéd on the trucs and having customers sign the necessary receiving
tarms. as aellasfordr, nithe truck Heisassisted by amoving van helper during the trip, and amov-
e an Inadger and s aer put the merchandise inthe truck. '

Many trucking firms hau! all kinds of goods cross country as well as short distances. They carry
focas, tuel, cars. and materials. The truck driver has a big responsibility and generally receivgs a very
zood salary tor long-distance driving. A freight handier and packer load his truck.

Most ¢f us have nidden on a bus at cne time 2r another. Aside from the bus driver who takes us
where we want to go, there 1s a baggageman who checks on baggage to and trom our destination. The
terminal agent sells us our ticket and gives us information, and the terminal manager supervises all °

the activities. If our bus s late, the bus tracer checks to find out the bus' location and expected time of
arrival.

When things are deliveréd locally by either a transportation company or a company with a
transportation departmentin it, the schedules and routes are the responsibility of the traffic manager
or supervisor. The man who actually takes the goods to théir destination is known as the deliveryman

nr rnntaman



Pipalinas *

Most of us don’t usually think of pipelines as a furm of transportation. If yod’want adrink of water, -

though, you probably turn on a faucet to get some. A worker who comes to check the amount of water
your lamuly ~_s usec for.the past month is called a meter reader. Water that is distrituted in a
government-controlied irrigation district is under the direction of a watermaster. He supervises the
equal allotment to all people and handles any compiaints. In the oil industry, the men who fill and
transfer oil are called pumping station operators. New distributors and station operators are solicited
by the dealer recruiter.

Railroads

Railroads have helped play a major rolz in the development of this country as the leading

. industrial nation in the world. They have been used to transport all kinds of products including cattle,
‘grain, coal, and cars. The people who are responsible for the loading of cars are called yardmen and
they are supervised by ayardmaster. The stationmaster directs and controls all activities and person-
nel in the train station, while the conductor is in charge of everything on the train. The conductor

coliects tickets from passengers and assists them in any way he can. The porter carries luggage for '

passengers and provides any special services needed, such as pillows. The brakeman and motaorman
assist him in running operations within the train in conjunction with the engineer. The station agent
sells customers tickets, makes reservatsons and plans routes. The callboy notifies employees of their
work times and approachifig trains.

Waterways

Our waterways are used to move goods Ioﬁg-distances fairly inexpensively. Dock hands are in
charze of foading and unloading merchandise from ships, tugboats, tankers, barges, etc. These men
are supervised by thedock boss. Theimporting clerk isresponsible for checking arriving merchandise
to make sure it is the proper kind, style, amount, etc. The export manager contrdis all the personnel
and activities involved in the shipment of goods out of the country.

‘The steward on a ship or ieisure liner assists passengers with th. ' ;uggage, as well as provides
many special services.: The ship, of course, has waiters to serve the meals. A special job opportunity
available on a cruise ship is that of a tour guide. The tour gunde escerts passengers cn special trips
‘when they land in port. The recreation or social director is in charge of coordinating all on board and
planned on shore activities for the passengers. The financial matters on the ship are handled by the
ship’s purser.

”



AIRPLANE STEWARDESS .

.

.

- 1. Renders vanety of personal services conduc:ve to safety and comfort of a;rlme passe ngers during
flight, ‘

)

Greets passengers, verifies tickets, records destinations, and assigns seats. ‘ 4
3. Explains use of safety equipment, such as seat belts, oxygen masks, and Jife jackets.

4. Serves previously prepared meals and beverages.

e

5. Observes passengers to detect signs of discomfort, and issues palliatives to relieve them of

ailments, such as airsickness and insomnia. , 4
6. Answers questions regarding performance of aircraft, stopovers, and flight sdQedules.
7. Performsother pérsonal services, such as distributing reading material and pointing out places gf

interest. . - e '

o r

8. Prepares reports showing place of departure and destination, passenger t.mket numbers meal

and beverage inventories, palhatwes issued, and lost and found articles.
9. May collect money for beverages. t o

“\ BILL OF LADING CLERK
2 . e
1. Prepares invoices and bills of Iadung ~ . .
2. Computes amount due from records.
3. Types invoices and bills of lading.
4, &ay type credit memorandums.
| . BAGGAGE-AND-MAIL AGENT

1. Supervises and coordinates activities of workers engaged I1n loading and unioading mail- and

baggage.
2. Coordinates work schedules in accordance with train schedules to insure the transfer of mall gud

* baggage is completed in allotted time. . .

3. Assigns duties to workers. ,
4. Observes workers serving passengers to insitre that they are courteous and helpful. ~

5. Supervises workers sorting. loading and unloading sacks of mail.

6.. Notifies station agent when transfer of mail and baggage has been completed in compliance with
ruies and regutations. :




, AGGAGEMAN
\a GAGEMA

1. Loads and stores baggage on passenger train or boat.

2. Inspects tags on baggage to insure that baggage is routed to designated train or ship.

3. loads baggage incar according to designation recorded on tags. placing baggage to be un! oaded
fast in rear of car.

4. Unloads baggaize from train or ship onto trailers at destination.

BAGGAGEMASTER

1. Recervesand directs stowage of passenger Daggage aboard ships and directs removal at destina-
' tion.

- N

_ 2. Receives baggage and prepares identification tags for forwarding purposes.

—

~

(V3

Forwards baggage.

1. Keeps rerords of baggage pertaining to iocation on ship and destination.

s .
2 R )

[$a)

Directs removai of baggage and answers inquiries concerning baggage.

BUS TRANSPORTATION MANAGER _
1 Directsvnotortransportation company to insure.economy, safety, effectivecommunications and
efficient utilization of equ»pment to provide satisfactory passenger servnce

Recommends revisions in and coordingtes scheduies, routes, and equipment 'md driver alloca. * ..
tions tu improve service and increase revenue,

3. Directs and coordinates dispatching functions and communication system.

Py

- “

Y

Handies operators’ grievances, admini.ters contract previsions, and recommentis contract revi-
sions, .

5. Inspects vehicles and physical facilities of terminal to insure compliance with prescribed stan-
V»dards tor safety, cieanliness and appearance.

CONDUCTOR

Performs a variety of duties on streetcars. subways. and trains.

—t

[\J

Collects fares.or tic-.ets.

3. Issues transfers,

4. Opens and closes doore. ' A .




W

Signals operators to stop or proceed.

Announces stopé.

Answers guestions of passengers. . ) -
Preserves order among pas'sengers. )

CRAFT-AND-MOVING ESTIMATOR
So.!icits freight or storage business by visiting homes or business establishments to estimate cost

of parking, crafting, moving, shipping, and delivering househo!d goods, machinery, or other
material. :

' May estimate cubic feet of storage or shipping space required, using cemparison chart.

DISTRICT SALES REPRESENTATIVE

Selects passenger bus depot sites along routes and sets up agreement between company and
agent. : <

Inspects depots to insure maintenance of company standards for food and passenger comfort
facilities.

Collects and audits ticket records and computes agent’s comm:ssion.

IL:E

)

2
.

5.

Advises agenri of bus schedule changes.
Investigates accidents and arranges settiements.

PORTER

Carries baggage for passengers of airiir2s. raiircad. or motorbus.

Carries baggage for passengers 0 Saggage room. ¢n to train. bus, taxicab or to private au-
tomobiie. |

Calis taxi.
Directs persons and provides informaton.

Assists handicapped. .

¥

*Redcap perfosms the same duties of a porter but you find Redcaps working in train stations.

“Skvcap performs the same duties of 2 porter but you Tind Skycaps working in airports.

—t

5 RATE CLERK

Calzu'ates fares for taxi or nonscheduiad or chartereéd hus trips from rate tables at regquest of

CUSIOMSTS. : -

74



Interviews customer or reviews written requests to obtain data on proposad trips.

3. ' St:udies maps to select or lay out and measure travel route.
RAILWAY-EXPRESS AGENT
- Super;/lses and coordinates activities of personnel in railway express nffice.
2. Dispatches trucks to pick up and deliver merchandise.
- 3. Prepares pzayroll.
4. Investigates and processes claims made by shippers.
5. Prepares statistical reportsindicating cost per shnpment revenue received, and comparison with
previous year's business.
RESERVATICHIST
1. Obtains travei and hotei accommodations for guests and employees of in-tustrial concern, issues
tickets, types itineraries, and compiles reports of transactiens,
2. Ascertains rates and obtains confirmatign of travel and lodging space.
— .—__3 lssuesandvualidatesairline ticketsfrom stock orteleticketerand ontainsratlapd busticketewhen
not kept in stock.
4. Preparesf for passenger travel booklet containing tickets. copy of itinerary, written lodging conr-
tirmations, pertinent credit cards, and travel suggestions.
SCHEDULEMAKER e
1. Prepares schedules for local or long distance transportation sysisms such as bus or streetcar
fines.
2. Studie‘s changing traffic situations and schedules of competing lines.
3. Determines number of vehicles and trips to be run. |
4. Assigns vehicle operators to runs. .
5. Prepares schecdules with attention to times of arrival and departure of wehicles or-cars at
cresslines or junction points where transfer passengers can be picked up.
SHIPPING CLERK
1. Supervises act .Ries ¢l workers engaged in packing and shipping merchandise
2. Determines methods of wrapoing.



3. Assigns duties to workers who select, pack. and wrap items. .
4. Determines space requirements and position of load in box cars.
5. Verifies accuracy. completeness and quality of shipments.

STATION MANAGER

1. Directsand coordinates ac*z.mes of workers at airiine transport statian or terminal point located

at airport. a

2. Directs routine preparation for flights such as preparation of freight manifests and passenger
lists, and issuing of flight authorizations.

3. Supervises transportation agents in transfer of passengers on travel-through passage from other
stations within airport to one operated-under his supervision.

3. Executes written and cral suggestions of dwision superintenden{ and station superintendent.

STATION MASTER

1. Supervises and ccordinates activities of railroad station emplovess and authorized departure of
trains.

2. Notifies emplovees of changes in arrival and departure times of trains. boarding track nur*bcrs
anz other information affecting passengers for announcement over lgudspeaker and for posting
on caliboard.

3. Ascerzains that shift workers and train crews report 2s scheduled. and obtains replzcements if
na2cessary.

2. Superuises actnities of passenge” service perscnne! to insure efficiznt, courteous service.

3 authorizes cepariure of passenger trains after transfer of ma:l and baggage is compieted.
delaying deoarture for arrival of cunpecting train or on netifcation of traincrew o'3an_ master.

STEWARD T

1. Ltends o comfort of passengers 2

2. Clar-es nassengers baggigs tCovToTE.

3 Seriescoid Srimes and Sn2CsE

TERMINAL MANAGER

T Slner.ses and dorelts acti.ties 2F oeitg oonIstns and terimz slatons

z M orag tarm nal neraonne!
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.. Insures that loading. unicading, storage. and garage services are available for handling freight
or.ginating in or consigned to terminals.

.TICKET AGENT

Sells tickets for transportation agencies, such as airlines, bus companies other than city buses,
railroads other than street railways, and steamship lines.

Pians route and computés ticket cost. using schedules and rate becoks.

Insures that cabins, seats, cr space is available.

Answers mquiries regarding airplane, train, bus, or boat schedules and accommodations.
May check baggage and direct passenger to designated concourse, pier, or track for loading.

TICKET SELLER

Sells tickets for travel on ferryboats. street railroads. and buses and for admission to places of
entertainment,

Depresses key on ticket-Zdispensing machine that autcr.atica'ly ejects number of t:ckets re-
quested by patron or tears ticket from reli and hands patron.

TRAFFIC AGENT

ustrial and commercia’

firm
anZ other organizations

tosoi ':xtfreﬁg it business and contacts travel agencies,
~ s¢licit passenger patrenage.

C
0
]
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W
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n
3
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w m

Cai's or zresoective s5 rpers 12 exclain advantages of using company facitities.

Explainsavaiatiergutes. iaad limits. and

s
aung. an3d nandiing fraigh

guipmentasatlable. and other suggesticnsand

A1

os and other organzations to explam avatiable accommoda-
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‘r.irms traffic dispatcher of disruption in service, using radiotelephone.

Determines need for changes in service, such as add:itional coaches, changes in route, and
revised schedules to increase operating efficiency and improve service.

TRAFFIC MANAGER

Supervises personnel and directs activities involved in routing, shipping, classification, billing,
and recording of merchandise sent out:of motor-transportation warehouse.

Directs handling of incoming-outgoing shipments and routing of merchandise by truck or mail.

Investigatesand makesclaimsto common carriers for lost or damaged merchandise ur shortages,
corresponds with customers regarding settiement.

Supervises keeping of records and moving of shipments according to established warehouse
procedures and interstate traffic laws, utilizing knowiedge of traffic regulations to soive problems
such as whether to charge tocal rates cor special rates for specific shipments.

TRAFFIC-RATE CLERK

Determines, and districutes to appropriate airlines, revenue resuiting from passengers traveling
on two or more Jirlines on a through passage.

utes and records diztributicn of revenue to each airline according to mileage, class of
passzge. ard fHype of ticket discount, using tariff schedules.
Vav vatidate costs arising from hability claims.

TRANSPORTATION AGENT

Te'echanes oons gness to renort arrival of air freight.

mes of crew members from teletypec message of
ht papers.

umbder Of paszsengers on a: piane's papers and

ns:iag. and com-

; 2
: DO!-&,-ES and coett o effect economs-
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Directs compilation and issuance of timetables.

Conducts continuous analyses of vehicle and driver assignments and analyzes scheduling for
possible ccnsoludatuon : @

Reviews and revises driver schedules to insx.;ré increased efficiency and to lower costs.
TRANSPORTATION SHPERINTENDENT

Directs operation of automotive equip;ment department of an establishment.

Negotiates with suppliers to purchase automotive equipment such as commercial and passenger

vehicles. tractors, traiiers, and related maternials 2nd supplies for transportation of company's
men and materials.

Procures siate required certificates of title and arranges for registrations and state inspections.
inspects automstive equipment, scheduling needed repair of service work.

Supervises operation and maintenance of equipment, storage facitities and repair facilities.

TRAVEL AGENT
Plans itinerary and schedules travel accommodations.
Ver:fies travel orders to insure authorization.
tugies routes and regulati;ns.
Notrfies pecple of travel dates. -
Aids people to complete trave! forms.
TRAVEL COUNSELOR
Plans trips for members of :auéqmobi-le csub.s.

MMarks sutable roads and possitie detours on rcad maa. showing route from posnt of ongin to
destinaticn and return. N .

Indicates points of interest. restaurants, hotels or other housng accommodaticns, and
emergsncy repa:r senvices avaiable during tno.

e - ol e =~ -~ TN e ol g N -~
Reserves hotei, motel, or resert accommodation by teiephone. teiegranh iaxter.
-
TRAVEL &UIDE
Srrangas ransponaton and cther accommodalions for growps of touruds fotloang Lo oaned,

= N L&
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Escorts groups during entire trip within single area or at specified stopping points of tour.
Makes reservations on ships, trainis, and other modes of transportation. '

Arranges for other accommodations, such as baggage handling, dining and lodging facilities, and
recreational zctivities. . , :

fccompanies-tour group and describes points of interest,

May as<ist tourists t~ 1 anitir 2rary, obtain travel certificates, and convert currency into travelers
checks or forsign monies.

TRUCK OJRIVER
Is respansible for 1oad until it'is received by shipping cierk.
May load and unload truck by hand

Vay lubnicate truck or make ming? repairs.
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TRANSPORTATION THINKERS 4

Ana'y s each of the transportation situations below. Think about the possible choices and then
der .- «nat you would do in that particular situation.

B -»an airlme stewardess, Marcia was responsible fer informing passengers of safety regulations,
Tau:07¢ 't and orocedures. Just as t*ie arplane was about to take off from the runway, Marcia
ioticed 1nat ore of the passenger.. had not extmgu»shed his cigarette. When she asked him to

~lease put it out. he barked. "That's a stupid rule. i'm going to finish Lhis cigarette.” If you were
Marcia. what would you do?

2. £ab wez w-lhusiastic about his new position as the stationmaster. Now, he was in charge of
& ~ ~nd controlling a!l personnel and activities in the train station. He wanted to make some
. The p'ace look~d dull and drab, but he only had $200 for improvements in the budget.
He Loeyr e could get some good materials with that money, but he would not be able to hire any
@ inCo the work. Bub decided that he would assign some of the station workers, including the
afianys. yardmaster. and the redcaps, to work half of their hours during the next two weeks on
stif:onmprovemerits. 1t was a slow time of the year, and they could work shorthanded at times. -
2 didn’t want to antagonize the workers, but he wanted to impreove the image of the station. If
su.t were Bob, how would you persuade the empicyees that they should work on improving the
stztion's appearance?

[l “T-v‘\:

-

Charies. the dock boss for United Shipping. was in charge cf hiring and firing 24 of the deck hands
whe 'oaded and unigaded freight from the company ships. Last week his export manager had
askegd hirm 1 hire'his son to work for the summer months. Charles had taiked to the young man
several times. but be just wouid not work like everyone else. He would take two hours for lunch.
come in late, and leave early. The other men resented his getting paid for the work he ‘wasn't

. doe ﬁg if you were Charles, how would yoo handle mrs situztion with your manager's son?

-«

)

K '10
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= AS tiesshio steward. Sam was charged with making the ship’s passengers comfortable. He

} r tided their rooms. and performed mary litile services for them. Two
I cabmins were hghting and throwing things at 3 A.M. in the
RERY ; er surrcunding cabins comptamned to him that the noise had been
song onfortas ".o\srs{ and tney couid not g2t any rest. if you were Sam. how weuld vou solve this
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Thane. tire pa&se*xger car conductor supervises and coordinates activities and the train crewﬁ

her ag,am. and she feil to the floor. If _you were in Thane's position, how would yQu hawdle this
situation?

-man {cr a bus company. Jack receives and returns baggase to passengers at the
.ACCo rdmg, to company policy, he issued a ticket tor each piece of baggage that 1s
h for her clam recefpt she %asd Th° baggaaeman inTampa d an't gnve me one.” Jack
4 a company tag on the box. WwWhat do you think Jack shouid dgo?

ft. Asthe only tickat agent on duty. she
ute costs. For some reasan. tonight was

sh:

e tizkats, check bags. plan routes, .md.._ mpu
. Cne man had asked her to check four different fiights to thiree difterert cities. Two
res hedme to departinthirty mirnutes and nine people with bags were in line behind
he man. T'ne man now asks her to give nim information about three more flights to three other
s cencerned about the other oeople getting on the plane. if you were Joyce. what

L N,
Jovece handled the airline counter gurning the m:dnigh
s

bt

Wt

A2y Into He* Sh<a i Jet
clerk was cne of her bes* workers, Hoa wauld you

‘men: f.':rr 2 .<to-.er and ﬁuttmg.th-—
3 because tne

vabion f ycu were Veiame?

O
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As the bus tracer for a well-known bus company. Shetla checks on buses that were late to
determine the reason and the expected time of arrival. Just as she was about to go to lunch, the
termina! manager asked her to check on a bus that was twenty minutes late. The bus was often

late. She knew it would take her at iezst fifteen minutes o track it down. She'd miss having

lunch with her hushand. What should Sheila do? ‘

prr——ip,

O

ERIC

Aruitoxt provided by Eic:

A}



45

[ 3
-~ MIIYYD i S YIINVO MY Q0H1ITY
NOILYLIHOdSNV YL NOHVIYOdSNY YL NOIYVIHOISNVHI NOJIVIHOSSNY Y I
’ ‘ .—_@_.a*wtcam—_cz nO PO JeY] 10 POAJOAUT D DINOM YY) Y10t

GOIL) JO <o) DYL DM TPOTDLW Yord 0} jxap ‘mojaq hHariuam saoeds ayj ul pasn ag pInom jey} uopiejodsiie)
JO SPON Lt By} 1S pue $3Onpold ay) Jo 810 §301as ‘dew BYY O $0IN01 LONEROASURIY dYY pudrE) DALY NOA 10}y

. S20J40T Y504 . DUIRW ‘pUCIog . _ SISO
ol oluedo :_,..Noi . LpLIot 4 "opueiQ . .;x;&c o

. J10) 190 4 SO . | SEX L UOISIAY) PO 2D

) 1402 JO SUDT) EMO) 'SUUION u;c 11407 }0 ..::.”_

\.c.::cx& (JIHSING INIOd ONILYY 1Y | CLONAOM S IYNIDEHO

SIOCGUWAS UM 10 'Sat] JO SPUDf JUBIaIpP fm:u:ua P10J0D 1o p Butsit Ag pustl 04 pinoss jiny)
UOHRLIOUSUEL) JO SPOLFOUT SNOLEA BUT MOYS "UOREURSHp JLy dyl o} Jurod jeudio syj oy $pood vy} anoti oy past
aq pinom jeyl syied uojepodsuesy sy o] AISNPUIL 90IAIGS BINOYIRIL 10 1D[1R) 01 By Jasaadal o) Juiotd Joyjgue
PPE OB HWNsu02 4 s puasardng juiod voneuSap [EUf o)} J0iNUIISIP 10 19jes )0y M & 10| Aemi So)| 004 inoye
wod eyod uat] ] "POIEIO]IQ |IM 18] 1BAL0D 10 105582040 DU BIBUM BPIDBE IXN LOELITSE) [RU1) ST IEBT |IIM ) :_:E;
yava dews .:: HQ adolm apa] Tlaet|s poayorele oy} uo .uC:_::u ) JO YRS 104 SHIOL Bupeys sy vand aae noy,

a . -

S LY

[N § Juiesy 9uIol o IR0 a9ED oy} UL S U0 S JAUNSU0D @ 0} PAIDAMBP O Y] WRIUL tay | Ansnpin
BIA1SS BUNBY I IO 19][4 }01 |2)0] © 0} SPOOH HSIY) PUASUINT UED JOINGHTSID 10 JD[RSZI0UM DU L JOJNGISIP J0 1)eh

- -aouyM TRUGEED T © 0y PaddIgs o 1SN AB) VDY | BUIHIBALGYD JO AUISSD0H 10} JDONH0IE 11101P 0] 1105 B 5N §10N

b
C-podd ouangy jo yuv g t; MPoId Keusdino 10 ARangen e Aayy yoim oy ::: ¢ .._: PUE SIONPOIL IN0OJ BIR MOJY Pijal)

- 0

'

27







.

' 4
TRANSPORTATION SITUATIONS ®

P:aze a chechk in the columns to show the types of transportation that best meet the needs of the
situaticns described below. Be prepared to discuss and defenc your choices.

H 3 B T T -
H | ! |‘ [
b . DA ! l ahi ' Wi T Car
Situatiens CoAir 1 Tramm , Bus | Ship | Aute | Truck | Taxi
i ] ! i Rent
S S : : ; - i
I Atamidyof five in Virginia wants P ; i ol
to take s vacativi and see all of P ‘ ;
the tourist atbrizctions around ’ . ! !
Qriando. Toay have tuo weeks , .
oy A th g . : ; ;
to s this !
- I : ‘
: : : R
. -
; : :
. | g
304 St Lrouis bus nessman. : '
TopreRsen for o time must attend ' :
& I87.2ni ot o Faim Beach . . ; .
. ,
- s i '
2. AfETgn Philagspnia want o :
st Oriands, Theydontaznttg . j
17 e tmercar, hutthey want o ‘ ;
aesThEr Tar LR tma , R
- B
= : I
Ce 3
&
N g ; SR
o

278
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Situations ‘ | A Jrain Bus | Ship | Auto | Truck| Taxi gzrnt
: !

-+
4

’ 7. Two office workers from Bal- I
timore. on a limited budget,
wish to spend most df their
two-week vacation in Ft.
Lauderdale. '

" 8. A car manufacturer in France f i
war.ts to send 100 cars to )
Jacksonville, Florida.

9. A noted actor heeds to make a
- quick connection between the
St. Petersburg and Tampa
atrports that are only 20 miles
apart.

~ ! i

10. A wholesaler in Jacksonville
wants to send twenty boxes of
hardware to a retail customer
in Gainesville, 5 i

b oon
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COMMUNICATIONS CIRCLES

\
Telegra-~ ' General S Floor
pher \ Reporter @ssenher Man )
. \
\___‘ . N '//

Service
L Observer

\
N

- ‘ '\
| Unit Service Copy
Superviscr Assistant Editor
\ Y. )

//"‘ ,,-—-—\,\ /—\‘ . . P
\\ . \\ // \ / \.\\
\ \ / ’ \'\
Jomimenta- | Service ms i
[ Commenta- Service | [ Director /Cox imercial
\ tor / Rater |

! . \ Rep Newscaster
\ S \ j \ J
\_/ \\__/

jpE——

AN /\ / ' \\\
News

/

. Group ¢
| Director | Tracer / ( Operator Operator )
- \

L N N

/

//_\ .‘ \\'\ . ' '

K \ / \\ /\ / < 7
E.?'to”:’l ; [ Columnist ' - ity
1\ Writer j

. a \ [ Managing
// \\ T Editor - ( Announcer / Editor
S~ \\_// \/ K_/ .
. ;



COMMUNICATIONS CIRCLES—KEY

Service Telegra- General
Rep - . pher Reporter Mescenger

Service
" Assistant:

Unit
Supervisor

Beat Service
Reporter Observer

Copy
Editor

Newscaster

Commenta- Service Commercial

tor . Rater Rep
News _"Group
Director Operator Operator
Editorial Columnist - Announcer Managing

Writer Editor




S ~ COMMUNICATIONS CAREERS | 8

, The commumcatnons mdustr»y aids péople in exchani g information through sight and or hearing.
Ma;or areas of the industry include telephone/telegraph COmpames and the mass media.

Most mass media businesses, such as newspapers, radio. and television, provide both communica-
tions services as well ag promotional business services. In this unit we will discuss those marketing
careers in the mass media which are primarily mvolved |n transmitting information, rather than
promoting a product, service, or business.

P
-

Four major communicatioris businesses and marketing careers available within them include:

-

PUBLISHING COMPANIES (NEWSPAPERS, MAGAZINES, BOOKS)

Beat Reporter . Coverqacertam|ocalterr|tory for nev.s inthe field, such gs police
v headquarters or government offices, for a newspaper °
City Editor Supervises alllocal reporters and determines what stories should
be covered
Circulatior. Manager - Supervises distribution of newspapers and magazines to sub-

scribers and dealers

Columnist Writes commentary articles on general or specialized topics, -

rather than new stories
. o

Copy Edltor . Writes headlines and checks reporters material to correct ervors
. and rewrite if necessary
Correspondent = - Works away from the home office town and relays stories by
. phone, cable, wire, and mail. (Examples: Foreign, State,
§ Washington) . :
Critic ) Attends entertainment functions and reads publications, virites
: reviews for plays. books, television. étc. ’

Ediforial Writer Prepares short articles of opinion which appear on the EdItOrlal
) page of a newspaper or magazme

Genera' llustrator - Sketch or draw pictures for articles, stories, humor, or editorials

General Re~ ter, Coversa variety of news asitoccursandtipscomeintothe office'
L] . .

Inserter - Places specia! sections, circulars, or announcerhents wnhm

newspapers or magazmes

Managing Edlt - Directs ali other-editors and personne! and has the final say in
hiring, firtng, and personnel activities

AN =

-



O

ERIC

Aruitoxt provided by Eic:

Researcher
Rewriter

Specianst Reporter

Gathers and checks facts for writers and editors
Takes news facts over the telephone and writes the story for print

Writes for a specific area of knowledge, such as sports or busi-
ness :

BROADCASTING (RADIC, TELEYISION, FILMS)

Announcer
Commentator
Continuity Writer
Jire.ctor

Dics Jo\.key
Floor Man

Newsca ‘or

News Director

Producer

Chirf Opera-c:

Commercial Rej.resentative

Customer Ser.v.-e Engineer

Group Supervisor

Gives information of interest, introduces shows, may act as a

--moderator interviewing guests

Araiyzes, mter,)refs, and broadczsts news received from various
“ources .

tepares special announcements, fillers, and news outleting for
the air
¥
Cupervises activities of performers and technica! worke:s for a
presuction
o

Husts a radio music show, provides entertaining.chatter, inter-
views guests, ind reads commercials

Holds cue cafds for performers, checks props for placement,
informs perfcrmers on positions and directions

Writes daily news stories and delivers them on the air

Supervises al! broad:asting news workers and activities for a
staton .

.
Direcis all persor el and aCtIV|tleS for a show, selects scripts,
handics fmanct” . : ‘

TELEPHONE COMP 1MY

Oirects all activities of operators, assistants, and group super-

ViSors

“2ntacts business custor:ers to assist them in determmmg the
.vice and equnpme-nt they need

Sails complex equipment to large buziness customers and ex-

plains its use

Overse~z a sectinn of aneratare and accictantc far an aroa nf



Operator

Service Assistant

" Service Observer

. Service Representative

Unit Superviser

Call liessenger
Manager
Messenger

Receiving Agent

Gales->eivice tngineer

Service Rate-

legra,.er

Tracer

Assists customers by making long-distanze connections, pro-
viding local unlisted numbers, and giving assistance in making
calis

Trains and develops operaters for different arear of service

‘Checks with customers tc determine tha guaiity of service given

to customers

Handles customer inquiries, recommends and sells the types of
service and equipment needed by individual customers

Trains and directs a group of service rapresentatives

,

TELEGK APH CGMPARNY
Telephones addressee and reads the telegram message to him
Supervises all cersonnel and activitics in a telegraph office

Deiivers teiegrams to addressee 2ng collects charges when
necessary

Accents teiegruih messages by phone or in person, guotes
charges, and may acceix vioney '

Works with busmessesimd agencies in the selection and use of
telegraph equipanignt

Sounis words it @ message, cetermines charges, and makes the
cost on the message for bitling :

Transmits a~d receives messages using the teletype equipment

Foiavs-up customer inguifies concerning telegraph messages
sert

O
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s COMMUNICATIONS CROSSWORD PUZZLE 43

Twenty-three marketing careers in communications are found in the crossword puzzie on the next
page. Read each description below and fill in the communications career explained in the blanks
proviged.

ACROSS

-~

1. Transmits and receives messages using the teletype equipment.
3. Directs all activities of operators, assistants, and group supervisors.
- 5. Supervises all personnel and activities’ in a telegraph office.
7. Analyzes, interprets, and broadcasts news received from various sources.
9. Gathers and checks facts for writers and editors.
10. Works away from the home office town and relays stories by phore, cable, wire, and mail.

14. Covers a certain local territory for news in the field, such as police headquarters or government
offices, for 2 newspaper.

15. Delivers newspapers to subscribers, sells them around town, stocks news vending machines.

-

—
16. Holds cue cards for pertormers, checks props for placement informs performers on positions
ard directions.

18. Writes headlines and checks reporters material to correct errors and r=write if necessary.

19. Handles custon‘kx inquiries, recommends and sells the type of service and equapment needed
by individual customers.

.

20. Oversees a section of operators and assistants for an area of service.

21. Contacts business customers to assist them in determining the service and equipment they

need. )

DOWN ~ . :

1. Follows-up custorrer inquiries concerning telegraph messages sent.

2. Covers a variety of news as i_t occurs and a“ tips come into the office.

3. Attendsentertainment functions.and reads >ublications, writes reviews for plays. books, televi-
sien, etc. -

- -



11
12.

13.

17.

Supervises all broad~..~ting news wcrkers and activities for a station.

Countswordsinamessage, determinescharges, and makes the cost on the message for billing.

~

Di-- :ts all personnel and activities for a show, selects scripts, handles finances.

Assists customers by making long-distance connections, providing local unlisted numbers, and
giving assistance in making calls.

Directs all other editors and personnel and has the final say in hiring, firing, and personne!
activities.

Writes comméntary articles on general or specialized tcpics, rather than news stories.

%

¥
<



COMMUNICATIONS CRGSSWORD PUZZLE
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RECREATION DIAL — KEY

ADVANCE MAN
ATTRACTION GUIDE
BOOKING AGENT

BUSINESS MANAGER !

———

v CADDY

e

CADDY MASTER
'}CéLLER
CASHIER
' EﬁECKER
'CGNCESSION ATTENDANT
EXERC!SER
FACILITY ATTENDANT
GOLF COUNTRY CLUB MANAGER
LEENSKEEPER -
HANDICAPPER
PUBLICITY AGENT™

PROGRAM SELLER"

: p—

These marketing careers in recreation should have been revealed:

PROP MAN

PROP MASTER

RACETRACK STEWARD .
RECREATION DIRECTOR
PECREATION SUPERVISOR
RECREATION SUPERINTENDENT
RIDE OPERATCR

SOCIAL DIRECIOR

TALENT SCOUT

THEATRE MANAGER

THEAT R!C.A.L‘AGENT

TICKET BRPK'ER

TICKET SELLER

TICKET COLLECTOR

TOUR GUIDE

. USHER

e
















N
. o WOULD YOU OR WOULDN'T YOU? - 5
Listed below are thirty-rhree marketing careers in recreation. Place a " - " next to those you think you
might be interested inhaving foracareeranda’™ " nexttothose you would not be interested in doing
as a career. . ‘
____ ADVANCE MAN ____PROP MAN
3 ) :_,lATrﬁAcnow GUIDE _____PROP MASTER )
_ BOOKINGAGENT , - ___RACETRACK STEWARD
)  BUSINESS MANAGER : _A_,___WRECREATION‘ DIRECTOR
CADDY - ' o . RECREAT!ON SUPERVISOR &
CADDY MASTER __ RECREATION SUPERINTENDENT
_CALLER o . RIDE OPERATOR
 CASHIER - ’ __SOCIAL DIRECTOR
~ CHECKER " .  TALENT'STOUT
> CONCESSION ATTENDANT « ____THEATRE MANAGER
_EXERCISER . ° o ¢ THEATRICAL AGENT.
i FACILITY ATTENDANT ___ TICKET BROKER
 GOLF COUNTRY €LUB MANAGER _TICKET SELLER
_ GREENSKEEPER _ S TICKET COLLECTOR -
 HANDICAPPER . _____TOUR GUIDE |
___PUBLICITY AGENT ____USHER
PROGRAM SELLEé R

Selectthe three that you think you would most hke to have as a career and tell why you feel this way in
the blanks below. ~

3

1. .
5 -
S '
s
o =N <ot .

2N

« ‘ 289




. . table to form the job hunt deck.

) JOB HUNT*
Participants I _ . MR
5-6 Players {one player serves as the Dealer)

"Preparation

The purpose of the Job Hunt card game is to review and reinforce {he recreation careers available in

- Marketing Servites and the job functions that each of the career personne! perform. To prepare for

the card game. one job titlée card and one jOb duty caid should be developed for each of the thirty
customer service dccupgtions bélow: .

Advance Man . Exerciser . Ride Operator

Attraction Guide " Facility Attendant Social Director

Booking Agent . Golf Club Manager ‘ Talent Scout -
BusinessManéger ' Gteenskeeper : Theatre Manager. ..

Caddy Handicapper  ~ Theatrical Agent

Caddy Master Program Seller © Ticket Broker

Caller Prop Man Ticke! CTollector

Cashier - Prop Master " Ticket Seller

Checker ' . Racetrack Steward . Tour. Guide ’ N

Concession Atteridant Recreation Cirector Usher
Two colors of posterboard, cardstock, or construction paper should be used sojhat the job title cards
can be disginguished easily from the job duty cards. "’

Directions ' ’ o
The dealer gives edch player five or six job duty cards, so that all of them have been distributed. He
then dealseach player two job dutycards. The rest of the job duty cardsare placed inthe middle of the

— L4

Each pIayer checks the cards in his hand for possibie matches of recreatmn job titles, and jgﬁ uty

cardsand puts them together in his hand. Next, each player should study the other job duty cards to
determine which job title cards he needs. A small notepad would be helpful to keep track of job duty
and job title cards needed.

v -

The game is begun by the dealer. He places any matched pairs of job duty and job titie cards on the
tableirnfront of him. If he has laid down a correct match he proceeds witii his turn. If he has incorrectly
matched a Io_bduty card and job title card, he loses his turn.

If no match was placed on the table or if cards were correctly matched, the dealer selects any other
player and asks him for a needed job title card. If the player asked has that card, he gives the dealer
that job title card. The dealer places the matched pair on the'table and earns an extra turn. An extra
turn is earned foi each match obtained by gettmg a card from another pl. er.

'Developed and reprmted with the permission of Mrs. Eunice Cornelius.

292
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.

if the player asked does not have the job title card which the dealer reqffested, he says, "'job hunt.’
The flealer draws the top card from the job hunt deck and places it in his hand. If the job title card he
drew matckesa job duty card in his hand, he fays the pair on the tabfe infront of him. If he drewthe joh
titie card which he requested from the other p:ayer to form the match, he receiwves an extra turn.
Otnerwise, his piay 1s over.%, .

* -

A henever 3 player places a matched pair of cardé onthe table, he must read the name on the job title
~ard ang the description on the job duty card to the other players tor their approval. If it should be an

nenorrect maten, the player loses his turn. Inaddition, he must return the job title fard to the bottom
of the s;ob hunt deck. . -

The maime continues with the piayer to the dealer's right and procc-e’zls around the table to the right.
Play cortinuesinthe order explainegd above vntil the job hunt deck of job titles is gone. From thys time
5. a player's turn ends when hie ashs ancther player for a job title card and is told to “*job hunt.” The
first player to get rig of all the cards in his hand wins the game.

Sample Game Cards

JOB TITLE JOB DUTY

o e

Coordinates and arranges
. details, such as stage
ADVANCE MAN . . settings and programs for
E . a traveling entertainment
. production

| ) Supervises Golf caddies

L R l . ; for a golficountry club
CADDY MASTER or tou:ing golf pro-
fessionals

Secures bars or strap and
RIDE OPERATOR runs amusement equipment

e

& ' Handles bookings and
THEATRICAL AGENT contracts f=r a number of
\ e.:*rtainment performers

293
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N RECREATION RUNAROUND >3

’
~

Readeach of the job descriptions below and decide which marketing career in recreation@xplained.
Place the letters of the career titleé inthe appropriate spaces of the runaround puzzieon the next page.

1. Plans, crganizes directs, and controls all personnel and activities for a public recreatuon
department, private clubs, and commercial businesses.

. 2. Accepts fees for €ntrance, rents and-or sells equipment and supplies and provides customer
" information tor sports facilities. such as golf.country clubs, bowling alleys, ski slopes. and

Y tishing boats. .

3. Provides special handling of all business arrange‘nts,and details for a pertormer, including
coﬁtracts wardrobe, and travei. '

4. Walks horses and dogs before and after.a race for people to view or to cool the ammall.-»‘

5. C00fd|ndte% actisties of racetrack personnel and negotcates with other racetrack ofhcuals anu
the state racing comrmssmn . "

€. Directs ail activities and personnel for a golf or country ciub, including the dining room, pro
shop. and grounds.

/. Purchases large numbers of theatre tickets and resells them at varying pr|ce<, depending upon

the time and demand. . . R "

8. Qverseesone area ofactnvmesand personnel, 5uchastenn|, |nd00rg,ames or swimming for any
recreational center, club, or business. - . ‘.

. e v ) , .
9. Greets customers, directs them to their stations, secures on straps, or bars, and runs the
agrusement equipment.

~ N
[ . ~

10 Coordinates and directs all recreation activities and personnel at a center'such as a community
recreation area, YMCA. camps, or private resort,

.

[
s

Escorts chients to desired places explaining special points of mterest: on a tnp may chec k
accommodations and other arrangemenfs

12. Handlesanumber of performers to secure contracts and bookings tor entertainment purposes.

-13. Arranges necessary display props on a theater stage for a oroduction or event.

14. Supervises all activities and workers 1n @ movie theatre or playhouse. .

” v 5 . s ~ .
15. Announces numbers and letters drawnin a bingo game, records those drawn, and distributes
prizes to winners.

16. Represents certam entertannmpnt businesses 1n securing performers or attragtions for the
businesses.

234
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- For the good times! -
. or g imes!
Recreation includes feisure activities in which people engage-for entertainment or amusement.

-Entertainment activities are those in which the person is not an active garticipant; rather, he is a
spectator or listener. These would.include moi‘/ies, attractions. concerts, and sports events.
Amusement activities involve the individuai actively as a participant, such as golf water skiing,
campmg games.

Many businesses #re solely concerned with recreation activities for amusement or entertainment,
such as countryclubs, theaters, and amusement centers. Many other businesses provide recreationat
activities and facilities to appeal to their customers, sucn as hotels.motels, transportation com-

pames and real ostate devb!opments ,

- *

Some of the marketing careers in recreation include: _ "

Advance Man Coordinates all ar'rangemenft details. such as tickets, programs,
state setting, and.publicity f0r a travehng enterta:nment produc-
tion. .

Attraction Gunde Explains various points of interest for visitors to a special tourist
center or event.

. .
Booking Agent ' Represents certain entertaimment businesses in ecuring per-

formers or attractions for the businesses.

Business Manager. Provides special handling of all business arrangements and ce-
' 2 taits “or a performer, including contracts, wardrobe, and travel,
{sometimes called a business agent). :

A\

Caddy Assists a golfer by carrying his equu_pment‘, making sure it is in

. proper condition, advising himon course conditions, and keéping
his score.
.Caddy Master . Supervisor ©f golf caddies tor a golf: country club or professional .

touring gr0up

Caller . Announces numbers and letters drawn in a bingo game, records
those arawn, a.d distributes prizes to winners.

Cashwer - . Handles the exchange of money for entrance fees, bets, win-
nings, or change 'n places such as imovie theatre's, racetracks,
and amusement centers,

- 297
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Checker

Concession Attendant

Exerciser

Facility Attendant

Recreation Superintendeﬁt

Ride Qperator
Sociil Director
Ta;ent Scout
%heatrhical Agent

. Theatre Manager

_Ticket Broker

Ticket Seller

-
-

 Examineg winner’s bingo card to determine its correctness, may

-

provide change and cards to piayers.

Sells foods, beverages, and novelties at an amusement or enter-
tainment business, iticluding novies, sports events, and con-
carts. .

V¥atks horses and (1'ogs before and after a race for people to view
or to cool the animal.

Accepts fees.for entrance, rents and/or sells equipment and
supplies and provides customer information faor sports facilitieg, .
such as golficountry clubs, bowling alleys, ski slopes, and tishfhg
boats (called a racker in billiard parlor).

<

A 4
.

Plans, organizes, directsy and controls all personne! and ac-
tivities for a public recreation department private clubs, and
commercial businesses.

Greets customers, directs them to their stations, secures on
straps or bars, and runs the amusement equipment.

Arranges fov other activities than those provided by a club or
tacility, such as fashien shows, theatre tickets, tours, etc.

-

Travels to various entertainment spots iooking to find new per-
formers for theatrical agencit¢:s and entertainment producers.

Handles a number of perfarmers to secure contracts and book-
ings for ente-tainment purpose;. -

Supervises all activities and workers in a movie theatre or
p!ayhouse.

Purchases a large number of theatre or performance tickets and
resells them at varying pug:s depending upon the time and
demand. -~ '

Handlex money and tickets to ¢ dmnt customers to an entertain-
ment or amusement business, such/s an amusement park, or
tourist attraction.

298
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.

Ticket Collector Takes tickets from customers as they enier an amusement or’
’ * . entertainment area. o’
Tour Guide Escorts clients to desired places explaining special points of
) interest; on a trip may check accommodations and cther
arrangements. ’
Usher . Shows patrons to their seats, providing ahy necessary informa-

tion and sometimes programs, for such placesas concerts plays,
movies, and sports events

Differe nt kinds of récreation activit'a: and tagilities are designed to se—e different groups f people.
Camps and amusement parks for-¢» u'nple are primarily designed for you 3g people. Golf and Country
Clubs primarily cater to adu/ts. Swme rncrealeonal businesses such as movie theaters and certain
attractions may appeai to aii grougps ¢f people. ) t

&€ . .
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' BUSINESS smv:czsscRAMbLE - 55

Unscramble,the terms beiow to reveal the ten major categories of business servuces The first two
students to complete the puzzles will become team captains fof a “'career mvestlgation in business
Ser!CeS

FEFICO

-~

TNPRMiOOO -~

LSSEA ) . ;

GBYNIU . ..

KGMRTNIE HREERCA

LAANNMCF -

TEANNM!ENGA

RYSTEIVC Y

B ATGANKIE GMTAAEENNM GCNOISTULN -

- 4
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i~
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S A BUSINESS SERVICES-SCRAM.BLE—-KEY
® Unscramble the terms below fo reveal the ten major categoriés of business services. The tirst two
students to complete the puzzles will become team captains for a “career investigation in business

services.” . ' | ‘

FEFICO | : 'OFF}CE‘ _ ' ’ o
TNPRMICOO PROMOTION

LSSER : | SALES

GBvNﬁu'  , R BUYING

KGMRTNIE ;iR[EERCf\ - MARKETING RESEARCH - . .__
LAANNIICF | | " FINANCE '
TEANNMIENCA MAINTENANCE ;
PYMMEETN@T . ) EMPLOYMENT

fevs}EIQg SECURITY T

RMTGANKIE G."«”TAAEEN.N‘M GCNOISTULN

MARKETING MANAGEMENT CONSULTING
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- MARKET!HG CAREERS IN BUSINESS SERVICES 56

There are ten major categories of business services:
Prornotion Services-~provide speci" services to help an organization promote sts products, 1ts name.
and or its services; examples include advertising agencies, advertising checking service, advertising
specialists. saies contests organizers. sale’s promotion agencies, display designers, disptay installers.
distributing services, and public refations firms.

’
.

Sales Services —hand!le the sale of special or 2li lines of products for a company or severai~ompanies;

" may conduct special sales such as auctions or business liquidations, »nd may engag: in tine sales of

businesses: examples include manufacturers’ agers and represerntatives, distributors, business
brokers, auctionee.s, ang liquidators. ' oo o ’

[y ' .

Buying Services —places orders for merchandise, arranges for shoviroem visits by company persor:
ne!. and provides such irformation as sales trends, new styles n(yw -olors, or new models; examples
mclude resizent buyers, purchasing services and brokers. N S,

. - - E ?

Marketmy Researet Seroneys - provide information to organizations to guide.them in mak:ng man-
agement gsfioony ana pohioes, may perform such services as determine, consumer preferences,
evaiudte sales campaigns, identity new markets, determine commerciai covevage area ot radio wnd
telovision statons and cooduct opiian pulls examples include advertising research. ket re.
search, motivation research, consumer research, and catculating service

’

Markenng Management Consulting Services-—study the operations, procedures, policies, and'oi
organization of a‘compdny and recommends ways to improve its effectiveness and etficiency. .

Office Services-—include a variety of services which either supplement the activities conducted in a
company’'s offices or provide specia! services which improve the operat.ons and activities of a

‘company'’s offices: irnclude, such examples as secretarial services, addressing.services, copying

services, delivery service, telephonie ancwering services. and office equipment.rentals and leases.

L

Security Services --help to safeguard the property of a company and provide recommendations o
ways by which a company canimprove Its gwn secunty measures; examples include security consul.-
ing, shoplifting p: ectlon nught survelllunce wafch dog security, guard service, and detective
services. ) . p

'

Maintenance Services—"elp to maintain the cleanliness of a company and keepits equipment and or
physical surroundings in good repalr examples include window washing services, jamtoria! services,
linen service. uniform service, renovation services, and equipment maintenance services.
'~

Employment Services—serve as @ middieman or brok.e;}either for a ;ob applicant or.a company in
bringing the two together-and matching the right person to the right job; may provide persons for
permanent, part-time, or tém‘por_ary empioyment; examples include employment agencies and em-
ployment contractors.

c

. a i

F/nancra/ Bu.iness Serwces—prov:de such services as acuounting, bookkeepmg credit investiga-
t»on and collection services to compames .

x

"
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Examples of marketing careers found in each category of business service include: *
| » .
Marketing Careers Common to All Business Services o -
Salespegson, Business Services—solicits and selis various types of businessservices; develops

lists of praspects, calls on prospects te 2xplain services available. writes orders, and schedules
initiation ¢f services.

Service Representative—calls onclientson a regularly scheduled basis or as needed to determine
customer satisfaction with the service and to resolye any compiaints which the customer may
have. . . N, .

‘\ -

Owner / Manager—directs all of the activities. operations. and personnel involved in a company
. which produces and markets a particular type of business service.
J ‘ .

“)

\ Un/qge Marketing Careers in Business Services
A. Promotion Services o ' ;

- Aagvertising Agency Manager—directs the activities of an advertising agency 1hcluding such
things as planning advertising camaaigns. coordinating the activities of the various departments
within the agency. soliciting new accounts. and conducting ma.lings with agency personne! and
chents. - :

- - - -

rd
Advertising Assistant—assists 1in plaaning advertising programs to promote the sell of a
company’s p‘roducts.Or services.

Advertising-Display Rotator—assembiles and rotates advertising displays-to different outdoor
locarions. ‘ R

el

Copywriter—uobtains information about 2 product or service and the advertising sponsor and

R
prepares the orrgma' copyforapr :nfed ad orthe written scnpt or radio. television. or other audso
ad\.'ertl<m< means. - : -
. -
Display Designer—creates and p'ars displays on a drawing board’
Display ,’v,’én—arranges the n eru']anc se and progs into an attractive d|>plav as created by the
cesigner. o i -
Display Manager —coordrnates activities with otner departments in determining merchandise to
ba dxsp!ayed and suparvises dispiay ~orkers..
Orsplay Technician—prepares ans cleam dm.,a. area and assembies or returns nacessary
r;kr:handuse .2rd props for the dispi3y man -
Disptay Trimmer——addstheback drops. flnor covening. and other 2isplay accessories indicated by
fhe disolay man. ) . L -
lustrziar—-cveates a picture Cr desgn to ‘-'?.*.D'é’\?_u shaa @ oraduzt or senvice descnibed in the
taoy ot ar
Levoutia
L4 -
Q ' ) .
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Proof}eader——compares the final copy of an ad, Story. article. etc., with the finished printed
product to detect and corpect any errors.
<

Public Relations "an—plans and conducts programs to develop goodwill for a business. organi-
zation, or institution. :

Sales Promicter—plansand coordinates special prorhotional campaignsusing techniquessuchas
samples. contests. stantps. coupons.. -

\

Sign Writer—creates by hand or uses a sign printing machine to make display showcards,
billboard signs. and other visuatl promotion aids.

Sales Services

Auctioneer—sels products or merchandise to highest bidders at an auction: may plan and
conduct the auction-sale including the appraisal of the merchandise and assembting it into
designated lots according to certain values or classes.

Bus:ness 8roker—usually specializes in the sate of businesses; solicits owners who desire to sell
their businesses and buyers who wish to purchase a business and brings the two together *o
transa;t the sale. -
Distributor—serves as a sales agent or representative for one or more manufacturers: may seli to
other manufacturers. whoiesalers. retarlers. or to the retail consumer.

Liguidator—arranges for and conducts the sale of certain iines of merchandise which are being

sold aut or discontinued by a business or may arrange for and conduct a close 0ut sale of a
Lompany ‘s entire inventory.

'.~’anu‘>c‘urer'< Representative—seils a manufacturer's goods to whoiesalers and retaiiers for
resale to consumers.

Fioneer Salesr ran—serves the manuy? .,Ltue' byp'omot.mor selling new proddcts naw usesfor
rr2 s selting methad

)

interest on part of industrial and cr u!tmate con
titres ¢t a produact.

S_,er—orders merchangiss for g retater or whgissaler for resaie {0 consumer Or & retailer.

n o retailers
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{mporter—buys foreign goods for resale to retailers and wholesa:2rs.  «

Jobber—buys merchandise in odd lots (quantities. sizes, etc.). prices and packages them if

necessary, and resells to retailers.

Resident Buyer—buys apparel, dry goods, general merchandise for retailers or wholesalers from

his office located at a central market.
Marketing R‘esearch Services
Analyst--studies and interprets the data that is cp'llected.
Coder—gathers, sorts, classifies, and tabulates necessary data.

-
Director ——coordinates and adminusters all personnel and policies.
fecnaist—serves as a consultant to the director and research team
Editor —develops and oversees Ehe use of a mailed guestionnaire,
E.a-‘ua:lo.r——cbserve_s actions of peop.e without talking to them.
‘nterviower—conducts surveys with a direct. face-to-face contact.

I eshizator-—conducts a continuing survey with 2 pane! group.

Scesiatst—congucts expertmantal researct scalé modei.

-y
o
<
lnd
[44]
v
-
3
gt
%)

S.pernvisor —tramms ana oversees tield personnel handling survevs.

-

Tranee —assistant to the superisor. speciahist or analyst.

larsenrg Yanagemehr Consuling Senvices

. - evN e i~ - ’ -4 Se & S e~ - - i~
Uanagemman: Consultant—studids the organizaton and eperation ot a g
ormendscnangastomncreass 2t oens, mavspacidiizeinsuch areas a

30.3 \»

Te/sphone Surveyor—obtains the survey information by use of a phone.

spP

company and rec-

Vi



F. Finarcial Business Services

-
Coltactor —locates customers to collect insta !men*s overdue accounts. or bad ¢hecks.
drages - may purchase the “accounts'due” from a business at & discounted
re cdvechen agent tor the cortpany for a pnrwnt:g of he dotlar amount -
c-t';; the actioties and personre wagaged in collecting past aue accounts or bad
o Tolprron Cietkopotifes Justomers of delinguent accounts and attempts te obtain payment.
Credit Analy st—evaluates Laying hahits of customers: vho are gehinguent in paving thelr b:lls te
detarmme what action @ zompany snguld take.
M"eza‘.cger nne! engaged inaudit investigations and
. s, and provides the creditregerts to company persannel,
Cregir Clerk—vanties Credit referances and information given on a credit application: may
determime or recommeany cred:t hmi
Crocirargd Collecton Vo e activities and personnel engaged in credit investiga-
tions and coilections. :
Cregit o estigarar—cnec-s past Mistory and current status of persons and businesses applying
for cradit: evaluates his “ndings 2nd subits a report to his client or credit authorizer of the
. company .
~". ~
L4
s - -
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| BUSINESS SERVICES TWIRL  ~_ . - 57
\.> .

PARTICIPANTS ‘

: Moderator Judge 2 Teams 1 Scorekeeper Timer

PREPARATION:~

Tre parpose of this game activity (s to familiarize students with marketing careers in business
sruices. Seiect astudent to serve as a moderator judge and cne student to serve as the scorekeeper
d timer. Divice the rest of the class into two teams and have each of the teams choose a captain.

¢ team captain will arrange his group in the order in which they wiil take their turns at the wheel

e mod er—Lor wi'l flip a coin to determine which team will begin the game.

fr

<
-
v
3
-
v

“‘ (1w

DIRECTIONS :
TRz rouiette whee' shown on the game haard depicts many of the marketing careers found in business
serv ces The furst plaver of the team winning the toss starts the game by spinning the arrow. The
tudent must give one job duty of the career on which tne arrow I2nds. and identify the category of
1©35 Service in w*‘vm it is found. If he answers correctly. his team receives one point. if he does
answer correctiy. the first player in the opposite team may answer the question. If the opposing
m D’ayer is correct. he scores a point for his team and aiso takes his-turn. If the opponent is not
. his team does not eacn a point but he stili takes his turn.

3 G
I
g

(9]
P

re -
[s7 I
16

«
e
-4
v
')

(4]
¢
!

Each team nas 10 seconds to give his answer. If he does not answer within the time period. a buzzer
scunds ana the Jpposing olayer may give his answer. if a player sans the a¥row and it rests on the

cnus’ a’rea. h:steam earns 5 extra points and spins the arrow again. The game may be played for a
given time period. 45 minutes. or for a given number of points. 20.

N

W
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BUSINESS SERVICES TWIRL GAMEBOARD

Manufacturer's Representative
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BUSINESS SERVICES CAREER SEARCH
Forty of the marketing careers found in business services are included in the puzzie below. As a nint,
* there dre 28 careers across and 12 careers down. Circle each title when you locate :t.
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. ‘ BUSINESS SERVICES CAREER SEARCH——KEY
Forty of the marketing careers found in business services are inciuded in the puzzie below. As a hunt,

careers down. Circle each title when you locate 1t.
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‘ MEETING THE NEED IN BUSINESS SERVICES

Examples of ten different busine:s neggs are given belcw. For gach of the needs described, you are
to detérmine the category of business sérvice which couid fulfill that need and iist it under the first
column. In the second and third columns, identify two marketng careers which m:ght be involved in
prov:ding that particular service. For the purpose of this assignment; you are not o identify the three
common marketing careers in the first six categories.

NEED T SERVICE MARKETING
CATEGORY CAREERS

1. The owner of Jili's Childrer’s Shop is not
skitled in chsplay, but recognizes the nead
for attractive window and interior displays
wnich are changed on a rezuiar basis

f.)
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- StRVICE
-CATEGORY

.

~ ’
MARKETING
CAREERS
<

O

16G.

The "“Rough and Ready' jeans factory
opens insixmornths. The Board of Directors
must determine how the jeans shoutd be
disiributed. None of the Board's members
has had experience in marketing. and the

. factory personne! are only skilled in man-

ufacturing. -

Brown's Department Store s experiencing
serious losses from shoplifting. Something
must be done tc control it. '

" The Twilight Sapper Glub does a large vol-

ume of business. The manager wants tc up-

_ grade the image of his business by adding -

table cioths, but he doesn't want to supply
his own.

Dr. Ra!ph Brantleyisa popular medicat doc-
torini town. He is interested in subscribing
to an answering servige to handle a!! of his
calls on the weekends and at Qight. )

Honest Joe Jones plans to run for maydr of’

the city. He pians to set up a temporary

cffice for his campaign and needs the ser- -
_vices of several secretaries and recep-

tionists.

¥

>

- 314




PERSONAL SERVICES SEARCH 55

Listed belaw are twenty marketing careersin personal services. Can you tind them inthe puzzle anthe
next page? They can be found across. down. and diagcnally. Seven of them are written backwards.

Butler i Kennel Operator *
Bodyguard - Lady Attendant
Carwasher " Marina Attendant
Carmretery Director . o Memorial Agent
Ceme.ery Worwer ' _ feter Reader
) ’ o . '
A\Fum:gamr | Parking Lot Attendar(ﬁ
Funerat Attendant Pest Control Ogerator -
. Funeral Chauffeur Rental Agent
Funeral Diractor Service Advisor
Grourdskeeper ‘ Serv:_e Station Attendant
{
. .
Y 315
AN .
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PERSONAL SERVICES o7

PLEASING THE PEOPLE

Personal service businessés are those which provide special services which are unique to the indi-
vidual consumer’s needs. - : A

Personal service businesses which provide marketing career opportpnities can generally be grouped
into ihe foilowing areas:

Personal Care—dry cleaning, diaper service, beauty salons.

Automotive Servicesfparking lot, service station, repair shops, car washes.

Home Maintenance—interior 'decorating, doﬁestic service, pool care, lawn service, pest control.
Marine Services—fuel service, boat repair, dry dock storage. -~

Burial Service—cemeteries, funera! homes. ’ 7.
Pet Care—boarding kennels, grooming shops, training schools.
Protection—security services, detective agencies, bodyguard services.

Rental Agencies-—equipment supply, storage space, traiiersitruck leasing.
Utility Compani;gs—electricity, gas. water. )

Three classifications of careers are found in personal service businesses:

a. Careers which actually produce the service
b. Careers which promote and seli the service
¢. Careers which operate and manage the personal service business itself

The marketing careers found in all personal service businesses include those which promote and
rmarket the personal services as well as those which operate and manage the personal service
businesses. In those persona! service businesses, which specialize in one of the marketing functions,
such as storage companies, marketing careers may also be found in actually providing the service
itself.

Examples-ot marketing careers found in each category of personal services are:
. MARKETING CAREERS COMMON TO ALL PERSONAL SERVICES
Owner'Manager Directs and controls all activities, operatiuns, and persorinel in-
volved in a business which produces and markets a special per-
sonal service. .
Sales Agents Assists the customerin selerting *e service to suit his needsand

handles the sales transaction; is sometimes called an attendant
and may actually perform some service.




_Service Advisor Gives the customer specific information concerning the service,

rates, etc.; sometimes combined in small businesses with
another job.

Some marketing careers which are found only within particular personal service businesses include:

MARKETING CAREERS UNIQUE TO PERSONAL SERVICES

Automotive Services

[}

Car Washer

Cashier

Parking Lot Attendant

Service Station Attendant

Burnial Services
Cemetery Director

4

Cemetery Worker (

Funeral Attendant

Funeral Chauffeur

Funeral Director

Groundskeeper
Lady Attendant

Memonal Agent

Merhonial Ceunselor

Home Maintenance

Cleans inside and/or outside of an automobile usually at an au-
tomatic washing unit; may also pump gasoline and write sales
tickets. '

Totals bill and calculates tax, handles the closing of the service
transaction at .parking lots, auto repair shops, and car washes.

Gives customer claim check, parksthe car or directs customer to
a spot.

Assists motorists by filling gas tanks, washing windows, and
checking oil.

Supervises all workers and activities for burial preparation and
grounds maintenance at a cemeter...

Prepares graves for burial and maintains cemetery grounds.

Performs many tasks including movement of casket, escorting
mourners. and assisting the director.

Transports body fro'n death place to mortuary to cemetery.

Supervises all 2ctivities and personnel for burial preparation and
services.
(

Maintains the grounds and monuments of a cemetery.

Prepares female bodies for funerai services and burial.

Handles arrangements and coordination of burial activities and
personnel.

Assists chents in selecting plots. and crypts, grave coverings,
markers, and service details.



Butier

Fumigator

interior Decorator

Lawnman

Pest Control Operator ’

-

Pool Serviceman

Marina Services

Marina Attendant

Personal Care Services

Counter Attendant
Deliveryman

Pet Care

Groomer

Pet Assistant
Trainer

Protection

Bodyguard

Greets guests, escorts them to sitting area, serves refreshments,
and provides services ag they are requested. '

Treats a home infested with termites or other household pests.
Reviews house or apartment and makes recommendations on

colors, furniture, drapes, and accessories; secures the necessary
personnel to handle the work and supervises ali activities.

. Cares for the maintenance and appearance of :awns, shrubs,

trees and related viidonr grounds areas for personal residences.

Sprays inside and outside of homes to prevent bugs, termites,
and pests. S

Inspects, cleans, adjusts, and repairs swimming pools, decks,
and related equipment or materials,

Assists customer in obtaining gas, oil, and water; loads boat into
dry dock storage or boat slips.

Handies sales transactions, writing orders, obtaining and receiv-
ing merchandise.

Transports merchandise which has been servicec or rented to
and from customers, such as laundry, dry cleaning, and baby
diapers.

Cleans and improves the personal appearance of pets, usually
dogs.

Feeds and exercises pets who are being boarded, cleans cages
and pets, may pick up and deliver animals.

Teaches animals to obey on command and instructs owners in
proper techniques of working with their pets.

Escorts client, watches for dangerous situations and persons,
inspects lodging, transportation, and recreation settings.



Rental Agencies

Facker

. . .
Utility Companies

Meter Checker

Meter Reader

Prepares goods which are going to be stored by customer in a
warehouse and places it in the proper stcrage area.

Inspects meters to determine accuracy of readings and proper
functioning.

Checks utility meters, usually monthly, to determine amounts
used by customer. -



PERSONAL SERVICES SPIRAL 8

Read each of the job descriptions in personal services below and decide which marketing career is '
explained. Write that title in the blanks on the spiral puzzle on the next page.

NY

1G.
11.
12.

JOB DESCRIPTIONS

Cleans inside and/or outside of an automobile, usually at an automatic washing unit; may also
pump gasoline and write sales tickets.

Greets guests, escorts them to sitting area, serves refreshments, and provides services as they
are requested. :

Transports body from death ptace to mortuary to cemetery.

Directs and controls all employees and activities for a business which boards animals.
Handles transactions for leased merchandise and gives informati:m about its use.

Assists customer in obtaining gas, oil, and water; loads boat into dry dock storage br boat slips.
Assists motorists by filling gas tanks, washing windows, checking oil and water.

Treats a home infested with termites or other household pests.

Supervises all workers and activities for burial preparation and grounds maintenance at a
cemetery.

Gives customer information concerning the repair or improvement of merchandise.
Inspects meters to determine accuracy of readings and proper functioning.

Sprays inside and outside of homes to prevent bugs, termites and pests.

322
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PERSONAL SERVICES SITUATIONS

In each of the situations below, people with marketing careers in personal services are faced with
decisions to make. Show how you feel by placing an "X along the line to indicate your response.

i

If you were a funeral director how would you *i£at a fureral attendant who made jokes while
escorting mourners to the funeral service?

[ 1 i i )]
Boot "Em Qut Burt Second Chance Stan

As a marina manager, you notice that your marina attendant has put boats in the wrong slips for
the third time this week. How would you react to his mistakes?

[—— —_— 1 ! 1 1 )

Hard- Hearted Harry Spongy. Soft Sally

A tuneral chauffeur observed the Lady Attendant slipping a diamond ring from the deceased’s
finger into her pocket. How would you react?

L 1 1 . 1 J

Teli-All Timothy ' Closed Mouth Clyde

The meter checker turned in his reports on incorrect readings made by meter reader #11. When
the meter réader found out about the report, he swore at the meter checker and stammed his fist
on the desk. How would you raact as the meter checker?

: 1 1 1 )
Disgusted Dennis Laugh-1t-Off Luke

The service station operator fired the night service station attendant because a customer-had

~waited ten minutes to get gasoline while he talked on the phon= How do you feei about the

operator’s action?

L : 1 1 1 1
Reat Ripoff Randy : : Right-On Richard

\J
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Reven the classihied sections of newsmper and find job openings for ten marketing careers (n
nereondl services. Chip the ads and giue them i the first column. In the second column name the
career and business involved. In the third coiumin, identify at least one consumer situation that the

muarketing career person would handle for the advertising business.

.

NEWSPAPER WANT ADS

CAREER AND BUSINESS

CONSUMER SITUATIONS




g

NEWSPAPER WANT ADS

CAREER AND BUSINESS .

CONSUMER. SITUATIONS
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LODEMWG WD, FOOD, CAREERS ™

Z?a.- |
HerEs 4 BETTER
oy =

WA ' ' -
.~ LOOK WITHIN YQURSELF. SEE WHAT YOU NEED AND WANT

... Then pick out the 4db that matches your needs and wanks.
Ditferent people want different things from a career and job. Look at this
list and pick the things you need and want.

@

Opportunity to advance Good pay
Security { ~ Flexible work schedule
Challenge and excitemeént Selection of work .
- Satistaction of seeing surrcundings
results of your work : ¢ .
Most people need and\wam - ;erything we've listed above. How much each wants wiil vary from person
to person. : g :

-

'IS THEREWA JOB IN THE LODGING FOOD IND'USTRY THAT WILL SATISFY YQUR ANBITIONS? °
..... Tc find out let's take a closer look at the industry. . : ‘

’
kil
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.. LODGING AND FOOD CAREERS

-

&
Lodging businesses provf‘de sleeping and resting accommodations to their guests. Lodging busines-
ses include Hotels. mote!s. and resorts. Many of them also provide food services. The food service
ihdustry provides customers with the convenience of prepared food and beverages. Types of food
service businessesinclude restaurants, cafeterias, fast food operations, and catering firms. Together
the tood and lodging businesses are often calied the hospitality industry.

Inour mcbile §ociety. the demand for lodging and food services has increased tremendously thiough-
out the nation. With Florida’s many recreaticnai and tourist industries drawing millions of tourists
every year. the food and lodging services have become the leader in providing career opportunmes
Some of the marketing careers available in food and :odglng include:

VARKETING CAREER - - JOB DESCRIPTION

Assistaﬁt_\‘.anager Aids the restaurant manager n operé:ing the busine;s

Beil Capt:.iﬁ - Crganizes and supervises the act vities of bellmen

Beilmar ] Provides special services for guests -nciddwns baggage hardling

Busboy Ciears and sets tables. aids waiters wantresses .
Casnier Handles pavmeant of bills. cashing of checks. and making daily
reports o
- .
Caterer ’ Pians. c:rects. and contrels r\e'\onnnl and acCtivities in the prep-

erationand sarving of fooc prepared and delivered to a client

Cheacker Totals food items on cafeteria tray and p!a\.es slip on customer’s
vay .
Zorvent:on Coordinator rganizes andloversees program and facilities activities for-a
. 3 . N . - N
meetina-assists guests in handding meeting detai’s
. . \-~_
ounter G Serves food customers at quickservice seating
Doorman Greets guests at the door. has baggage and automobile taken
’ - care of for customers
Eiavator Operator  ° Runs the eievator for hotelguestsand provides them information
Executive Assistant Alds the innikeeper in supervising personnel and activities in a
hotel motel
Execut ve Housekeepar 'nspects rooms and puklic areas for cleanlimess and order and
supervjses housekespers
Froant Dess Supenviscr &fgo' nates ali front desk act vities and workers in a hotal motel



Head Waiter Oversees all dining room activities and serving personnel
Hostess Host Greets customers as they enter a dining area and escorts themto
: . their table
- H <
Innkeeper Directs and controls aii lodging activities and personnel
- r
Maitre d’ : « Supervises all food preparation and serving personnel
Night Manager Supervises closing of cay's books and arranging the following
T : morning check-outs
Parking Attendant Parks, secures, and returns a guest’s automobile and gives him a
- o . claim check
- Purchasing Steward ‘ - Porchases foodstuffs, equipment, and supplies for a food service
business
- - . ‘ h » e
Purchasing-Manager . Directs alt buying activities for a food‘lodging chain
Recreation Coardinator Plans. organizes. and supervises leisure activities for lodging
’ guests
Reservation Clerk Receives and handles advance room requests and arrangen 2nts
Restaurant Manager Directs and coordinates ali food service workers and activities
. Room Ctlerk Assists guests in selecting and registering for their rooms
Sales Vanager upervises all personal selling and promotional personnel and

activities for a hotel

Service Superntendert” Coordinates all public area activities and workers including bag-
) gage handlers. doormen. eievatar cperators. and mainte-
nance personnet

Senver Takes order and serves food to cafeteria customers
WatarWaitress Answers questions concerning food, writes and places orders.
and serves the customers -

330
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LODGING/FGOD SERVICES SCRAMB3LE*

Thare are mary ditferent and interesting job opportunities in fodging and food. Many of these are
sied betow put first you mMust unscramble the letters to find out what they are.

KEINPNERE

2

20 TECEIVUEX NATTISSAS

73]

LEBL PACNATY

P

S LABMNEL

5 CISVEER RPSUTEDTNEIENN

(853

OFRN KEDS LERCK

~1
xI

RCES!A

8 TNRRSVEEAO! RELCK

G G7iHN AGMNEAR
10 RIENQECRTA CORODITANOR

2. CXVEIETIZU UKDOEEREFHES
130 LEASS MRNEGAA

3. YOBUBS

130 AHDE ARETHITW

5. URTCOEN RILG

17. RAaEWwT

18, TESWRIAS ~

S- SgHTSES : -

23, TRUNASAT

m

o sa o
v~

GNR

1

21 VONCENIONT DOCCRNITOAR

“Deve coed aod reprinte with the permussicn of WM. Witham R, Muscatelbo.




LODGING/FOOD SERVICES SCRAMBLE* - KEY

There are many ditferent and interesting job opportunities in lodging and food. Many of these are '
listed below but first you must unscramble the letters to find out what they are.

1.

2.

(9]]

[ 5

bd
[

,4
ro

bt
IS

[
(8]

KEINPNERE
TECEIVUEX NATTISSAS
LtEBL PACNATI
LABMNEL

CISVEER RPSUTEDTNEIENN

TOFRN KEDS LERCK
HRCES'A

TNRRSVEEAC! RELCK
GTIHN AGMNEAR M

CORCDITANOR
KFAGNISCUH DEWTSAR

UKOEEREPHES

CETHEU

LEASS MRNEGAA
YOBUBS
AHDE AREITW

URTCOEN RILG

_y"’"

RAZWTIY

INNKEEPER

EXECUTIVE ASSISTANT

BELL CAPTAIN

BELLMAN

SERVICE SUPERINTENDENT

FRONT DESK CLERK

CASHIER

RESERVATION CLERK

NIGHT MANAGER

RECREATION COORDINATOR

FURCHASING STEWARD

EXECUTIVE HOUSEKEEPER

SALES MANAGER

BUSBOY

HEAD WAITER

COUNTER GIRL

WAITER

WAITRESS

HOSTESS

RESTAURANT MANAGER

CONVENTION COORDINATOR
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LODGING FOOD SERVICES PUZZLE 63

1
2xpimned, Write that career titte 1n the apprepriate numbered bianks of the puzzie on the foltowing

Readeach of tre job descripticnabelow and decide which marketing career in Lodging Food Services
)
page.

JO8 DESCRIPTIONS

T Directe and cooraimates 3 C000 servce workers and activities.

-t

grs cancernng food. wraes and places orders. and serves the customers.

poostotis, equipment, ard sugphes for a food service business.
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9. P-oudes special services tor guests inciuding baggage handhing.

- i - - TN te ot L +., - v
Prarg, Zitacts. ard controis persannel and activities in the preparat:on and serving of food
preparsd and dslvered o a chent

3. Rung the sfevator for holel guests 3nd oroviZes them nrormation.
2. 3rese1s guSSS 2T te 007 mas Taggfage Era astomcebile taken care of for custemers.

2T Ti2avsa~C sels il £33 28 waders watresses

1. Tamescrzer and seriss 203 o cafertena custormers, ‘
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CAREER CHART

Caterer

‘nnkeeper

Restaurant
Manzger -
MANAGEMENT
Maitre d°
Sales NManager
Service Superintendent
Purchasing Steward
Front Desk Supervisor ‘
/ RDVANCED
i Convention Hostess Exacutive '
Coordinator/ Host \Housekeeper
yi

/ Room il Head
/ Clerk / Cactam Waiter

Checker Toorman Server Cashier

| _ \

~\ ENTRY
Hmat Waiter Elevator Busboy

N Waitress Coerator \

/ \

9]

14
b
V]

oo |




CAREER LADDERS ix 730D AND LODGING 65

Persennelmay beginand advance in the food and lodging industriesin various ways, The career levels |
- of the marketing carears below suggest several progression averiues:

Management Specialist

Caterer - Service Superintendent
Rastaurant Manager : innkeeper
Assistant Manaéer | Executive Assisté‘nt '
Purchasing Steward . _ Sales Manager '
Front Desk Supervisor Night Manager
Maitre d°

Advziiced Carcer

.

Jorventon Coordfeator ) " Bell Captain
Exacutive Housexesper : ) Head Waiter
Purchasmg' Steward ' Recreatioss Coerdinator
R20m Cierk . Reservation Clerk
- e )
Host Hostess i
Job Eniny

3ushoy Trecker -
Seman Crsihier - )
Counter G- S reer i

N ~
DIommzn Taozter Operatr
Parecg ATleraznt T2 W atress .

ERIC
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D.E. can help you
, . ) get to the top in any
o cf these JOBS. From
*  high school to
COLLEGE.

... You can get
, there with a
degree or
without

it

WMANAGEMENT
LEVEL

ADVANCED
LEVEL
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LODGINGFOOD BRAINTEASER" : 6
.
You are going to developa chartof lodging food service personnel. The chart ha's 36 squares. You have

twelve career titles to place in the squares. One has been placed n the’left top corner andoneinthe
bottom right corner. . .
Arrange the other fen careers on the chart. so that each rOW, across, down, and diagonally. has two
lodging food careers init. inaddition, the careers must be in the two columns which correspond toits
career levet. For example. a job entry career must be placed ir the fifth and sixth.columns.
Cut out each-of the mast eting career circles below and arrange thein in the correct order so that two

circtes will be in each row—across. down. and diagenally, and feur careers wili be charted for each of
the three career levels.

-

7
#

N : Maitre d°

Busboy t

x LA IR A
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SERVICES IN THE HOTEL/RESTAURANT 68

Many lodging businesses provide numerous services to their customers in providing them with room
accqmmodations. Some of these include:

Entertainment Room Service

. Laundry/Cleaning : Limousine Service
Playgroundu , Sports Facilitiés“
Beauty/Barber Shops _ Swimming Poo!
-Telephone/Messages Baby Sitters
Television/Radio Vencing Machines‘
Take-out Service .' Child's Menu

Can you think of some other se.'vices provided by holels/restaurants?

Recreatlonal facilities can have a great effect on the hotel and restaurant’s success. Some which
could help busmess are:

1. "Helicopter rides : 11. Carpet golf green

2.;‘ Boats tc rent on beach 12. Pool

3. " Rafts and lounge chairs 13. Steam bath tacilities
4. \xHorse back rides ~ 14. Child-care ce’nter

5. Hot d‘og-stand and snack bar 15. Pet facilities

6. _B\it\:ycles to rent "16. Water skiing facitities
7. Un“c\ierwater‘sdiving gear _ 17. Vending machines

8. Pin-\ri)a;l machines 18. Tennis court

9. Danc::e land-for danci"n"g. Y 19. Life guard

10. -Shuffle board

N
&)

"Movies and floor show3

-




TRAVELERS MUST : 68
KNOW THE SERVICES

THEY WANT AT
OUR.HOTEL-
MOTEL!

ALt Ro4aDs LEAD TO =
OUR MOTEL
- BECAVSE WE

o P - - e W
~ o , ol HA zﬂ)l | ‘ - e = s o
u\,nab““ﬂ. seq[anafe A
™ &;-_;24_-\13 0 Y [fow
— ——— T
- \v - e
Put an X by the services you see in our Motel: . v
Desk Clerk —_— Transportation Services . :
Rooms - Beach ’ -
Guest Parking o Ma }-Service
Guest Rooms o Busooy
Pool — Baby Sitter Service
Sun Deck - Good Food

o imm Raarh Facilitine



1. Which of the foiiowing is a desirabie tcurist service at a motel:
a. Car rental service c. Watch repair service
b. Insurance sales d. Gift shop

2. Which of the following is the most desiraule service for a motel:
a. Steam-baths c. Restaurant facility
b. Carpet golf d. Baby sitting service

3. Which motel occupation would you choose if you were most irterested in working with the motel
guests on a frequent basis:
a. Executive housekeeper c. Motel manager
b. Maintenance engineer d. Recreational director

4. What would be the best way to promote your mofel:
a. Word of mouth c. Brochures
b. Telephone d. Service stations

5. Whichof the follow.ng; factors would you consider in geciding which recreational services to offer:
a. Location c. Cost e Onlyaandc
b. Average age of customers d. All of the above

TRUE OR FALSE

1. — All motels have recreational facilities.

2. Recreational facilities must be planned to operate properly.

3. Recreation and tourism are important to the operation of a motel.

4. The local Chamber of Commerce can usually be of no help to motels.
5. Tourisrn is one of the largest businesses in Florida.

6. Inorder tofinance the buying of land from a real estate service, a company glanning to build a
hotel should use the services of a . )
7. A hotel that wants to protect itself from loss by fire, theft, or law suit should use the service

of

8. A person who needs to borrow money to go on a vacation can use the services of
a




BUILDING A MODEL MOTEL 69

This unusual project idea provides ample opportunity for the students to design and construct a
si.a'e model motel of their own choice. The basic method of construction is identical regardiess of the
type of building selected. . :

The basic design isdrawn on paper. From this drawing measurements are taken of the four sides of
“ne hiouse and these dimensions are transferred to cardboard. Windows are completely cut out while
*ne i do0rs are cut sn'y on the top and one side (the bottom side is one end of the cardboard and the
sncut sade of doer prevides the hinge.) The four walls are placed on top of a piece of cardboard and
~th masking tape, they are held in position.” The roof is Itkewise constructed of cardboard and also
nelin place with masking tape. Coat the entire wall and roof surfaces of house with thin coat of
~uhher cement. Cut to iength, as required, strips of cedar or birch bark. Coat the inner side of these
strics with rubber cement and permit to dry. When dry, place on sides and roof of motel.

*On the prece of cardboard on which the motel sits, be sure to put a pool on the grounds and inciude
any other recreational facilities you and the class agree on.

Tools
1 Knife 3. Scissors 5. 12" brush
2. Ruler 4. Pencil
Materials and Supplies
1. Cedar or birch Lark 4. Flat toothpicks 7. Cardboatd a
2 Twigs 5. Rubber cement 8. Fine sandpaper
3. Cetiophane 6. Masking tape 9. Duco cement

\ .
&7




Activities in the Hotel/Restaurant 70a

MOTEL ROOMS*

Instructions: Using the chart below, do the following:

Color all single rooms yellow.

1.
2. Color all double rooms green.
3. Color all family rooms blue.
4. Place an Xon the box which will show that the foilowing rooms are occupied: 101, 202, 304,
103, 305, 301, 204, 105, 203, 205.
5. In the space below, write the numbers of the rooms that are empty and can be assigned to
*incoming guests:
Single Double Family
Room Numbers Room Numbers Room Numbers

DR 101 FR 102 SR 103 SR 104 FR . 105
FR 201 DR 202 DR 203 FR 204 SR 205
FR 301 DR 302 DR 303 SR 304 SR 305

SR - Single Room
DR - Double Room
FR - Family Room

It you had a mote!, what services would you provide to your guests?

- .
! i
»

4.
5.
6

W ko

*Developed and reprinted with the permission of Mr. William Muscatelio, Mrs. Bette Goodman. and

AMeor Navalivma \Mimm Af Nen i~ [ g P Y




RESERVATION CONTROL CHART* 70b

Name of Hotel Month
Dates
Room
Number fF1121314)15|61}7]18}]9]10]11{12113]14
000 (S)
100" (D)
101 (S)
102 (S)
200 (D)
201 (S)
202 (S)
203 (S)
300 (D).
301 (DOy
302 (D)
D = Double
S = Single
Problems
0. Example: Mr. Jones requests reservations for single room for July 8, 9, 10.
1. Mr, Burns requests reservations for a double-room for July 3, 4, 5, 6, 7, 8.
2, Mr. Brunet requests reservations for a double room for July 1, 2, 3, 4.
3. Miss Abie requests reservations for a single room for July 6, 7, 8, 9, 10, 11. .
4. Mr. Karns requests reservations for a single room for July 9, 10, 11, 12, 13,
5~ Mrs. Moon requests reservations for a single room for july 4, 5, 6.
6. Mr. Gill requests reservations for a double room for July 1, 2, 3,4, 5, 6.
7. Miss Hope requests reservations for a single room for July 10, 11.
8. Mrs. Potter requests reservations for a double room for July 13, 14.
9. Mr. Webb requests reservations for a single room for July 1, 2, 3, 4, 5, 6.

10. Mrs. Noble requests reservations for a double room for July 8, 9, 10, 11, i2.

*Developed and reprinted with the permission of Mr. W/il!iam Muscatello, Mrs. Bette Goodman. and
Mrs. Carolina Vice of Orange County. '

PRGNS




FOOD SERVICE CLASSIFICATION

A. Restaurant: Guest seated and served by waiter.

B. Fast Foed Service: Limited menu. has take-out service.

C. CLateteriz- Varies Menu. choose your own meal.

Classity each food service business below using an A", “B",or "C"

SN

Which fozd establishments would you choose for each of these meals?

Breakfast

10.

McDionald's
Morrisgn's

Red Lobster

- Sandwrich Shop -

Burger King

Sampo's

Kentucky Fried Chicke::
Pizza Hut

Maryland Fried C°  <en

Davis Expthers

— 11

— 16,

12.
13.

15.

17.

19.
20.

Frisch's Big Boy

The Impe(iai House
Stand n’ Snack

The Hungry Fisherman
Top-of-the-World
Polynesian Palace

Howard Johnson's .

' Donut Shop

Pancake House

Dairy Queen

3

70

Lunch

Dinner

What services do the various food service busingsses provide to customers?
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THt M/RKETING SERVICES SCENE I

1.” Writeeachof the componentsmthechannels ofdlst iyiz.oninthe correct order to show the most
frequently vsed channel for goods.

2. Read each ot the marketing descriptions below and decide which term is explained. Place that

marketing term in the correct blanks of the puzzie on the next page. .
1. acts as a middieman in distributing goods between the producer and the retaiter
2. may be A manufacturer, converter, or an extractor (mining, or agriculture)
3. sells goods directly to the indivicdual consumer; may buy goods directly from the manufac-
turet or producer, fiom 1 holesaler, or from a special agent -
4. one who purchases goods and services fer use, not for resale '
5. nvnlves the gathering of information so that marketing managers can make sound deci-
sions and sohve rmarketing problems.
6. supplies a busitiess with the necessary materials needed for uts use or resale *o ars :other‘
Lusiness or consumers
7. ncludes all the activities invcived in acquiring and distnibuting goods and services for
prosessing. business ise, or personal consumption
K. are possibilities of financia!l lass to people or property by unforeae,en or uncontrohable
. factors -
9. providesthetime and space recissary to house merchandise unti! it i< needed for industrial
_purposes or cistribution to consurners
10, deafs with funds necessary for business operations and customer purchases
11. the process of assisting or persuading a customes 56 make a wise buying decision t' - _ugh
personal contact or sales promaction matenals a
12. buy from and sell to manufacturers, wholesalers. and retailers, as well as to consumers
13. serves as a coordinator for ail marketing activities
14. provides the service or physically moving property and people from one location to another
15. involves setting values or imits for the goods and services as well as the inspection and

iabeling to check conformity. .






< . ,
3. Tencategories of service industries are shown in the boxes below. Decide which example fits each
category and place its letter in the blank to the right of the category.

A. Hamburger"Sta nd : F. Realty Agency...

B. Resort Cabin G Commercial Bank

.C. DryCleaners R t.  Homeowner's Protection
D. Marketing Consultants 1. Coummuter Line R
E. Amusement Center J. Telephone Company

1. Real Estate

. 2. Finance SN
3. Insurance ’ -
4.} Transportation .

- &, 1 Communication

6. Recreation

7. Bu'siness B
— 8. Personal

9. “Lodging <

10. | Food Services

2

4. Readeachservice situation belowand decide which marketing activity is primarily involved. Write
the activity in the blank provided.

1. Jason tallied tne results of the customer survey which had been conducted with the hatel’s
guests, -

2. Hazelcheckedallthe salads onthe line to be sure they had the proper amount in the bowls.
3. Nelson ordered one thousand lease forms for his real estate agency’s rental department.
4. Duncan created a magazine ad for the company's new appliance repa.ir cIi_ent.

5. Marcus drove the delivery trucx to the business’ receiving door to unload.

6. Sam stacked the boves of deposit and withdrawal slips on the storeroom shelves.

“J

Altert reviewed the policy application in deciding whether to issue the homeowner's insur-
ance policy.

e



8. Claraexamined the loanapplication before approving the automobile loan for the applicant.

. I 4
‘9. Enc exolained to the goifer the advantage of buying a club membership instead of paying
separate greens fees each time. -

[

10. Fran called ali the operators together to inform them on new telephone regulations and

policies, -
’ 1. 6.
2. - 7. )
3. 8. —
4. 9. =
5. 10,
’ Y
]
j
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THE MARKETING SERVICES SURVEY

"Identify each of the five major components in the most frequently used channe! of distribution by

drawing a picture ot each and labeling each in the blank provided. Be sure they are in the correct
order to show the flow ¢f goods and services.

N
/ / /!

For each of the descriptions below, identify the correct marketing term and write the terminthe
appropriate blank.

1. acts as a migdleman in distributing goods between the producer and the

retailer. .

2. may kte a manufacturer, converter, or an extractor (mining or agriculture).

3. sells goods directly to the individual corisumer, may buy goodS directly from

the manufacturer or producer, from a wholesaler, or from a special agent.

4.. one who pur.hases gobdds and services for use, not for resale.

5. involves the gathering of information so that marketing managers can rmake
sound decisions and solve marketing problems.

6. supplies @ business with the necessary materials needed for its use or resale
to another business or consumers.

'
EX :

7. includes all the activities involved in acquiring and distributing goods and
services for procassing, business use, or personal consumption.

8. are p“ossnbilities of financial loss to people or property by meoreseen or
uncontrollable factors.

% provides the time and space necessary to house merchandise until i is

needed for industrial purposes or distribution to consumers.

P 10. dealswith funds necessary for businessoparatiorisé nd customer purchas2s.

11. the process of assisting or persuading a custcrmer to make a wise buyiag
decision through personal contact or sales promotion materials

e



12. buy from and sell to manufacturers, wholesalers, and retailers, as well as-ta
consumers.

13. serves as a coordinator for all marketing activities.

14.  provides the service of physrcally moving property and people from one loca-
tion to another

15. mvolves settmg values or limits for the.goods and services, as well as the
inspection and labeling to check conformity. :

3. Intheleftcolumnare tencategories of service industries and in the right column are tenexamples
of service business. Matcheach example to its category by pxacmg the ‘etter of the exampiein the
blank to the left of its category.

1. Real Estate - ' A. Restaurant

2. Finance B. Boarrjing:House
3. Insurance . | C. Beauty Salon
4. Transportation D. Advertising Agency
5. Corﬂmunica;ion ' E. Movie Theatre
&. Recreation . . F. Land Deveioper
—_—— 7. Business " G. Credit Union
8. Persorxaf , H. Auto Protection Comparny
3. Lc:dging - ) 1. Car Rental Agency
10. Food Sérvices i o Te!egra ph Cormpany

4. Read each service situation below and decide which marketing activity is invo/ved. Wnte that
zctivity in the blenk provided.

1. Barbara cailied poiicyholders on tho lele“hoﬂ to assess the service provided
by the company’s agents :

Greg checked the mortgage to be certain ail necassary legal terms and de-
scriptions were inzluded.

N

3. Emma ordered cne hundred’Cozen hangers for her dry-cleaning business.




~J

Harper suggested tothe customer that he iet Harper fertilize ti>2lawn the next
time he cut it.

Paul selected the best way to send the game machines to branch funland
centers.

ke unpacked the boxes of mustard and arranged the jars on the storeroom
shelves.

Kim estimated the chances of a fire destroying the motel units.

0

Quinn calculateéd the commissions due the msurance salesmen for the
policies soid :

Standeveicped a cotorful brochure for the airline$s special vacation packages.

William called 2 meeting of all bank tellers ta explain procedures for working at
the new drive-in windows.

a0
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\\ THE REAL ESTATE SCENE

1. Listed below are five categeries of real estate businesses. tdentify three marketing careers which
can be found in each of therh in the bianks provided.

Agencies Investors Operations Construction Government

» 2. Study each of the reai estate activities below and decide which real estate career is described.
Write the title in the blanks provided. .

a. Marcia showed her clients three houses her agency had listed for sale.

b. Otivia checked all the county records to see if any claims existed against the land.

/

¢ Tim bought several pieces of land and resold them in a@ month for quick profits.
— .
d. \Van bought some vacant acreage. built forty homes. and scid them at a profit.

g2 coliect2a the rents from the {enantsan the apartiment comoien.

()

]

)
3

~

]

pe-spzdad Tive property owners to rent thair property for oilibeard sites.

_____ A

o PRGN 'Y -~ - -> i~y —— S~ - - s oo -~ - =~ - b
: Shzrictie derecied that no commergig’ or ndustrizi businessss coud be housel i- ths

[} wom : Tt ménn -

Laxes de Estates zrea.

O

ERIC

Aruitoxt provided by Eic:



3. Read each of the following real estate situations and predict which real estate business and
careers wouid best handle the situation. Place your answerc in the spaces given.

a. Margaret planned tc seil ner lot herself. but she needed 0 know i*s value.
CAREER BUSINESS

b. Harvey found some property he had decided to buy from the owner. but he wanted to he sure
there were no unsettled claims against it. )

CAREER BUSINESS

arcthy wanted to have a house buit on the riverfront tot she had purchased.

CAREER BUSINESS

0
o

e 4
bt v

Earl wanted to ~now if he could bwild a warehouse (n a certain section of the city.

~RE

(@8

R

m

@)

SUSINESS

ERIC

Aruitoxt provided by Eic:
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THEZ RLAL ESTATE SURVEY

1. Listed below are five categories of rr.i ==izte businesses. Identify three marketing careers which
can be founa in each of them ir the blanks provided.

Agencies Investors i Qperations

Construction Government

2. Study each of the reai estate activities below and cectde which real estate career is described.
Write the t:itie in the blanks provided.

a. lames coliected the rents ‘rom the tenants in the apartment complex.

b. Karen prepared the papers for the cicsing of the building construction loan.

o~ Ted persuaded five pronert, swrers torent thelr pronarty for bilthaard sites

@, leanstte directed that no commercial or inZustrial businasses couid be housed in the

[,8]
T
[
[AY]
~*
Lt
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v
fr
1
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LA
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h
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1
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(1]
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3
7
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I3
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h. Toms bought several pieces ¢f iand anc resold them in 2 manth yor quick provits.

O

ERIC
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i.  John bought some vacant acreage, built forty homes, and sold them at a profit.

3. Read each of the following real estate situatiogs and predict which real estate business and
careers would best handle the situation. Place your answers in the spaces given.

a. Jack wanted to know if he could build a warehouse in a certain section of the city.
CAREER -

BUSINESS

5. Eariine wanted to have a house bSutlt on the riveriront lot she had purchased.
CAREER BUSINESS =

v he had deoled to tuy from the owner, but he wanted to be sure

CAREZSR BUSINESS

a1 . ! — H e & . - - e - L H
el plannad o & ner ot MerselT. DUt 3he nesdad 1o know its Jalue.

Q
1
18V}

¥

CARZER BUSINESS
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THE FINANCIAL SCENE

«

achof the boxes b2fow contains a kind of business. See if you can identify three of the financial

careers available i+ the businesses. Write the career titles in the blanks provided.

Commerciai Bank -

Finance Company

Credit Carc Company

&
Y S I 7
— R ol SRR ) — T T e s e ST S
1

e e el

2. Stuayeach job gescriplion beiow. Place . we appropriate career - 1a tha blanks provided to the
j2ft ot the descripton.

_— 2.
B 3.
—_ &

5.

O

ERIC

Aruitoxt provided by Eic:

NS, B

Approves ioans far zppt.cants of a finanze coy Loy

Rapresents securities brokers on sto-. -

Randies bank recsipts 2nd pays out moagy for checking. savings. and loans.

excnange floor.

O«avs amcunts of credit purchases by coitemers in a retail stere.

&ssists clients in the buying. selling. or trading of stocks.



o

Controis and organizes ali « :ri-iiies with a bank.

7. Reviews credit information arg application with loan applicant.

8. Receives. examines, an* - ativers securities deposited for safekeeping.
9. Assists shareholders =+~ ~-edit union transactions.
10. Oversees all credit aczc2nts [or a credil card company.

3. Described below are a consumer and a & .:ness financial situation. If you were in each situation,
which financial oersonnel and busine ss wiwuld need to be \nvoivad to handie the situation? Write
vour answers in the bianks given.

o
]
)
o
[V
W

-

Darren Trap plans t:; & . nd this summ:: traveling around the country. but he does
not want to carry all that ca+1 arourws «+*'th him. He is concerned that his personz’
chechkswill not beaccented woaryw i, What career personnel and business wou' &
you reacemmend for Dy wvi Y-32? :

It
{
"

L
I .01

Amer;zan Aute 7 :pair needs $1000 to pay for a new shipment of parts. The owner
has good credit «»xd dees not want te pay high interest rates. What business and

m
[
0,
3
m
n
in

TArEEr B TICILYETS wWOUre YOT SUsEsstfortheuwner?

Careers:

%

O

ERIC

Aruitoxt provided by Eic:




THE FINANCIAL SURVEY
1. Listed below are five types of service businesses that are financial institutions. Underneath each
of them, name tnree financial careers which could be found within that business.

.

Commersis. Bank Finance Company

1. — 1

Al
{5

Stock Exchange Credit Card Company

a
(28]

ron

ta

)

2. Rezdeazh o’ the joo Zescrintons selca and Diace the night career titie in the blznks provided.
1. Exzmmires, evaiuates, and aporoves cradit applications ‘or a2 bana loan.

2. (mxcks credit information or a 'oan acohcation to a finance company.
. 3. Cirects all monstery programs and transactions within a bank
<. Receives, sxamines, and delvers securities depesited for safekeeping.

5. Reviews credit information ang apolication with loan applicant.

- M e T - 1Y) oy -y 3 g o L
=83.51s i2nts in the buyving. seihing. or rading of stocks.
- N e e — - £ w - = e 4 ~ -t -+ =
S, Ux3ys 3mouniz of cred? pu-chases Sy costomers in a ratal store,
> H - g =1 -~ . . ® -~ - e e - -
¥ mandles bank receicis 2nd Devs sut minsy for checking. szvings. a~3d pars

ERIC

Aruitoxt provided by Eic:



- 10. Represents securities brokers on stock exchange floor.

r
~

3 8.
4 S.
5 10.

3.- Describad be'ow are a2 consumer and a business financial situation. If you were in each situation,
which financial career persornel and business would you need to handle the situation? Give your
answers on the iines shown.

Consumer: Nelson 8anks plans to spend this summer traveling around the western part of
—— Europe. He does notwanttocarry alotof cash with him and he's nbt quite sure if he
has encuzh on hand. He expects a large dividend check from his stocks when he
gelsback. What business 2nd marketing career personne! woulr! you see if you were

Ne R

.
NEISON:

Sus:pess Caresrs:
S.zoness T-e.Strre needs SICGIC to pay for a new shipment of mercharncdise. The cwner and
the Tusiness have 2 good cred't rzting. The owrer asks vou for 2 suggastion. What
“r3n2.3' tus.pess and career persernel would you recommend? -
Sus-ness: . Careers:
~ an
366

O

ERIC

Aruitoxt provided by Eic:



*

. THE INSURANCE SCENE

€ . .
1. Stqdy each of the marketing career tities below and place an 'I”" in the blank to the left of the
twelve which are careers in insurance.

Telephcne Surveyor Policy Writer

Marine Insurance Specialist Merchandise Manager

—  _ Sates Agent Claims Adjuster )
Display Manager Real Estate Saresman
F;eId Representative . Premium Rate Clerk
4¢ Layout Man . importer-Exporter
Underwriter Saivor Agent '
— independent 7 ;°nt ’ — = _ Airline Stewarde‘ss:‘“
—_—— insurance Broker i ' ' : Claims Analyst .
—__ Sa'es Prorrotion Director -_— Insuranke Coordinator
t

. N -~
. . N . N - . . . 7 u

Listad4n the two colemns below are twelve marketing careers in risk. Undernaath théde career

tives are ter job descriptions. Piace the letter of the career {itle :n the blank to the left ¢t its

r

correct job description. »

a. Branzh Manager . g- Insurance Sales Agent

b. Fiweld Representative . Independent Agent

¢. Insurance Broker i. Poiicy Writer £

d.. Claims Adjuster o j.  Premium Clerk .

2. Underuriter k. Ciaims Analyst -
t. Insurance Coord.nator i. Salvor Agent

1. studies risk informaticn. deciées if risk is to be accepted, anc cversses poiicy
:ssuance and premium calculations .
represents the clent in purchasing insurance rom the company which best
meets that customer’s needs '
sells insurance as an agant for several comparies

seils poiicies and services customers for-azacompany

trains, advises. and indpects agerts >

supervises and céord;rt\atesa!lactwities fortheco . .r. :ithateth eorternitory
selis or disposes of the damagec property after cla— s

checks property damages to see if the losses 2re - vered ang determines the
amount of the rermbursament 10 insured

checks life and heaith iosses far payment

studies ooiicy and risk factors 1o determine the corect classifications and calce-
lates the premium

B ¥

’

D0 WNOUBW N

‘

3

Trn

ERIC

Aruitoxt provided by Eic:
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3. Described below are two situations—one consumer and one business—for you to study and

recommend necessary insurance coverages. In handling the situations, certaininsurance career
personnel could be involved. Study the situations and relate tive coverages and five careers for

each of the situations in the spaces provided.

i Consumer Situation

Mark Stevens s ayoung married man with a wife and two small children. He and his wife have just
oougnt 3 mome and they own two cars. Mark works for a farge wholesaler that offers alt health

averages at reduced group rates. but no-life insurance. His'company contributes to all social
:nsyrance state and fadera! plang. What coverages would you suggest for Mark and his family?

7

g
-
oy

Wnat careers wouid pe involved?

CAREERS ) ~ COVERAGES

)
o

i
/N

Business Situation

]

pigyess ang
Bkt teR el
rty. Shealsc
uta menager
= :

v
i
C
[§
(
8§
.

C=RELRS : TOVERAGES

-t
Pt

X

)

." M
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w



K THE INSURANCE SURVEY )

. 1. Listed below are twenty careers in marketing. Circle the twelve careers which are found En'tr;e
field of insurance.

-

Cta'ilms Analyst - Produce Clerk

. . D.isplay Trimmer Insurance Broker -
Salvor Agent : Ciaims Adjuster R _:
Ad [Hustrator Research intervie‘wer | )
Instrarce Sates Agent - Iooemas er 1
Fashion Mode! « . acCe Examiner
Pubiic Reiat;ons Directer Independent Agent
Field Representatn 2 "~ Warehouseman

Boam{g Agant Paolicy Checker

Premium Rate Cierk irsurance Ceordinator
2. Listad inthe two Coiamns beitw are tash e marketing careers in insurance. Underneath thése
caresr nhiesare ten (o Zesaritons. Plage the istter of the career titie in the Blank to the left of
its-correct job descrption. ’ '
i a. Zrarch Nanagzer g Insurance Sales Agent
~~ Fuzld Representative . n. Indegencent Agent
S. ‘nsurance Brokar i Policy Writer
3. Ciaims Adjuster ’ . Premr:um Clerk
& Underarder =« Ciaims Analyst
= § Uneurance Coorsnator i, Salve- Agent
s sto-the compzany inthat cfficeorterritory
- 2. taiTh a2 .22 7 s
3. seflsimsurzange 3s 30 azes: foi ssveral cimoaniss
— < remrinpurcha asuraznce fronthecampeny which best meets
- z. e zocepted. and oversees aolicy
_ . %
RS
§ =g
. D o

’ l
*

O

ERIC

Aruitoxt provided by Eic:
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Described below are two situations--one consumer and one business—for you to study and
recoinmend necessary insurance coverages. In handling the situations. certain insurance career
personnel coutd be invelved. Study the situations and relate five coverages and five careers for
each ot the situations ir tha spaces provided.

. CONSUMER SITUATION

David Thompsen is a young bashelor who works for a small real estate agency of ten people. His
boss contributes to government social insurance 2lans. but there are no other group benefits.
Dauid earns enough to take care of small medical bilis, but he's concerned 3bout large medical

‘expenses and time lost from work. H.s folks are e getting older and he wants to make sure they are

taken care of if anything were to happen te him and he wants o safely invest in the futurea little
now for retrement. He rents an zpartment and awns a car. What coverages should David have?
What careers would be :nvolved?

+

CAREERS . - . COVEKAGES
1. > 1 5
.
2. 2.
3. - 3
a. i 3
3 I s, -
. BUSINESS S/TUATIEN
Ragser Whizzker 5 2 doctor wno 2is2 gans @ matel 9f 30 roomsTwith & smail restaurant. Dr.
Whittakar wantsto be sure heiscovered Tythin ns 1o his matants. motel or restaurant
suests. empioyees. and oroders,. i.e a o orc':ermn stmentin case anything.
shou'd happen 10 him andhes pasing { practice. He cortributes to
e tu*-1 irswance :E:i,mern.'ﬁfr-‘ .,L:n\_ o':de some raaith pian for g
EXD21SES IO v emMD nyRe 3. What oL e WOLIT Y mmend 3nJ «hat careers acL'a de
iruolved? . .
CAREERS . - COVERAGES ~
T = , 1 )
<. v <. .
3. X >
*
= 3. _
-
X 37V .
~ T N
- - 373 i
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f THE TRANSPORTATION SCENE

i
-~

1. Listed beiow are the five me:hods of Kansportation. Next to each method are two boxes,
" Id  .Jytwocareers foreach mett.od-by writingthe career titles in the two to the right of cacn
of the transportation methods,

IS -t

TRANSPORTATION METHOD CAREER - CARFER

\
1

- AIRLINES

HIGHWAYS

PIPELIMES , : .

RAILWAYS

WATERWAYS




2. Foreachoftheten job descriptions below, give the correct job titleand name the transporta-
tion method in which thiat career is found

A
\

CAREER INDUSTRY § CAREER INDUSTRY
! 6.
2 7 \
3 " i
4. . -
o 5, ' 10.

i

1. Suparvises workers in the water pipeline industry.
2. Checks passengers'ticke 3 as they boaré the train.
3.7 Loads and unloads luggage and boxes from buses. '
4. Coordinates activ...zs Yur goods going out of the country.

5. Greets pas‘sengers as they board the aircraft.

S. | Locates néw per ._nnel and places for otl statibns.

7. Supervises .activities with a train station.

8. Checks oﬁ location of buses in transit.

9. Handles coordi'nation of ship’s activities for Captain.

10. Inspects tickets and assigns seats before passengers hoard a p!éne.

W

Study each cf the business and consumer situations below and decide which transportation
business would best handle the situation. Name two careers that would te directly dealt with by
the consumer or businessman. e \

BUSINESS " CAREERS  CAREERS

s




WesternWholasale Co., in Tampa, wants to shipan order cf toys toa retail customer 190 miles
away. '

Charles Johnson needs.to go to Portland, Oregon, from Orlando, Florida, for a four day
business trip.

Margaret Johnson has just arrived at the Dallas, Texas airport. She plans to spend tinree to
four days visiting six sets of relatives within a thirty mile radius while she’s there,

Mr. and Mrs. Swindell are an eldesly retired couple who pian to travel from Miami, Florida to
Dayton. Ohioto visit their married son for a morith whiie Mr. Swinde!l recovers from an illness.
Mrs. Swindell is afraid to fly.

Juan Perez s a coffee grower in Brazil who wants to ship coffee beans to a coffee manutac- -
turer in Jacksonville, Florida.



The Transportation Survey

t

Next to each of tre transportation methods below, name two careers that are found in each.

Airlines

Waterways : = "

Railroads.

Highways

Pipeline

For each of the ten job descriptions below, give the correct job title'and name the transportation
method in which that career is found.

L

" CAREER INDUSTRY. — CAREER -INDUSTRY

4]

n
N

3 8t

1 ' o — ' 9.

5. : 10. i
L. Superv.ses workers in the water pipeline mdustAry. ' v
2. inspects tickets and assigns seats before.passengers board a plane. i

.
3. Checks passengers'tickets as they board the train. B
4. Handles coordrhation of ship's activities for Captain.

5. Loads ard unioads luggage and boxes from buses. ) -
5. h Checks cn iocation of buses in transit.

Ccorduhates activities for goods going out of the zountry. L
& Supervises ac\tw:tses with a train station.

3 Greets passengers as they board ths aircraft. L

TN i mm bt ade mnveemmont and Alsrace far Al ctat Aanc



3.~ Study each of the business and consumer situation's below and decide which tran‘s—portat.‘on
business would best handle the situation. Name two careers that would be directly dealt with by

the consurner or businessman. ‘

BUSINESS CAREERS , CAREERS

[N

[#%]

1. Industrial Distributor, inc.. .n Tampa, wants to ship ariorder of toystoa retail customer 190
© miles away. '

2. Max Rayburn needs to go to San Francisco. California, from Orlando, Florida, for a four day
bus.ness trip. :

3. Peugy Uker has just arrived at the Phoenix, Arizona,airpert. She plans to spend three to four
day . visiting six Lets of rela-ves witiun a thirty mie radius while she's there.

Mr. and Mrs. Theenas are an elderly retired couple who plan to travel from Miami, Florida to
Da,ton, Dhioto visit their marrnied son for a rmonth white Mr. Thomas recovers fromaniliness.
Mrs. Thomtas is afraid to fly.

.o

5 Pedr) Casavales is a sugar producer in South America who wants to send sugar cane tv a
sugar marufacturer in Savannah, Georgia.

v

v

O
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THE COMMUNICATIONS SCENE

1. Unscrambuie each of the marketing careers below and match them to the communications
businesses in which they are employed by p:acingﬁthe pusiness' fetter in the blanks to the left of
the career,

!

——— 1. POREAROT

o ————- 2. RECRAT -

—( 3. POCYREOTID

—-4. NANOP‘U")F:C“”"

—_—5 MOCTEMTAa: 2R

—_— 6. TOLCIUSNM : ¢ e e ——

—— . WERTRIER

——— 8 SEMSENREG

— 9. CEVSIERPER

100 ROOFLNAM

A.  Telephone Zoa.npany C.  Pubhshing lrdusi-y
B. Telerraph Company D. Broadcazting Industry
Study each of the >cmmunications dastapt:ons beloa and aecide which marketing career it

explaned, Write t-at . s ttieinthe hox b elow that tescnption. One baas piven foreach letterir
the title.

to

a.  lenoers atelegram io the addrassee and colterts any die charges

Coo L tes news stories for a certain local newspaper lerritory

. - i___l
c. Analyzes, interprets, and . -vad-asts news from var ~us sour~r ,
r — —
. M | |
d. Cells telephcne eqgupment and service to individual custorne: 5 anc adles hill nquiries
T i S —— -
] R [ 1]
¢.  Works away ftrom the home office area aru ! stonies by phen=. cabi.. wire, and mat!

T T T T T T TTTTT T e )




-

Transmits and receives messages using teletype mecssages

|

g. Directs all activities of operators, servi.a assistants, and group supervisors

1
1

h. Delivers newspapers t¢ customers, dealers, and vending machines

1 J :

t.  Writes daily news stories and aefivers them on the air

b

j. Directs all editors ainid personniel for a newspaper or magazine

i

3. Studyeach of the situat:ons below: andidecide which communications bus.-.esses and marketing
careers should izandle each situation. Write the busirecs and career on the lincs given.

BUSINESS . CARELRS

a.

a. Emma moved to a new town and wanted to be sure 'i:'r mother could reach her ot her
5 apartment should her father gt sich again.

ral .
b. Young*lanufacturing Company seatawi  to awhoiesalerin Jacksor v'.ie, butthe wholasaler
did not : ~ceive it. Tk 2 cornpany wants to know why not.
¢. The trial t the courthouse needs to be covered for the morning «5.:on.

d. Lynda organized all her stories and vi “wed the fi.m clip before goiag o tF- air.




THE COMMUNICATIONS SURVEY

Match each of the marketing careers below to the commumcatuons tusiness in which it can be
found by drawmg a line from the career tc the business.

Operator - a. Telephone Company
Tracer

Copy Editor °

Announcer b. Tglegraph Company

Commentator "

Columnist

Rewriter c. Publishing Industfy

Messenger

Service Rep

Floor Man d. Broadcasting Industry

Study each commurications activity below and decide which marketing career is involved. Place
the career title in the correct number blank.

a. f.
" b. !‘:’ . g
c : h
d. i
e. . - i

. a. Delivers a telegram to the addressee and collects any due charges.
b. Writes news stories for a certain local newspaper terri'tory.

Cc. Analyzes, interprets, and broadcasts news from various sources.

a -

Q

Sells telepnone equipmeﬁt and service to individual customers and handles bill inquiries.

e. Works away from home office area and relays stories by phone. cable, wire, and neail.



g. Durects ail activities of operators, se' vice assistants, and group supervisors. -
n. Delivers newspapers to custoi ers, deale s, and vendir,. .nachines.
i.  Writes daily news stories ar . delivers them on the air.

;. Directs all editors and personnel for a newspaper or magazine

3. Study each of the situations below and decide which communications tusiness and marketing
career should handie each situation. Write the business and career on the lines given.

BUSINESS " CAREERS

a. Debbie was chai, >d for a call to Arizona but did not know anycne at that number.

nD.  Miltonsentatelegram to his girifniend. but fo'und out che did not receive it. He wands to know

what happened tc it. . . ‘
e g
A story was needed for the evening edition on the results of the city council budget meeting.

n B

d. Gary arranged the order of his stories and watched the film clip before he went cn the air.

.



THE RECREATION SCENE

1. Listed below are twenty-four marketing careers. Circle the fifteen which can be tound in recrea-

tion,
Booking Agent ) _ Prop Master
Ticket Collector Titie Searcher s i
Tour Guide ‘ ‘ Business Manager
Comptrolier ) Underwriter
Theatrical Agent Golf Club Manager
Securities Broker ) . Innkeeper ‘
‘
Bowling Attendant . . . Ticket Broker : -
Airline Stewardess T Caddy Master '
Station Master : Loan Officer
‘ Usher Recreation Director ‘
Telephone Operator . “ "Ride Operator :
Tatent S.cout v Amusement Cashier
2. Taelve marketing job descriptions in recreation are given below, Write the co}rect carcer title *or

»ach description in the spaces bélow the description. ’ .
a. Cocrdinates all arrangement d‘etails. such as tickets, programs, stage settings, and publicity
for a traveling entertainment procuctios.

e

b. Represents certain entertainment businesses in securing performers or attractions for the
businesses. . ’

O
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‘d. Arranges necessary display props on a3 theater stage for a production or event.

——




e. Analyzes past perfrrmances of athletes and racing animals to assign welghts and arrange
competition. )
/
. !

S ——— — v—" S— — — —— — —— —— RS

’

f. Directs all activities and personnel for a golf or éountry club, including the dining room, pro
shop, and grounds.

-~ -

Ry B S

g. Walks horses and dogs before and after a race for people to view or to cool the animal.

N
NS D GRAELEY MR GRS AN S CENEREE NN A

h. Coordinates activities of racetrack personnel ard negotiates with other racetrack officials
.and the state racing commission. .. .

’

______ ——

\

1. Coordinates and directs aIl recreation activities and personnel at a ce\nter such as a com-
munity recreatnon area, YMCA, camps,-or pnvate resort,

———— S

°

j. Handles a number of performers to secure cmtracts and bookmgs for entertainment pur-
poses. .

e S

k. Buys iarge quantities of theatre tickets and resells them at varying prices.

e

¢ .
I.  Escorts clients to desired places explaining special points of interest; on a trip may <§1eck N
accommodations qnd other arrangements : , .




Sun City is ant adult cominunity of people fifty years of age and over in Florida. As a community
planner, you have been asked to'suggest at least five recreational businesses that the community
should have. Name ten marketing career opportunities which could be found in those businesses.

BUSIN: SSES RECREATION MARKETING CAREERS
1., i. 6.
2. 2. : -7 .
3 3. 8 :
4 4. [ee 9
ot
5 5 : 10
. S ‘
- %
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- wlne, - ~
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A THE RECREATION SURVEY

1. Twenty-four marketing careers are named befow. Place an “'R" in the blanks next to the fifteen -
which are found in recreation. . '

Booking Agent Prop Master
" Ticket Collector _ | o fitle Searcher

Tour Guide . " Busine'ss Manager

Comptrolier Underw:riter

Theatrical Agent o | Goif Ciub Managér !
— Sewl_i»zies ?rok; Innkeeper_

B'-'xw'li'ng Attendant —— Ticket Broker' . _ ‘
—_— Air"llihe Stewardess —_ Caddy Master .
—_— Stéatioh Master . -—— . LoanOfficer

\.\« - Ui;he'r - - Recreation D'irector‘

._.:_ Télephone Cpe;ator ' . ' —___ __ Ride Operator _ ~

I - .o ,
Talent Scout " —  -Amusement Cashier

v 2. Read cach of the Job descriptions below and write the job title of the marketing career in
recreationjin the blanks next to the description. PR
) : ‘
’ a. Cocrdinates all arrangement details, such as tickets, programs, stage
<etting. and publicity for a traveling entertainment production.
! b. Represents certain entertainment businesses in securing performers or
| attractions for the businesses.
{ ] ) .
. ‘ c. Supervisor of golf caddies for a go!f.country club or professional touring
i group.
— d. Arranges necessary display props on a theater stage for a production or

event.

e. . Analyzes past performances of athletes and racing animals to-assign
weights and arrange competition. .

/
i
i

f. Directsallactivities and perxonnelforagolfo'countryclub i rludmgt’w‘
" dining roor, pro shop and grounds. o
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Aruitoxt provided by Eic:

g.
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/
. ) /
Walks horses and dogs defore and after a race for peopte 10 view or to cool /
the animal. : /

Coordinates activities of racetrack personnel and negotiates wiih other
racetrack officials and the state racing commussior.

4

" Courdinates and directsall recreationactivitiesand personnelat acenter.

such as ¢ community recreation area. YMCA, camps or pnvate resort

Handies a number of purformers to secure contracts and bookmgs for,,

. vnter*amnient pu rposes.

Buys theatte and partormance tnrkets inlars~ quantities and.resetisthem

at varying ;}rlce

\ 1
’

|
Escorts clients to desired places explatning special pointsof interest; ona
trip may check accommodations and other arrangements.

Suny fut/ 15 .an adult community of people Bifty years of age and over in Florida. As a community
pla W“' you tiave been asked to sugiest at least tive recreational bustnesses that the community
shoufd have. Name ten mar“eting caieer opportunities whicl: céuid be found inthose busmesses

BUSINESSES

RECREATION MARKET/NG CARBERS

L. 1. 6

2 2. :{ 7 . '
3 3 .8,‘

kY - . 9.

3 5 10. .

o
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Ca tegory. Career . " Career

Promotion

BUSINESS SERVICES SCENE : ..

Match the marketing careers to the apptopnate business service category by placing the fetterin
the blank space provided. Some marketing careers may be found in more than one bustness
service category.

Categories . ?areers

a. Promotion ‘ _ Liquidator

b. Buying - Tabulator

c. Sales Copywriter '
-d. Fiwnhancial . - Credit Investigator

e.” Marketing Research importer

f. Marketing Management Consulting Business Broker

g Security .- Collection Clerk , -

NERRRAR

Employee Motivation
Consultant,

h. ‘Maintenance

i Emp]oyment; Advertising Agency Ménag‘zr

.. | ep—

j. Office d _____ Owner/Manager

Identify at {east two marketing careers which may be fpund in each of the business service
categories given below:

Buying

Sales

Financial

Marketing Research

Security . "

Maintenance

388
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Oftice

t mploymsnt

Marketing Management
Consultant :

in each of the sityations given helow, determine the typé of business service which would meet

~-

the need described and identify two marketing careers which would be involved in providingthat .
service. .

b.

Bill's Lumberyard has suffered several serious lusses of lumber and building materials from
robberies committed during the night. :

—
€

Bob Jones is i poor health and has decided to sell out his entire inventory and.clase his
business. . .

.~

-

) B —

Jane s Dress Shopis planning a specia! sale. The owner has over 1,000 invitations to address
to her best customers but the office staff is too smali to handle this need.

.

'Helen Wolfson plans to open her new health spa next month, but isn't sure how shé should

advertise the event.

Burt just opened a sporting goods store, but his staff is too small to keep the solid glass front
cleaned properly. ' ' : -

389
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BUSINESS SERVICE SURVEY

-

1. Mzstchthemarketmgcafoerioitsappropriatebusinesscategorybyplacingtheletterintheblank ‘

space nrovided. Some marketing careers may be found in-more than one category. -
; ! ‘
Careers Category )
-
4. Auctioneer COffice
n. Display Designer " Maintenance
’
. Credit Clerk Security
d. «Tie and Motion Consultant —____ Employment
e Resident Buyer ___ _____ Promotion -
~
t Salesperson ° —— Sales - )
g. Professional Demonstrator oo Financial
‘o, Importer Buying —

.

Marketing Management Consulting '

i Quoes mandgger

). . Coder

i

Marketing Research
4 hY

e
i

7. ldentity at least two warketing careers which may be found in each of the business service
Sotegones sven belew: : . ’

¢

Category < Carecer Career

.. Dtee

" Fmancial

Security

o

Sales - : R
/ Maintenance >

/ Buying

:

Promotion

Employmant

387 o
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Aruitoxt provided by Eic:



T~ . Marketing Research . —

Marketing Management
Consulitant

-~ -

3 .ineachof the situationsgiven below determine the type of business service whichwould meet the
need gescribed, and identify two marketing careers which would be involved 1n providing that
. . . service. "
a. Joe's Garage reteived a bad check from one of its customers; Mr. Worthless Jone\S. and has
been unable to collect the amount of the bill.

Business Careers

vt . . The Rainbow Shirt factory has an employee morale pr.oblem and has nottyet been able to
motwate their employees to do a good job.

o Business$ Career$

c. The Furst"Natjoqa‘l Bank is nterested in developinga widera’ay of services foryoung people,
but the bank needs to know where the young people live, what . ~dio stations they listen to
most frequently, and what types of services they would prefer.

Business Care,ers

- T

T, d. The tax certification auction Sale will be held in twomonths. The county tax collector needs to )
hire two or three extra secretaries tohandle the clerieal we rk during a two week period prior to
and after the sale. :

. Busindss Careers

e. Jimwantstoopen ahobby shop, but is unfamiliar with the latest merchandise on the markets
cannot afford to go to the market. and will probably purchase in limited quantities.

.

Busimess Careers

s - 388 -

R ' . 391
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Listed belon are twenty carearsin marketing. Circle those ten that arefound in personal service o

bus nesses.
Funeral D.i.w(.lor
Loan Officer

Car W.;sher
BaoKing f«aeni
Funmaator
Teleghoae Opwétof
Maring Muanager
Con\;entlon Rep. -

Copywriter

Kennei Operator

[

THE PERSONAL
v

T

-

§ERVICES SCENE

[N

Underwriter

Rentat A, ent

... Title Searcher

Cemete;y Director
Ali‘rnne Stewardess
Meter Checker
Maitre _d"

Service A‘dviso.r
Credit Collector

Service Station Attendant

o

. N / . | . - : . . .
Review each of the personal servige Job descriptions and decide which marketing career Is
explained. Place the career title in the correct numbered blank. .

: .

1 6.

2 7. .

3. g ' ,
a. 9. i

5. 10, _

-

JOB DESCRIPTIONS

1. Assists motorisis by filling gas tanks, washing windows, checking oil and water.

2. Handles transactions for lgased merchandise and gives information about its use.

3. Checks utility meters. usually monthly, to determine amounts used by .customer.

L4, Gives custoraer information concerning the repair Or improvement of merchandise.

. <
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» ’ . -
5. Supervises ail activities and personnei for burial preparaticn and services.
\f'" (V‘. .
B. Supervigs 2l workers and activities for burial preparation and greunds maintenance at a
cemetery. P )

4

"7 Assists customer in ubtaimng gas, oil, and water; loads boat into dry dock storage or boat
ships.

’

8. Greets guests. escorts them to sitting area, scrves refreshments, and provides services as
they are requestcd ’

9. '\Aamtams the grounds and monuments of a cemetery. N .

.10, Directs and controls all employees and activities fOr-a business which boards animals.
3. Study each of the coisumer situations below and decude which personal serwce business and
marketing career would best handle the situation.

*

BUSINESS _ : ' CAKEER

-~

a. Byro’n was-out fishing and realized he needed gas and oil for his boat.

Clarice received her electric hill and felt sure a mistake had been made on the reading\
because she had been gone for three weeks that month.

R4

c. Peggy wants to prevent bugs and other pests from coming into her new home.

1.

¢ Ted needs a spreader for fertilizer, tut he does not want to buy one.

P

Doug loblked at his fue! gauge and decided he needed gasoline for his automobile.
. A .

290 - . :
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THE PERSONAL SERVICES SURVEY

-

1. Studyeach of the marketing careers below and place a “P" in the spaces next to those ten v.hich
can be found in personal service businesses. :

—a— Trust Officer - . R Cleinls Adjuster '
| Ken_r;el Operator ______ Service Station Attendant
Stock_Broker . . — . Telegrapher |
Meter Reader : - Bodygt:!ard.‘-' -

Ad llustrator Head Waiter

. . ‘
Rental Agent Memorial Agetit
Ramp Attendant Fumigator

Theatrica!l Agent innkeeper

[RERENER

___ Cemetery Worker

0 -

Display Trimmer

Funeral Director

Marina Attendant

2. Read each personal service job description below and decide which marketing career is exp
lained: Write that career titie in the blank-to the left of tre description. -

a.- Transports body from death place to mortuary to “cemetery.

b. Directs and controls a'l employees and activities for a busmcss which
boards animals.
i . .
c. -Handlestransacttonsfor|easedmerchandiseandgivesinformationabout
. its use.

d. Assists customer in obtaining gas, oil, and water; loads boat into dry dock
_ storage or ooat slips. ’

& T o "
e. .Assists motorists by filling gas tanks, washing windows, checking oil and

. water. 3

f, Treats a home infested with termites or other household pests.
ST}

g. Supervises all workers and activities for burial 6Feparation énd grounds
maintenance at a cemetery. .

h. Gives customer mformatlon concerning the repair or improvement or
merchandise. :

394
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i, !nspects meters to determine accuracy of readings and proper func-
tioning. ' :
e

- .
]

j. Spraysinside and outside of homes to prcevent bugs, termites, and pests.

[

Recommend the personal service business and marketing career which should be consuited for
. each consumer situation below. Place the answers in the planks provided. g S

AL S

vy

- BUSINESS : , CAREER

Eddie, discovered that his house was‘infested with termites.

Gina needs some'one to take <are of her dog;\}vhite she is away on a businesé t‘rip..
Ken was upset about the amount of his electricity bill and wanted it verified.

Dot ‘want?d her boat stored out of the water during the winter.

¢

.Ralph needed ass.stance in escorting his elderly mother to the funeral service of his father.
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- THE_LODGING/FOOD SCENE .

1. Matcheachmarketing career titleto its correct description by writing the career title fromthe fist
below in the blank& provided. . c . -

-

-~
. ¢

- "+ Bellman A Executive Housekeeper
- . Waitress . 7 . . Busboy .
* Front Desk Clerk . Cashier
Reservation Clerk Hostess ,
innkeeper . Restaurant Manrager
. "

Directs all hote! personnel and activities.

‘Tnspects rooms for order and cleanliness. *

Assist.s guests in choosing and registering for rooms.

Greets guests entering the dining area,

Supervises restaurant activities and workzss.

1.

2.

3

4.

5. Receives payment from guests for bills.

6.
7. Fegeives advance room requests.

Assists guests with baggage to t.  # rooms. :

* ¥.- Serves tood and beverages to patrons.
“ +0. Bfimgs clean silverware and linens to table.
' . ' \
2. Complete the career diagrams below from entry to management levels with the careers given
below the diagrams.
» - ¢ ,
LODGING . i _ ‘ FOOD
MANAGER !
) ) \ ADVANCED
. 4. 4

: ENTRY . o

5 5. :

T v N ‘ .. 3 9 J . .
’ . 36
. v ~.




i~

.

BELLMAN o BUSBOY ‘ : —
INNKEEPER™ - .. - MAITRED" = =

FRONT DESK CLERK ' : WAITRESS

DOGRMAN . * HEAD WAITER’

SERVICE SUPERINTENDENT - RESTAURANT MANAGER

.
a
-~ ‘-

3. Select the best response to each of the following questions and circle the answer.
1: ifyouare dissatis'fiéd withthe service you receiveiroma waitress, you would con_wbla';_n tothe

a. Busboy .

b. Restaurant Manager ‘
c. Cook . - . . . o
G. Purchasing Steward ° ‘

A~ E :
2. If you want your 4uggage taken ¢o your room, you would need a .

.

a. Cashier h ’ . :
b. Maid ' L :
c. Superintendent of Services - : e "
d. Beliman ‘
3. If your adwance room request was nbt‘eonfirmed, you wog'ld contact the
q. A . . ’ - -
¢, a Executiveﬂousekeepér .
b. Rell.Captain
c. .Cashier . -

d. Reservation Clerk \

.
o

4 If you want to have a three-day sales meeting at a large hotel, you would contact the

Front Desk Clerk -

a. .

b, “onvention Cordinator '

c. Executive Hpusekeeper ’ - -
d. Superintendent oV Services

5. If you wanted to have a certain table reserved, you would talk to the

.a. Maitre d' S \
. . b. Cashier »
: c. Busboy

d. Reservation Clerk . '

’ - - -




_ THE LODGING/FO0D SURVEY - ‘
- 1. Matchthe foxlowmg jobs totheir reiated aetivities by placmg the letter of the JOb title in the blank  ~
’ to the¥eft of its description. ' ‘
A, BELLMAN : F. CASHIER -
.'B. EXECUTIVE HOUSEKEEPER G. RESERVATION CLERK - . '
- C. WAITRESS H. HOSTESS
) .b.. .BUSBOY . INNKEEPER
E- FRONT DESK CLERK J. RESTAURANT MANAGER
- 1. Supemses restaura«t’Workers and ectivities.
. 2 Recelves advance Ybom requests
. s 3. 'Asmsts guests wuth baggage to thei: rooms.
. ) . . rs . / =~ o
o . . =z . " 4. Serves food and beverages to gatrons. . ;
. - T _ o " .+ 5. Brings'clean silverware and linens to table.
T : '6.* Directs all hotel persénnel and activities. e
o ."“ . - & ’< . _‘/. . " A
7. Inspects rooms for order and cleanliness.
" : 8. Assist's guests in choosing and regisiering for rooms.

9. Greets guests eritering the dining#oom.

{ ) .
10. Receives payment from guests for bills.

“ Fill in the diagrams using the job titles given below, from job entry at the bottom to the
managemal specialization leve! at the top

.. BELLCAPTAIN // . BUSBOY : =
SUPERINTENDENT OF SERVICE . . —  WAITRESS . oy
BELLMAN o . MAITRED
FRONT DESK CLERK. ° ' ' HEAD WAIT oo
INNKEEPER RESTAURANT MANAGER .
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3. Sfudyeachof the food and lodging situations below and decide which marketing career personnel
would best handle the situation. Write the title in the blank provided.

<

- 1. Yourclubishaving aconference at a hotel and you want torequest certain
room arrangements.

2. Asthe executive housekeeper for a hote!l chain, you discover many of the

L s linéns have become worn and need to be replaced. Who would you con-
! ) tact?

. 3. You enter a hotel and sant to know if they have a room with two keds and
' color television.

3. While you areeating dinner, you remember you have {0 make an imp'brtant
- . : _phone call and need change. . : :

N

5. You called this afternoon and asked to'be seated in the Garden Dining
Room near the fountain: Instead you have been seated in the main dining
room. : :

AN

\ LY

N
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AUDIO-VISUAL RESOURCES

“A Better Way,”” 16 mm black and whiﬂte film, MODERN TALKING PICTURES FILM SERVICE, New
Hyde Park New York "11040. .

“Ad -Ventures,” 16 mm color fiim, ASSOCIATED BUSINESS PUBLICATIONS 205 East 42nd Street,
‘New York, New York 10003.

“Art Careers In Advertising,” filmstrip, EDUCATIONAL DIMENSIONS éORPORATION, P.0.Box 488,
Great Neck, New York 11022. )

“Airport Service,” color filmstrip series, IMPERIAL FILMS, INC., 332 South Michigan Avénue,
Chicago, Illinois 60604.

“Air Travel,” color filmstrip series, COLONIAL FILMS, INC., Box 22857, Ft. Lauderdale,
Florida 33315. ' |

.~

“dAmerucan Occupations,” cassette tape series, JASPER EWING AND SONS, 610 North State Street,
Jackson, Mlssussrppr 39205.

“Bankingin Action,” 16 mm color film, FLORIDA BANKERS ASSOC!ATION, through your local bank.
“Bread,” 16 mm color film, FLORIDA BANKERS ASSOCIATION through your local bank.
“Business of Keepung Prormses ” color sound frlmstrlp. AUDIO-VISUAL ASSOCIATES,

~ “‘Canned Meat Stary " 16 mm color film, MODERN TALKINGnPICTURES FILM SERVICE New Hyde
Park, New York 11040.

“Career Calling,” 16 mm colorfllm JIM HANDY CCORPORATION, 2821 EastGrand Boulevard. Detroit,
- Michigan.

Career Development.” cassette tape series, IMPERIAL FILMS INC., 332 South Michigan Avenue,
Chicago, lilinois 60604.

“Career Exploration,” color sound filmstrip series, SCIENCE RESEARCH ASSOCIATES, 259 East Erie
Street. Chicago, lllinois 60611. :

“Career Game,” color'sound filmstrip, career cards kit, IMPERIA‘L FILMS. INC., 332 South Michigan
Avenue, Chicago. llinois 60604. . =

“Careers in Broadcast News.” 16 mm colorfilm. UNIVERSITY OF IOWA, Cedar Falls, lowa 50613. )

. -‘Careers in Business Administration,™ coior sound filmstrip, PATHESCOPE EDUCATIONAL FILMS,
INC.. 71 Weyman Avenue, New Rochelle, New York 10802.

- ~Careers in Fashion.”” 35 mm slide series. FAIRCHILD VISUALS. Dept 0.K.. 7 East Twelfth Street,
New York. New York 10023.




“wCareers in Fashionand Textiles,” color sound filmstrip, PATHESCOPE EDUCATIONAL FILMS. INC,,

71 Weyman Avenue, New Rochelle, New York 10802.

-“Careersin Fashion Design." filmstrip; EDUCATIONAL DIMENSIONS CORPORATION, P.O. Box 488,

Great Neck, New York 11022.

“‘Careers in Filmmaking,' filmstrip. EDUCATIONAL D|MENS|ONS CORPORATION P.O. Box 488,
Great Neck. New York 11022. .

“‘Careers in Food Mprchandusmg 35 mm slide series, FAIRCHILD VISUALS, Dept. '0.K.. 7 East
Twelfth Street, New York, New York 10003.

“Carcers in Food Service.” color sound filmstrip, PATHESCOPE EDUCATIONAL FILMS, INC., 71
Weyman AveTiue. New Rochelle, New York 10802. '

*Careersin Home Furnishings.’ 35 mm slide series. FAIRCHILD VISUALS, Dept. O.K.. 7 East Twelfth
Street. New York. New York 10003.

“Careers In illustrat ion—"‘ filmstrip, EDUCAT:ONAL' D|{MENS|ONS CORPORATION, P.’O. Box 488,
Great Neck. New York 11022.

“Careers in insurance,” color sound filmstrip. AMERICAN INSURANCE INSTITUTE.

~Careers tn Journalism.” color sound fitmstrip. PATHESCOPE EDUCATIONAL F|LMS,§ INC.. 71
Weyman Avenue. r\ew Rochelle. New York 10802 ) - ’

"f‘areers in Leisure Tume Industry.” color sound f1|m.,tr|p, PATHESCOPE EDUCATIONAL FiLMS.
INC.. 71 Weyman Avenue. New Rochelle. New York 10802

“Careers in Sales.” 16 mm color film. UNIVERSITY OF SOUTH CARDLINA. Division Educational
Services..Calumbia. South Carolina 29208.

“Careers In Service Stations.” 35 mm slide series. FAIRCHILD VISUALS. Dept. O.K.. 7 East Twelfth
Street. New York. New York 10003. )

“Careers Show Business." color sound fi|msirip, PATHESCOPE EDL)CAT|ONAL FILMS, INC., 71
Weyman Avenue. New Rochelle. New York 10802.

“Careers in Television.’ fnmstnp EDUCATlONALDIMENS|ONSCORPORATION P.0. Box 488, Great
NecKk. New York 11022.

“Careers in Transportatnon color sound filmstrip, PATHESCOPE EDUCATIONAL FILMS, INC.-71
Weyman Avenue. New Rochelle. New York 10802.

“Careers in Transportatlon 16 mm coior film, UN|VERS|TY OF SOUTH CAROLINA, Division Educa-
tional Services. Columbua South Carolina 29200

Careers—Sales.” 16 mm color film. FLORIDA STATE UNlVERSﬂT TaHahassee Florida.

"\,amer‘apes - cassette tape series. MACMILLAN LIBRARY SCIENCE 248 B Brown Street. River-
side. New Jersev 08075.
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Careers Unlimited.” cassette tape series, éLASSROOM PRODUCTIONS, 851 College Parkway at
McGregor Bivd., Ft. Myers, Florida 33901.

*-Credit.”” 16 mm cotor film, MODERN TALKING PICTURES FILM SERVICE, New H)}de Park, New
York 11040. -

“‘Discovery.”” color sound filmstrip series, SCHOLASTIC BOOK SERVICES, Richmomd\ Hill, Ontario,
-Canada. ™ ) -

“For Some Must Watch,” 16 mm color film, BUSINESS EDUCATION FIiLMS, 5113 16th Avenue,
Brooklyn, New York 11204.

“Fruits of a Lifetime,”" 16.mm color film, UNION PACIFIC RAILROAD, 1416 Dodge Street, Omaha,
Nebraska. ~

“General Insurance Careers.” 16 mm calor film, UNIVERSITY OF UTAH, Educational Media Center,
Salt Lake City. Utah 84110. n ,

“Ho w to Succeed Without Reatlly Flying.” 16 mm color film. FEDERAL AVMATION COMMISSION, P.O.
Box 25082. Oklahoma City. Oklahoma 73125. -

“tmper:al Interview Tapes.” cassette tape series, JASPER EWING AND SONS, 610 North State
_ Street, Jackson, Mississippi 39205.

“ls a Career in Banking For You?" 16 mm color film, A.LM.S. INSTRUCTIONAL MEDIA SERVICES,
_INC.. P.O. Box 1010. Hollywood. California 90028 ’

“ls a Career in Business Administration For You?" 16 mm color film, A.L.M.S. INSTRUCTIONAL_
. MEDIA SERVICES. INC.. P.O. Box 1010. Hollywood, California 90028.

“ls a Career in Finance. Insurance, or Real Estate For You?”" 16 mm color fi'lr-n. A.lLM.S. INSTRUC-
TIONAL MEDIA SERVICES. INC.. P.O. Box 1010. Hollywood. California 90028.

“ls a Career In Management For You?" 16 mm color fFilm. A.LLM.S. INSTRUCTIORNAL MEDIA SER-
VICES. INC.. P.0. Box 1010. Hollywood. Catifornia 90028.

—

I a Career in Radio or Television For You?" 16 mm cotor film, A.l.M.S. INSTRUCTIONAL MEDIA,
SERVICES. INC.. P.0. Box 1010, Hotlywood. Califorma—-90028.—

15 a Career in the Apparel Industry For You?" 16 mm cotor film. A.LLM.S. INSTRUCTIONAL MEDIA ‘
SERVICES. INC.. P.O. Box 1010. Hollywood, California 90028. ’ - :

S

“Is a Career in the Hotel or Motel Business For You?" 16 mm color fitm A.l.M.S. INSTRUCTIONAL
MED!A SERVICES. INC.. P.O. Box 1010, Hollywood. California 90028

“1s A Career in the Restaurant Business For You?"‘16 mm color film. A.L.LM.S. IN_STRUCTIONAL .
“EDIA SERVICES. INC.. P.O. Box 1010. Hollywood. California 90028. .

15 3 Raiiroad Career For You?" 16 mm color film. A.LLM.S. INSTRUCTIONAL MEDIA SERVICES.INC..
P 0. Box 1010. Holivwood, California 20028. o
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“

{s a Sales Career For You?'" 16 mm color film, A.I.LM.S. INSTRUCTIONAL MEDIA SERVICES‘, INC.,
-P.0. Box 1010, Hollywood, California 90028. .

“insurance Careers,” color sound filmstrip, INSTITUTE OF INSURANCE,

job Qpportunities in Hotels and Motels.” 16 mm color film, UHNIVERSITY OF COLORADO, Fort

Collins, Colorado 80521.

*-Job Opportunities Now, Set 1" filmstrip series, SINGER, S.V.E. INC., 1345 Diversey Parkway,
Chicago. Ilinois 60614. )

. «just a Teller.” filmstrip. LEARNING ARTS, P.0. Box 917, Wichita, Kansas 67201.

“Lady and the Stock Exchange,” 16 mm ¢olor film, MODERN TALKING PICTURES‘FI_LM SERVICE,

New Hyde Park, New York 11040.

“Modern Innkeepers,” 16 mm color film (20 minutes), AMERICAN HOTEL AND MOTEL ASSOCIA-
TION. 888 Sewvznth Avenue, New York, New York 10019. '

~ " , .
“QOccupations In Supermarkets,” slide series. FAIRCHILD VISUALS, Dept. O.K., 7 East Twelfth
Street, New York, New York 10003.

“Qpportunities in Sales and Merchandising.” 16 mm cclor film, UNIVERSITY dF COLORADO, Fort
Collins, Colorado 80521. ' .

* +Selling As A Career.” color sound filmstrip. UNIVERSAL EDUCATION AND VISUAL ARTS, 221 Park
Avenue, South, New York, New York 10003. -

";Step into Banking.” 16 mmcotor film, FLORIDA BANKERS ASSOCIATION, through your local bank.

““The Big Bird Story,” 16 mmcolor film, TRAN SWORLD AIRLINES. 605 Third Avenue, New York. New
York 10016. ~

" re Littlest Giant,” 16 mm color film. MODERN TALKING PICTURE SERVICE.

The Journalists.” 16 mm color film, MODERN TALKING PICTURES FILM SERVICE, New Hyde Park,
New York 11040. . ) '

“The One Man Band That Went to Watl Street,” 16 mm color film, MODERN TALKING PICTURES
FILM SERVICE. New Hyde Park. New York 11C40.

“The Stery of Distributive Educatton,” 16 mm color film, MODERN TALI'-(ING PICTURES FiLM
° SERVICE, New Hyde Park, New York 11040.

“The Strongest Link.” ‘16 mm cclor film. MODERN TALKiNG PICTURE SERVICE. New Hyde Park_.
New York 11040. ’

“The Voice of Your Business,” 16 mm cotor film, BELL SYSTEM. Local Telephone Company. Your City,
Your State. ) ’
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“The World Of Marketing & Distribution,” 35.mm slide series, CAREER WORLD, INC., 1560 Vesta
Drive, Harrisburg, Pennsylvania 17117.

“The World Is Yours.” 16 mm color film, MODERN TALKING PICTURES FILM SERVICE. New Hyde
Park. New York 11040. : :

“Tommy ‘Looks at Careers—Trucking.” 16 mm color film, UNIVERSITY OF WYOMING, Laramie,
Wyoming. _ - ;

"Transportation: An Ocean Port."” color filmstrip series, IMPERIAL FILMS, INC ., 332 South Michigan
Avenue, Chicagc, Hlinois 60604.

“Transportation: Our Railroads,” color sound filmstrip series, IMPERIAL FILMS, INC., 332 South
Mizhigan Avenue, Chicago, ilinois 60604. :

“Understanding Wrolesaling,” 35 mm slides, OHIO DISTRIBUT!VE EDUCATION MATERIALS LAB,
The Ohio Siate University, 1885 Neil Avenue, 115 Townshend Hall, Coiumbus, Ohio 43210.

“What Do You Want?” 16 mm color film, ASSOCIATIGN-STERLING FILMS, 866 Third Avenue, New
York, New York 10022. '

Where Do | Go From Here?" 16 mm color film, NATIONAL RESTAURANT ASSOCIATION, 1530 North.
Lake Shore Drive, Chicago, Illinois 6061Q.
“Why Work At All?" filmstrip. GUIDANCE ASSOCIATES. Pleasantville, New York 10570.

“Wr.ting Careers in Advertising.” fitmstrip; EDUCATIONAL DIMENSIONS 6ORPORATION, P.0. Box
4R8. Great Neck. New York 11022. - o

“Your Future in Retailing,” 33 mm slhide set, OHIODISTRIBUTIVE EDUCATION MATERIALS LAB. The
Ohio State University, 1885 Neil Avenue, 115 Townshend Hall, Columbus, Ohio 43210.

“Your Town,” 16 mm cotor film. FLORIDA BANKERS ASSOC:ATION, through your locat bank.

~

-
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CLASSROOM PRODUCTIONS*
Careers Unlimited Cassette Tapes

Unit Number Tape Number Career Tit‘le: .-

1(601)4 . 6011 Btoadc;sting
1(601) , 601—3 Hotel-Motel

v 1601 - . 601—4 Restaurant

’ 1 (601) 601-5 Advertising

3 (603) 603—2 Transportation
4 (604) . 604—5 Seling
5 (605 605-2 - Clothing and Fashion -
5 (605) - 605-—4 . ;Qfecreation

*CLASSROOM PRODUCTIONS
851 Coliege Parkway at McGregor Boulevard
Ft. Myers, Florida 33901 '

IMPERIAL FILMS COMPANY”* -
Career Development Cassette Tapes

Account Executive insurance Salesman
Actor : . | Park Director
Banker A ' Radio Broadcaster
Business Consultant | Realtor
Buvyer - - Reporter
- .Commercial Artist . _ Salesman ‘ —
Cost Analyst . 4 Stewardess
__ Driver or,'Ros@te:_nad-,____. . Stockbroker . -
gEditor : Theatrical Agent i
Fashion Mode! Waiter,Restaurant Manager

“IMPERIAL FILMS COMPANY, INC.
232 South Michigan Avenue
Chicago. lincis 60804

-
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JASPER EWING AND SONS*

, IMPERIAL INTERVIEW T.APES" .
: Cassette Tape Series

Occupational Title - Number - Oécupatidnél Title Number
ADVERTISING VG701 RETAIL SALESWOMAN VG729
ASSEMBLER _VG703 : STEWARDESS, AIRLINE VG7_31
INSURANCE BROKER ' VG712 TECHNICAL WRITER VG733
PILOT. COPILOT . VG722 * LOCA. TRUCK DRIVER VG737
PUBLIC RELATIONS WORKER .VG726 GROCERY STORE CuLERK VG739
REAL ESTATE BROKER VG7é7 LAUNDRY ROUTE-MAN VG748
COMMERCIAL ARTIST | ' ve72s

- JASPER EWING AND SONS
610 Neorth State Street
Jackson. Mississippr 39205

JASPER EWING AND SONS*

AMERICAN OCCUPATIONS
Cassette/Reel Tape Series

Cccupational Title i Number Occupafional Title Number

ABVERTISING WORKERS - 4502  REAL ESTATE SALESWAN—BROKER/
. RETAIL TRADE SALESWORKER 4553
- _MARKETING RESEARCH WORKERS 4503 _ ' :
] SECURITIES SALESMAN/WHOLESALE

- PUBLIC RELATIONS WORKERS 3504 - TRADE WORKERS 4554
7 .
COMMERCIAL ARTISTS ' ’ 4528 WAI‘[ERS—WAIT-RESSES ) 4556
INTERIOR DECORATOR 4529 TRUCKDRIVER'LOCAL -~
X TRUCKDRIVER 4569
ECONOMISTS 4530
. RCUTEMEN INTERCITY .
NEWSPAPER REPORTER - 4535 BUSDRIVER > ' 4570
» v
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TECHNICAL WRITERS 4536 LOCAL BUSDRIVER/TAXI DRIVERS 4571
MODELS 4540 APPLIANCE SERVICEMEN 4574
RECREATION WORKER 4542 PETROLEUM OCCUPATIONS 4586
MANAGERIAL OCCUPATIONS 4544 STEWARDESS 4588
INDU~TRIAL TRAFFIC MANAGER/ © AIRPLANE DISPATCHER 4589
PURCHASING AGENT 4545 ,

, ~ AIR TRAFFIC CONTROLLER 4590
CASHIERS - 4547 |

RADIO-TV ANNOUNGER 4591
SHIPPING—RECEIVING CLERK 4548
' * CONDUCTOR 4592
AUTO PARTS COUNTER MAN 4550 o
BRAKEMAN 4593
AUTO SALESMAN-AUTO SERVICE |
ADVISOR _ . 4551 TELLER 4596
INSURANCE AGENT—BROKER' HOTEL CLERK/HOTEL MANAGER 4597

MANUFACTURER'S SALESMAN, 4552

 *JASPER EWING AND SONS
610 North State Street
Jackson, Mississippi 39205 -

MACMILLAN LIBRARY SERVICES”

Careertapes
Personnel Manager ) Travel Agent
" Telephone Operator Hotel Manager
- ‘l - : . 4
Writer - ' Chauffeur
Bus Driver -~ _ Funeral Director
Rent-a-Car Agent - C " Dry Cleaning Workear
Airline Flight Officer ‘ Food Service Manager s
_ Urban Planper . Buiiding Inspector
" Purchasing Agent Farm Produce Wholesaler
"Materials Handler Retail Sales Clerk
410
>
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Quality Control Inspector Credit Mana;:#r

Food Franchise Worker - Adver:ising Account Executive

*MACMILLAN LIBRARY SERVICES
2488 Brown Street
Riverside, New Jersey 08075

'FAIRCHILD PUBLICATIONS®

35 mm Color Slide Career Series

A
“Careers In Food Merchandising” “Careers in Service Stations”
“Careers In Home Furnishings” . “Carezrs In Fashion”

K]

*FAIRCHILD VISUALS
Department O.K.
7 East Twelfth Street
New York, New York 10003

4N




- RESGURCE PUBLICATIONS

A;;!ing Is Believing, bv Charles McGaw: HOLT, RINEHART. & WINSTON, a subcidiary of Columbia
Broadcasting System, 383 Madison Avenue, New York, New York 10017.

Advertising: A Career Of Action And Variety, pamphlet, AMERICAN ASSOCIATION OF ADVERTISING
AGENCIES, 200 Park Avenue, New York, New York 10017.

Banking: A Career For Today & Tomorrow, booklet, AMERICAN BANKERS ASSOCIATION, Benking
Education Committee, 90 Park Avenue, New York, New York 10016.

Broadcast Management. by Qual and Martin; HASTINGS HCUSE PUBLISHERS, INC., 10 East 40th
Street. New York, New York 10016. - :

k]
“

; A Business Of Your Own, bookiet, SOHIO OlL COMPANY, INC., Cleveland, Ohio.

Career Information: Markgting and Distributiver Occupations. AMERICAN VOCATIONAL ASSOCIA-
TION, 115 16th Street, N.W.. Washington, D.C.

Career Opportunities: Marketing. Business. & Office Specialists, by Wieas; J.G. FERGUSON PUB-
LISHING COMPANY, 6 North Michigar Avenue, Chicago, Hllinois 60602.

L 3

“ Career Opportunities In Service, booklet. FORD MOTOR COMPANY, Service Trainin'g‘ Programs De-
partment, Garrison Plaza East, 19855 Outer Drive, Dearborn, Michigan 48124.

-

Career Opportunities Series, NEW YORK LIFE INSURANCE COMPANY." .
Career World Magazine, 501 Lake Forest Avenue, High Wood, tllinois 60040.

Careers Briefs. CAREERS PUBLICATIONS. INC.*

A

/ Careers in Communications pamphlet, Scuthern Bell Telephone (fompany, Your locai telephone
employment office. " ' '

Caréers in The Fioral Industry. pamphlet. SOCIETY OF AMERICAN FLORISTS, 901 North Washington
Street. Alex::ndria. Virginia 22314. . ’

Careers & Opportunities In Retailing. Dapéfbéck. NATIONAL RETAIL MFRCHANTS ASSOCIATION,
Personnel Division. 100 West 31st Street. New York, New York 10001.

Careers In Property & Liability {nsurance. booklet, INSURANCE INFORMATION I.NSTITUTE. 110
Wiltiam Street, New York. New York 10033.

Careers For Youth In The Food industry. pamphiet, NATIONAL RESTAURANT ASSOCIATION, 1530
North Lake Shore Drive. Chicago. lilinois 60610. '

Canc;'se Handbook of Occupations, J.G. FERGU SON COMPANY, 6 North Michigan Avenue, Chicago,
. liknois 60602.

Consicer A Career Ia Pubic Reiations, CRRON!CLE GUIDANCE PUBLICATIONS, INC.®,
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Dictionary Of Occupational 'Title:, Vol. I, fi, 11l; CHRONICLE GUIDANCE PUBLICATIONS, INC.*
Discovery: Career Log, SCHOLASTIC BOOK SERVICE, Richmond Hill, Ontario.

Distribution and Distributive Careers, by Srandfield and Gold, FAIRCHILD PUBLICATIONS, 7 East
12th Street, New*York, New York ‘006‘3 ' .

The Encyclopedia Of Careers & Vocational Guidance, by Hopke J.G. FERGUSON PUBL!SHING
COMPANY, 6 North Michigan Avenue Chicago, Hlinois 60602. :

Finding Your Job, booklets. FINNBY COMPANY* - ~ .

Going Places In Qii, booklet, AMAERICAN PETROLEUMINSTITUTE 1271Avenueof the Americas, New
York, New York 10020

Guide To F:Immaking. by Pincus; NE‘? AMERICAN LIBRARY, 1301 Avenue of the Americas. New
York, New York 10019. . . -

Handbook Of Job Facts, SCIENCE RESEARCH ASSOCIATES (SRA)™ _
Hello World! -Business Services, FIELD EDUCATIONAL PUBLICATIONS, Atlanta, Georgia.

Hello Worid!-Food & Lodging Services, FIELD EDUCATIONAL PUBLICATIONS, Atlanta, "Gearéia._

" Hello b‘vorld'—Marketlng FIELD EDUCATIONAL PUBLICATIONS, Atianta, Georgia.

Job Scene, Comcc Series, FLORIDA STATE EMPLOYMENT OFFICE, Tallahassee, Florida.

Jobs In Advertising. pamphlet, AMERICAN ADVERTISING FEDERATION. 1225 Connecticut Avenue,
N.W., Washmgton D.C. 20036. .

Marketing Careers tn The Jet Air Age. CHRONICLE GU»DANCE PUBLICATIONS, INC.*

Marketing Research For The High School Student. i -ONICLE GUIDANCE PUBLICATIONS, INC.~
The Marketing Story. U.S. DEPATMENT-OF COMMERCE, Washington. D.C. 20402.

The New Look In Service Stations (Aulomoofle Service Station Attendant), CHRON! ICLE GU|DANCE
PUBLICATIONS, INC.” ‘

Occupational Awareness Wini- Bnefs OCCUPATtoNAL'A‘WARENEss. Box 5098, Los Angeles.-

h =~ Calitornia.

- Occupational Briefs.CHRONiCLE GUIDANCE PUBLICAT!ONS. 1NC.'.“

Ocmpa‘ onal Briefs. SCIENCE ‘?ESERQCH ASSOCIATES"
Occupatzona! Gu dance bookl'ets FINNEY L.OMPANY'

N .
Occupational Guide. series. CALIFORNIA DEPARTM ENT QF EEJ.PLOYMENT
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» ) ‘
Occupational Manuals, series, GREGG/MCGRAW HILL®
7

Occupat:angl Outlook Handbook 1972 73 Edition. Bulletin No. 1700; U.S. Department of Labor.

: Bureau cf Labor Statistics, SUPERINTENDENTOF DCCUMENTS, U.S. GOVERNMENT PRINT-
~ INGOFFICE, Washington, D.C. 26402.

Occupations And Careers, by FemgoId and SwerdIoff WEBSTER/MCGRAW RILL PUBLISHING
CCMPANY' = ™

~
~

. /On The Road Wllh The Truckers, CHRONICLE GUIDANCE PUBLICATIDNS INC.*

j Opportunities In The Trucking Industry, AMERICAN TRUCKING ASSOCIATION 1616 P Street N.W.
Washington, D.C. 20036 .

Opportunities With Texaco, booklet, TEXACO OIL COMPANY INC P.O. Box 52332 Houston,
Texas 77052. - '

) Opportunity in Retaiiing booklet, NATIONAL RETAN: MERCHANTS ASSOCIATION Personnel DM-
sion, 100 West 31st Street New York, New Yprk?10001.

-
.

Popeye and Careers, Comic books KING FEATURES INC.* ' A

Project Loom Unils, TLQRIDA STATE UNIVERSITY 415 North Monroe Street, Room 223 Tallahas-
see, Florida 32301. : .

" This Business Of Food Service. CHRONI'GLE GUIDANCE PUBLICATIONS, INC.*
Travel U. S.A., u.S. DEPARTMENT OF COMMERCE Washmgton D.C. 20402.
What .lob For Me?. book series, WEBSTER/McGRAW-HILL PUBLISHING COMPANY*
Widening Occupatidnal Roles Work Briefs, SC' c.NCE RESEARCH ASSOCIATES™

Workmg in a Service Industry, by Grandfield and Gold. FAIRCHILD PUBLICATIONS 7 East 12th
- Street. New York, New York 10003.

working in the Transportation Indystry, by Grandfield and Goid, FAIRCHILD PUBLICATIQNS 7 East
-7 12th Street, New York, New York 10003. . )

" YounCareer In The Hotel-Mote! industry, booklet, EDUCATIONAL INSTITUTE OF THE AMERICAN
HOTEL-MOTEL ASSOCIATION, Kellogg Center, East I.‘.ansmg, Machxgan 48823

’ YourFuture CareersIn ( Fonsumer Finance, booklet, THE\’NATIONALCONSUMER FINANCEASSOCI—
ATI;N, 1000 16th Street, N.W., Washmgton D.C. 20036. :

Yo'i.w.lo.b_ln Diitribution, by Beaummont and Langan; GREGG/McG RAW-HILLPU BT_ISH'ING COMPANY*
h

- *See succeeding éages for spécific titles and/or addresses of resour:ces.
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COMMERCIAL GAMES

. Auctioneer

Boss

Billionaire
Careears .
Dealers' Choice
Dig

Masterpiece
Monopoly’

Probe

Quibic

Touring

: Concentra;i'on

sEasy Money
Happiness
Hollywood Square
Jeopardy
Password ,
Who, What, Where

- Lottery

RSVP
Scrabble

Bazaar , * '
High Bill

Venture
Stock Market

Shopping Center .

Money Card o,
N e
Ad Lib ~\. Q-
" Junior Executive \\L/
+ Park and Shop ’

- ) Whitman.

GAMES RECOMMENDED

PUBLISHER:S NAME"

Ideal Company
Ideal Company

o

Parker Brothers .
. Parker Brothers

L Parker Brothers
\ Parker Brothers

- Parker Brothers
- Parker Brothers
Parker Bréthers
Parker Brothers
Parker Brothers

Milton Bradley
Milton Bradley
Milton Bradley
Milton Bradley
Milton Bradley
Milton Bradley
Miltan Bradley

Selchow & Righter 4
Selchow & Righter ’ -
Selchow & Righter '
¢ 3-M Company
3-M Company
3-M Company
Avalon Hill Company
Creative Playthings
Schaper

Lowe

Whitman

Pré;Vocational_Distribbtive Education students in the middle grades 6-9. -

3

[2

as Ty
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.'Games tisted are highly recommenged by classroom teachers who have used them with their
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CALIFORNIA DEPARTMENT OF EMPLOYMENT*

Occupational Guides

Title of Publication

\__\Admin‘istrative Services Manager - Real Estate Salesman
" " Claims Adjuster Retail Store Manager
Contract Administrator . , Sales Clerk
Credit & Collection Manager , Salesman, Building Materials
‘Display Man ‘ | Salesperson
-Display Man, Generai"Merchandise Salesperson, Cosm:etics
Food Clerk 7 - 7 % ~iesperson, Hardware
" Grocery Checker - Salesperson, Hohe Furrishings
Grocery Product §alesman : Shipping and Receiving Clerk
Hotél Manager Sign Painter
. Management Trainee v Stosk Clerk
Model R Retail Buyer
Purchasing Agent ) Traffic:Rate Clerk

Quality Cortrol Manager

4Calitornia Dept. of Employment )
800 Capitol Mall oL .
Sacramente, Calif. 95814 S

N
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CAREERS PUBLICATIONS, INC.*

Advertising-Space Salesman_
Advertising Workers

Bank Careers

Bank Teller

Buyer

Cashier : *

Credit Manager

Department Manager (Retail Trade) ~

Department Stoge Receiving, and
Related Occupations

Ijisplay'Man
Drugstore Salesperson
Food Service Supervisor
Grocery Checker
Hotel Managers

_ House-to-House Salesman
Insurance Clerks
Junior Executives
Managers, Gene;al'
Materials Handler
Proofreader
Public Relations Man

*Careers Publications, Inc.
Largo, Florida 33540

Career Briefs

L

~

Purchaéing Agent
&
Radic-TV Broadcast-Time Salesman

Real Estate Appraiser

Real Estate Salesman

Restaurant Hostess
Restaurant Manager
Room Clerk
Sales Clerk

Salesman, Automobile

Salesman, Grocery Product |
Salesman, Hardware
Sales (Marketing) Manager

Salesperson (Retail)

~ Sales Promotion Manager

41

Securities Salesman

Stock Clerk

Supermarket Manager
Vending Machine Routeman
Waiter-Waitress

Wholesale Salesman

3

477



N‘u‘mber

251
205
54
95
355
266
375 :
294
249
358
23
269
196
411
30
272
.91
218
254
61
80
317
258
299
239

NOTE:

*CHRONICLE GUIDANCE PUBLICATlONS INC.

CHRONICLE GUIDANCE PUBLICATIONS, INC.*

&

-

OCCUPATIONAL BRIEFS

Title Number Title
Acrobat-(& Aerialist) 172 Public Relations Man
Actor (& Actress) 167 Purchasing Agent
Announcer (Radio & Televjsion) 428 Radio & TV Broadcasting Industry
Buyer 360 Radio & TV Production Occupations .
Credit Analyst (Banking) - 309 Radio & TV Time Salesman
Credit Manager 14 Railroad Transportation Industry -
Department Store Occupations 92 Recreation Leader (Director)
Disc Jockey 100 Restaurant Manager
Employment Supervisor 15 Sales Clerk
Executive Housekeeper 133 Salesman, Automoblie
Fashion Designer 8 Salesman, Generai (Ret & Whale Trade)
Floral Designer 136 Salesman, House- to-House (Direct Sell)
Gas Distribution Occupations 417 Salesman, Manufacturers’
Insurance Industry, Careers in the 55 Salesman, Real Estate
Interior Designer 202 Salesman, Wholesale Trade
Job Analyst 226 Sign Writer (Hand)
Junior Executive 367 Supermarket Manager
Life Underwriter 321 Taxi Driver
Marketing Research 73 Teller (Banking)
Nodel 351 Theater Manager
Musician, Instrumental 333 Ticket Agent
Musicians 115 Traffic Manager
Personnel Supervisor 206 . Travel Counselor
Product Demonstrators 42  Truck Driver
Program Director (Radio & TV) 17  Waiter {Waitress)

These marketing oriented briefs may be ordered separately at a considerable savings

0ver ordering the entire set.

Moravna, New York 13118

418



Job Titie '

Airlines Porter
Airpert Line Boy
Bakery Goods Wrapper

~ FINNEY COMPANY~
'\ .
Finding Your Job Bookiets

Unit Vol.’ No. Job Title
2 v 9“ Labeler-Packer
4 I il . (Paint Factory)

L ocker Roomn Attendant

and Packer 4 I 9 Moving Van Loader
Bakery Shipping Room News Vendor

Helper 3 ' 4 Newspaper !nserter
Bakery Stcck Man 3 v 10 Order Filier
Bellboy ' 1A n 7 (Cosmetic industry)
Bin Boy : 5 vV 5 Packer and Wrapper
Bottle Labeler 4 | 2 Paper Sorter and
Box Packer 3 vV . 6 Counter
Boxcar Unloader 6 ! 12 Parking Lot Attendant

 Bread Loaf Racker Passenger Elevator

(Balery) 3 1 3 Operator
Busboy 1A- il 7 Powder Room Attendant
Button Grader 6 " 5 Raw Material Handler
Candle Inspector and Receiving Clerk’s

Packer 5 I 5 Helper
Canay Inspector 3 1 1 Redcap
Candy Packer 1A v 7 Rental Service
Car Hop 2 "l 2 Helper
Car Lot Man 1A | 6 Resort Operator's
Car Runner 6 - 1 Helper
Carnival Ride Qperator 2 ] 10 Room Steward
Carton Assembler 3 v 5 _Service Operator
Carton Stripper 3 il 8 (Laundry)
Checkroom Attendant 3 v 7 Service Station
Contest Entry Checker , 3 \Y 9 Attendant
Department Store Porter 2 v 7 Stupping Clerk’s
Dockman (Fruit Compeny)}4 ]| 4 Helper
Driving Range Helper 3 v 1 . Signboard Billposter
Florist's Helper 1A v 12 Stock Clerk.'s Helper
Food Vendor 2 i 3 (Department Stcre)
Forklift Trugk Operator 4 v 1 Supermarkat Stock

Fountain Clerk 3 I 1 Boy
Freight Elevator Operator 2 I 1 Theater Usher
Gift Wrapper 3 " 12 Tray Packer (Airline
Golf Course Worker 2 v 3 Food Service)
Grader (Cannery) 5 v 5 Warehouseman's
Grain Sampler 5 v 10 Helper
Handbill Passer 4 \ 5 Whclesaie Jewelry
Hobby Shop Helper 6 t 1 Worker
419
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Hotel Houseman 2 v 1 Zoo Attendant 3 - | 1/
Hotel Maid 1A I 5
House Mover's Helper 2 v 8
Ice Skating Rink Helper © v 5

*FINNEY COMPANY
Minneapoiis, Minnesota 55426

FINNEY COMPANY*

Occupational Guidance Booklets

Occupational Title -~ Unit  Vol.

No. Occupational Title Unit Vol No.
Advertising Copywriter ~ 3A " 19 Cashier 1A VH4 11
Advertising Layout Artist 3A i 16 Catalog Order Clerk 5 v 15
Advertising Manager 2A I 17 Catalog Writer 3A Vil 19
Advertising Media Director2A v 16 Chain Store Buyer 2A Vi 17
Advertising Production _ Chain Siore Mrnager 1A | 7
Assistant ) " 1 Chamber ¢f Comraerce '
Advertisirig Solicitor 4 I 7 Manager _ 3A Vil 8
Air Traffic Controller -~ 3A v 4 Check-Out Clerk 1A 1" 5
Airline Freight Handler 4 R 16 Chief Steward 4 v 10
Airline Reservationist 2A v 12 China Shop Manager 5 Vil 5,
Airtine Station Agent 1A ] 7 Claims Adjuster 2A v 13
Airline Stewardess 1A ! 3 Commercial Artist 1A 1" 8
Agent, Life Insurance 1A Vil 4 Comparison Shopper 5 " 12
Agent, Literary 4 v 18 Comptroller 4 il 15
Agent, Livestock . Copyreader, Newspaper 2A 1 15
Commission ’ 1A Vi 1 Copywriter, Retail 2A v 3
Agent, Union Business  2A " 2 Credit Analyst 5 " 17
Appliance Store Manager 2A i 3 Credit Authorizer 2A | 8
Assessor 3A Vil 4 Credit Collection Man 2A v . 2
Auctioneer ' 4 v 12 Credit Manager 1A IV 9
Auditor, Insurance 3A Vil 1 Customs Inspector 2A v 5
Automobile Salesman 4 i 19 Debt Adjuster 4 v 10
Automotive Parts Man 3A Vi 7 Department Store Buyer 4 | 18
Bank Telier 4 i 12 Designer, Package 4 v 6
Bank Trust Officer 4 Vi 7 Dining Room Hostess 2A " 7
Banker, Investment 2 Vil 12 Disc Jockey (Radio :
Bookstore Operator 34 ] 8 Personality) 3A | 20
Bowling Lanes Manager 4 il 8 Dispatcher, Freight 3A Vil 13
Broker, Custecm House & vill 2 Display Artist 4 " 511
Broker, Food Y v 19 Oriver, Delivery Service 5 Vil 3
Bus Driver 2A ] 11 Dry Cleaning Shop, '
Business Reporter 4 vi 19 Manager 1A i 10.
Cafeteria Manager . 1A Vil 16 Editor, Book 2A in 12
Camp Director 4 Vil 5 Editor, City 4 " 13
Canrery Fieldman 3A v 19 Editor, Food 5 v, 2
. Editor, Greeting Card 5 " 9
420

416




FINNEY COMPANY~

Occupational Guidance Booklets

(continued)
Occupational Title Unit Vol No. Occupational Titie tInit Vo, No.
Editor, Industrial 2A | 18 Hotel Manager 4. Vil 17
Editor, Labor Press 3A " 7 Hotel Purchasing Agent  3A Vil 11
_Editor, (Newspaper), . = Hotel Room Clerk 1A I 6
Makeup 2AV 7 House Mover 4 vil 8
Editor, Weekly Newspaper 1A VI 7 lllustrator, Fashion 4 I 20
Editor, Women's News  2A Vil 20 lifustrator, Magazine 5 . " 1
Editorial Assistant 5 Vit 10 Importer 3A v 14
Editorial Cartoonist 5 Vi! 12 Industrial Traffic
istate Sale Conductor 4 vV 15 Manager 1A v 3
Fashion Ceordinator 5 v 9 Information Desk Clerk  2A | 9
Fashion Model 3A | 15 Insurance Agent, Life 1A Vil 4
Fashion Saleswoman 1A Vil 10 Insurance Auditor 3A Vil 1
Fashion Writer 3A | 11 Inventory Supervisor 1A Vil 12
Federal Food and Drug Investment Banker 2A Vil 12
Inspector - 3A | 5 Invesiment Zounseior 1A Vil 16
Feed Mill Manager 1A - VI 7 Jeweler 1A I 14
Feed Store Operator 3A m 14 Kennel Operator 3AV 18
Female Radio or Tele- Mailing List Compiler 2A " 1
vision Commentator 5 | 10 Manufacturers’ ‘
Film Rental Clerk 3A Vi 19 Representative 1A Vil 8
Fire Inspector 3A " 9 Market Research Analyst 1A Vi 11
Fire Investigator 3A v 6 Market Research
Floral Designer 5 Vi 17 Interviewer 4 | 19
Florist 1A Vil 9 Meter Reader 3A Vil 17
Food Checker 2A v 72 Motel Manager 4 v 4
Food NDemonstrator 2A Vi 6 Moving Van Driver 2A Vil 12
Freignt Dispatcher 34 Vill 13 Music Store Clerk 5 i 6
Freight Solicitor 1A Vil 8 Music Store Owner 5 Vil 17
Fund Raising Director 2A Vil 7 Newcomer Greeter 2A v 6
Furniture Store Operator 5 v 5 Newspaper Circulation
Gift Shop Manager 4 Vi 9 Supervisor 4 v 7
- Golf Course Newspaper Columnist 5 v 17
Superintendent 4 \Y 17 (Newspaper), Telephone
Hardware Store Managar 1A v 5 Ad-Taker 5 vitl 6.
Head Waiter 5 m 7 Papear Tester 5 VI 14
Hobby Shop Manager 5 " 20 Pawnbroker 4 Vi 13
Hotel Housekeeper 4 | 3 Personal Shopper 5 I 18
Petroleum Salesman 3A Vil 18

417
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Occupational Title

FINNEY COMPANY*

Dccupational Guidance Booklets
{continued)

Unit Vol No. Occupational Title

Private Club Manager 4 Vil 13 Salesman, Retail
Proofreader 1A v 3 Salesman, Specialty
Pubtic Relations Account Salesman, Surgical
Executive 2A VI 4 Supply-
Public Relations Director 1A v 19 Salesman, Wholesale
Public Relations Writer 5 Y 3 Saleswoman, Fashion
Purchasing Agent 1A vii 3 Service Station
Purchasing Agent, Hotel 3A vil 11 Operator
Purser, Ship's 3A Vil 9 - Ski Resort Operator
Radio Announcer 1 V! 9 Small Loan Company
Radio or Teievision Manager
Commentator, Female 5 I 10 Sporting Goods
Radio and Television, Manager
Continuity Director 5 " 19 Stewardess (Airline)
Radio-Television News Stock Clerk
Director 2A Wl 17 Stock Transfer Clerk
Radio or Television Supermarket Manager
Program Director 1A Vi 6 Taxicab Dispatcher
Railroad Conductor 1A vit 4 Taxicab Driver
Railroad industrial Technical lllustrator
Agent 2A Vil 7 Technical Writer
Railroad Station Agent  2A " 10 Telephone Service -
Rate Clerk 1A 1l 11 Representative
Reai Estate Appraiser 3A 1l 17 Theater Manager
Real Estate Closer 2A 1 8 Theatrical Agent
Real Estate Manager 1A Vi 18 Tourist Guide
Real Estate Salesman 2A 1 6 Traffic Manager,
Recreational Services Industrial
Director 1A v 1 Train Dispatcher
Reporter. Business 4 Vi i9 Travel Agent
Reporter, Newspaper 4 il 4 Underwriter, Casualty
Resort Operator 5 1l 10 Vending Route
Restaurant Manager 2A K 9 Operator
Sales Manager, Wholesale 4 Vil 4 Waitress
Salesman, Automobile 4 | 19 Warehouse Supervisor
Salesman, Farm Wholesale Sailes
Equipment 3A vV 17 Manager )
Salesman, Petroleum 3A Vil 18 Wholesale Salesman *
Salesman, Radio or Window Decorator
TV Time 3A | 18 Women's Apparel Shop’
Salesman, Real Manager and Buyer
Estate 2A il 6

*FINNEY COMPANY

Minneapolis, Minnesota 55426

422
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Vil
Vii

v
Vil

Vil
i
Vi
"

vii

Vi
1

v
Vil

W

v
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v
Vi

Wl

Nbc\i\):‘-mr—‘u»‘

No.

11
18
10
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13.
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11
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GREGG/MCGRAW-HILL PUBLISHING COMPANY*

Occupatéoﬁal Manuals and Projects in Marketing

Manual Number
1

i 2

15

16

World Headquarters

330 West 42nd Street

New York, New York 10036
(or contact the regional nffice
serving your area)

Occupational Manual/Project Title

) 'GREGG.’MCGRAW-HILL PUBLISHING COMPANY

419

423

Marketing Research
Product Planning |
Buying and Pricing
Physical Distribution
Basic Salesmanship
Creative Seliing.;
Advertising

Display and Prorﬁotion
Custbmer Services
Wholesaling
Communications in Marketing
Mathematics in Marketing

Psychology and Human__Relati'ons
in Marketing :

The Economics of Marketing’
Organization for Marketing
Data Processing in Marketing

Careers in Marketing

~liog



& Guidance Cent';e*
TITLE OF THE CAREER PUBLICATION

Advertising Copywriter Manrager or Executive
Bank Manager Merchandise Buyer
Clothes Designer | . Purchasing Agent

" Hotel Clerk Salesman

*GUIDANCE CENTRE
371 Bloor Streec, West
To}onto, 5. Ontario

The Institute for Research”

TITLE OF PUBLICATION
Career Opportunities in Advertising for Men and Women

Careers in Credit Departments—Retail, Banks, Finance, Business
Careers in F;)od Products Distribution

bl Grocery Store Operation and Supermarket Management-Careers
Retail Selling as a Career .

Ca-wer as 'a-Merchandise Buyer in Retailing

Merchandising as a Career

Careers in qudware Retailing

Careers in Furniture Stores and Furniture Store Management
Modern Salesmanship as a Career E

Life Insurance as a Career

Real Estate and Insurance Business as a Career

Real Estate and Building Management as a Career

iteal Estate and Insurance Business as a Career

Careers in Whoiesale Merchandising and Di"stribution

“THE INSTITUTE FOR RESEARCH ” \

537 S. Dearborn Street -
Chicago, Hlinois 60605 .




KING FEATURES SYNDICATE*
Career Comic Books

Popeye and Marketing and Distribution Careers Popeye and Manufacturing

Popeye and Transportation Careers Popeye and Public Services

Popeye and Communications and Media Popeye and Personai Services

Popeye and Hospitality and Recreation Popeye and Business and Office

*KING FEATURES SYNDICATE
235 East 45th Street
New York, New York 10017

Ay Tratfic Centroller
Airline Stewardess
Apartment Manager
Bank Teller

Cashier

Department Store Buyer
Fashion Buyer

Fast Food Service Worker
Florist

Food Store Worker

Gift Shop Owner/Manager
G:uide

Jeweler

*PROJECT LOOM UNITS

Learner-Oriented Occupational Materials

The Florida State University
415 N. Monroe St., Room 223
Tallahassee, Florida 32301

i

425

421

PROJECT LOOM UNITS*
Careers in Marketing

Newspaper Advertising Worker

.Pet-Shop Manager
Radioc Announcer
Restaurant Manager
Retail Fish Market Ma;lager
Salesperson

Service Station Operator
Sign Painter

Stock Clerk

Taxicab Driver

Truck Driver

TV Announcer

TV Cameraman/News Reperter

"



MISSISSIPPI EMPLOYMENT SECURITY COMMISSION™

Occupational Guides
AIRPLANE HOSTESS ‘

CASHIER

GAS-APPLIANCE SERVICEMAN
SALES CLERK

SALESMAN, GENERAL

SALESPERSOUN, GENERAL

*MISSISSIPPI EMPLOYMENT SECURITY COMMISSION
» 0. Box 1699
Jackson, Mississippt 39205 ‘

NEW YORK LIFE INSURANCE COMPANY*

i Career Opportunities Series
SHOULD YOU BE AN ACTUARY?

SHOULD YOU BE A BANKER?

SHOULD YOU BE A NEWS REPORTER?

SHOULD YOU 3E A PURCHASING AGENT?

_SHOULD YOU BE A SALESMAN?

SHOULD YOU BE A TRAFFIC MANAGER?

SHOULD YOU GO INTC ADVERTISING?

SHOULD YOU GO INTO BUSINESS FOR YOURSELF?
SHéuLo YOU GO INTO THE CONSTRUCTION BUSINESS?
SHOULD YOU GO INTO FOOD RETAILING?

SHOULD YOU GO INTO PERSONNE!. WORK? |
SHOULD YOU GO INTO PUBLIC RELATIONS?

SHOULD YOU GO INTO RETAILING?

SHOULD YOU SEEK A CAREER IN LIFE INSURANCE?

*NEW YORK LIFE INSURANCE COMPANY
Box 51, Madison Square Statien
New York, New York 10010

422




OCCUPATIONAL AWARENESS*

Mini-Briefs

Accountant ‘ Int.erior Designer
Actuary | Jeweler
Advertising Copy Writer Marketing Analyst
Advertising Manager ‘ Model
Announcer, Radio & TV Newspaper Reporter
Appraiser, General Personnel Manager
A'utomo'tive Parts Counterman Public Relations Worker
Automobile Salesman Purchasing Agent
Bank Officer . Real Estate Salesman
Business Manager ‘ aﬁ . ' Rgtail Sélesrﬁan
! Business Proprietor : Wholesale Salesman
Cashier Securities Salesman -
» Cr:edit Analyst . Service Station Attendant
. : Dispatcher ‘ Shipping/Receiving Clark
‘ v Display Man Sign Painter .
Economist Stock Clerk
. - Florist ‘ Technical Writer
Food Market C'h;ecker ‘ Traffic Manager
Funeral Director Truck Oriver, Heavy
Y Uiustrator ' Truck Driver, Light
Insurance Salesman . Warehouseman
*Occupational Awareness X . .
Box 5098 :

.Los Angeles, California
Ny

427
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RICHARD ROSEN PRESS, INC.”

Careers in Depth Series

YOUR FUTURE IN ADVERTISING
Jules B. Singer

YOUR FUTURE AS AN AIRLINE STEWARDESS
- Patricia Rudolgh

YOUR FUTURE IN BANKING
Ralph E. Boynton

YOUR FUTURE JN YOUR OWN BUSINESS
Elmer Winter

A SN

YOUR FUTURE IN THE CREDIT FIELD
M.R. Neifield, Ph.D.

YOUR FUTURE IN DIREGT SELLING
- Foster E. Goodrich

YOUR FUTURE IN FASHION DESIGN
Members of the Fashior Group, Inc.

YOUR FUTURE IN HOTEL MANAGEMENT
Roger Sonnabend

YOUR FUTURE IN INSURANCE
Armand Sommer and Daniel P. Kedzie

YOUR FUTURE IN JOBS ABROAD
Elmer Winter

“RICHARDS ROSEN PRESS, INC.
29 E' 21st Street
New York, New York 10010

iH
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YOUR FUTURE IN JOURNALISM
Arville Schaleben -

YOUR FUTURE IN MARKETING
Norman B. Orent ,
'1 i Pt
YOUR FUTURE AS A MODEL
Gillis MacGuI TN —;. oo

YOUR FUTURE AS A PILOT "
Captain Kimball Scribner

YOUR FUTUR:E IN PUBLIC RELATIONS

Edward L. Bernays ‘

YOUR FUTURE IN REAL ESTATE
Seymour Durst and Walter Stern

YOUR FUTURE IN RETAILING
George Scott

YOUR FUTURE IN: TELEVISION
J. Noe! Deutscher °

' YOUR FUTLPE IN'TRAFFIC MANAGEMENT ‘

"Robert Heme

YOUR FUTURE IN THE TRUCKING INDUSTRY |

Gerald Eskow

YOUR FUTURE IN THE FASHION WORLD
Members of the Fashcon Grou" Inc. '

e
-



SCIENCE RESEARCH ASSOCIATES* o

Occupational Briefs (
- . (Grades 9-12)
Number Title . Number Title
62 Actors and Actresses 240 General Merchandise Salesclerks
251 Actuaries ¢ 13 s=#Motel and Motel Workers . >
371 Advertising.Account Executives 313 Hotel Managers
361 Advertising Copywriters . 237 House-to-House Salespeople
63 Advertising Workers 163 Import & Export Workers
120 Airline Stewardesses | 238 Insurance Adjusters
298 - Airline Traffic Agents & Clerks 118 Insurance Agents
111 Automobite Salesmen 8 Interior Designerﬁ & Decorators
46 Bank Officers, - ) 98 Managers, Theater .
11 ° -Bank Workers - 99 Managers, Traffic -
317 Busboys ~ 114  Manufacturers’ & Wholesalers’ Salesmen
284 -Buyers L _ 210 Market Research Workers
383 Caterers - 167 Models -
332 Checkers, Food Store 257 Motion Picture Producers & Directors
352 Clerks, Skipping L . 134 Personnel Workers
91 Credit Collectors . - 97 Purchasing Agents : :
.+ 94 Credit Workers ) 280 Radio & Television Announcers
- 232 Dealers, Farm Equipment 347 Radio & Television Time Salesmen
116 Department Store Salespeople 169 Real Estate Agents
. * 398 Designers, Scene 364 Real Estate Appraisers
296 Disc Jockeys ' ' 350 Restaurant Mapagers _
40 - Display Workers 319 Retail Clothing Salespeopie -~
378 Doormen 165 Salesmen, Securities .
57 Drivers, Long-Distance Truck & Bus 372 Service Representatives for Utilities
325 Employment Service Interviewers 60 Service Station Workers '
142_ Fashion Designers 354 Stock Clerks o
233 Florists . 100 Travel Agency Workers
117 Food Store Workers T 267 Waiters and Waitresses -
353 Fund Raisers : - 110 Warehouse Workers
1 : Y e Job Family Series .
- Jobs in Art ¢ Publishing
Clerica! Work Selling -
Outdoor Wérk Unusua| Opportunmes )

Performing Arts
Job Experience Kits
Mote! Manager _, Salesman ) Truck Driver

*SCIENCE RESEARCH ASSOCIATES (SRA)
259 East Ene Streeg
Chicago, lilinois 60511 -




' SCIENCE RESEARCH ASSOCIATES*

Widening Occupational Roles Work Briets
) (Grades 6-9)

Number Title - Number Title
170 Adjusters, Insurance 145 Gift Shop Owners and Managers
4 Advertising Account Executives 157°  Hotel and Motel Managers
5 . Advertising Copywriters 158 Hotel and Motel Workers
9 Air Traffic Controllers 165 Incustrial Relations Workers
12 Airline Dispatchers . 170 Insurance Adjusters
14 Airline Stewardesses - , 171 Insurance Agents
15 Airline Ticket Agents . 172  Insurance Clerks
269 - Announcers, Radio and Television 188 Literary Agents
20 Apartment Building Managers 16 Managers, Airport
275 Appraisers, Real Estate 20 Mahagers, Apartment Building
. 33 : Automobite Salesmen . 64 Managers, City
. 35 Automotive Parts Salesmen 157 Managers, Hotel and Motel
; 37 Bank Clerks 281 Managers, Restaurant
38  Bank Officers ’ 311" Managers, Store
39 ., Bank Teliers - - 327 Managers, Traffic
a7 Bookstore Clerks 199 Market Research Interviewers
189 Bus Drivers, Local . 213 Models
190  Bus Drivers, Long-Distance 257 “Product Demonstrators
* 52 ° Busboys . " & 261 ‘Proofreaders
310 Buyers, Store | o . 267 Public Relations Workers
- 55 . Cashiers> - 268 + Purchasing Agents
56 Caterers 274 Real Estate Agents
65 City Planners : N 275 Real Estate Appraisers
70 Commercial Artists’ . 277 Recreation Workers
5  Copywriters, Advertising ¢ ’ 280 Reporters .
78  Credit Clerks 283  Routemen B
79 Credit Collectors 30 Routemen, Automatic Vending
94 Disc Jockeys 286 Salesmen
95 Display Workers 33 Salesmen, Automobile
100 Drugstore Clerks g 35  Salesmen, Automotive Parts
101  Drycleaning Workers . 197 _ Salesmen, Manufacturers
103 Economists 271 Salesmen, Radio-TV Time
104 Editorial Assistants - 0 Salespeople, Department Store
44 Editors, Book 159 Salespeople, House-to-House
196 Editors, Magazine _ 289 Salesmen, Sect.rities
115 Executive Housekeepers 291 Service Station Workers
118 Factory Inspectars ' 295 Shipping Clerks
119 Farm Equipment Dealers 309 Stock Clerks
120 Fashion Designers 318 Taxi Drivers
128 Florists ' - 328 Travel Agents
130  Food Stora Workers 191 Truck Drivers, Long-Distance
. - A :
430 ™~
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132 Foremen k 336 Waiters and Waitresses
137 Funera! Directors 136 Writers, Free-Lance
139 Furriers ' 321 Writers, Technical

*SCIENCE RESEARCH ASSOCIATES (SRR)
259 East Erie Street
Chicago, litinois 60611

U. S. Department of Labor”
Employment Qutiook for Advertising, Marketing.Reséarch. and Public Relations Workers
Employment Outlook for Automobile Service and Sales Occupations
Employment Outlogk for Hotel Occupations
Employment Outiook for Insurance Occupations
Emplbyment Outlook for Purchasing Agents and Industrial Traffic Managers
Employment Outlook for Real Estate Agents & Brokers
Employm;?nt Outlook for Restaurant Occupations
Employment Outiook. for Salesmen and Saleswomen in Retailing. Wholesaling. and Manufacturing
Employment Outlook for Securities Salesmen
cﬁ:npfoyment Dutlook for Salesmen in Wholesale Trade
' -U. S. DEPARTMENT OF LABOR
Employment Service Division
Washington. D. C. .
VOCATIONAL GUIDANCE MANUALS*
Career Series
OPPORTUNITIES IN BUSINESS PAPERS
OPPORTUNITIES IN THE HOi’EL AND MOTEL INDUSTRY
OPPORTUNITIES IN JOURNALISM CAREERS
OPPCRTUNITIES IN LIFE INSURANCE SELLING' :
OPPORTUNITIES IN MARKéT RESEARCH . ¢

OPPORTUNITIES IN THE PETROLEUM INDUSTRY

OPPORTUNITIES lN~ PUBLIC RELATIONS

431
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OPPORTUNITIES IN RADIO
OPPORTUNITIES IN RECREATION AND OUTDOOR EDUCATION
OPPORTUNITIES IN THE SECURITIES BUSINESS
OPPORTUNITIES IN SELLING
OPPORTUNITIES IN TECHNICAL WRITING
OPPORTUNITIES iN TEXTILE CAREERS

: OPPORTUNITIES IN TRAFFIC ENGINEERING
OPPORTUNITIES IN TRAVEL CAREERS
“VOCATIONAL GUIDANCE MANUALS

235 East 45th Street
New York. New York 10017

WEBSTER-McGRAW-HILL*®
wial Job For Me Book Series
“Joe the Retail Salesman
Judy the Waitress
Ned tive Taxicab Driver
Nick the Waiter

Pete the Service Station Attencant

*WEBSTER-McGRAW-HILL
680 Forrest Road, N.E.
Atlanta. Georgia 30312

A\




e

NAMES AND ADDRESSES OF SOURCES

A.LM.S. Instructionai Media Services, Inc.
P.0. Box 1010
Hollywood, California 90028

American Advertising Federation .
1225 Connecticut Avenue, N.W.
Washington, D. C. 20036

Amoriczn £ssociat 'n of Advertising Agencies
200 Park Avenue
~New York, New York 10017

Anerican Bankers Association
Bansing Education Committee
90 Park Avenue

New York, New York 10016

The American Economic Foundation
51 East 42nd Street
New York, New York 10017

_American £xpress Company
65 Broadway
New York. New York 10006

American Heritage Center

Harding Cotlege

Searcy. Arkansas 72143

American Hote! and Mctei Association
388 Seventh Avenue

New York.-New York 10019

" American Management Association. InC.
- Film Department

135 West 50th Street

New York., New York 10020

American Petroleum inst:tute
1271 Averue of the Americas
New York. New York 10020

American Transit Association
815 Connecticu:t Avenue, N.W.
Washington, D. C. 20006

429

American Vocationa! Association
151C H. St., N.W.
Washington, D. C. 20005

Associated Business Publicationsr
205 East 42nd Street
New York, New York 10003

Association of American Railroads
830 Transportation Building
Washington, D. C. 20006

Association Instructional Materials
€00 Madison Avenue
New York, New York 10022

Association-Sterhing Films
866 Third Ave-ue .
New York, New York 10022

Bowmar, Inc.
622 Rodier Drive
Glendale, California 21201

The Bureau of National Affairs, Inc.
BNA Films :
5615 Fishers Lane

- Rockville, Maryland 20852

Business Book Company
159 Emerald Green Court
St. Louis. Missouri £3141

Business Education Fims
5113 16th Avenue

_Brockiyn, New York 11204

Career World. Inc.
Cummiculum Innovations, Inc.
5G1 Lake Forest Avenue
Highwood, lllinois 60040

Careers Publications, Inc.
Larg~ Tlorida 33540 —_

.Carousel Filrms. Inc.

1501 Broadway Avenue
New York, New York 10036




Chamber of Co*nmerce
Audio-Visuatl Services Department
1615 H. Street, N.W.
Washington, D. C. 20006

Charles Cahill and Associates, Inc.
P.0. Box 1010
Holiywood, California 90028

Chronicle Guidance Publications, Inc.
Moravia, New York 13118

Classroom Fiim Distributors, Inc.
£520 Hoilywood Boulevard
Hollywood, Catifornia 90028

Classroom Productions, Inc.
851 College Parkway at McGregor Boulevard
Ft. Myers, Florida 33501

Close Productions

P.0O. Box 2858

163 San Carlos Boulevard

Fort Myers Beach, Fiorida 33931

‘Cotonial Films, inc.
752 Spring Street, N.W.
Atlanta, Georgia 30308

Consumer Union Fiim Library

267 West 25th Street

New York, New York 10001

| .

Coronet instructional £ s

Coronret Building

65 East South Water Street
. Chicago, lllinois 60630

Ecucational Dimensions Corporation
P.O. Box 488
Great Neck, New York 11022

Educational Froductions
8328 Wiliow Way
Raytown. Missouri 64133

Encyclopaedia Britannicz Fiims. Inc.
1500 Wilmett= Aven <
Witmette, lllinois 6009

Eye Gate Housek, inc.
146-01 Archer Avenue *
Jamaica, New York 11435

Fairchild Publications
7 East 12th Street
New York, New York 10003

Farm Film Foundation
1425 H. Street, N.W.
Washington, D.-C. 20005

Federal Reserve Bank
See your nearest Federal Reserve Bank

Film Associates of California
11559 Santa Monica Boulevard
Los Angeles, California 90025

Filmstrip House, Inc.
432 Park Avenue South
New York, New York 10016

Finney Company
3350 Gorham Avenue
NMinneapolis, Minnesota 55426

Fortune F'ﬂ}ns
Time and Life Building
New Yok, Now York 10020

General Motors Corpcration
Public Relations Staff

Film Library

General Motors Building
Detroit, Michigan 48202

Guidance Associates

P.O.Box 5

23 Washington Avenue
Pleasantvilte, NewYork 10570

Impenal Films, Inc.
332 South Michigan Avenue
Chicago, Hllinois 60604

imperial Productions, Inc.
{ 247 West Court
\ Kankakee. Hlinois 60201

\




adiana University . National Association of Manutacturers
wdio-Visual Center ~ Fiim Bureau
oomingtor, induana 47401 ‘ " 277 Park Avenue

, New York, New York 10017
ndustrial Yanagement Socety )

0 Modern Tatking Picture Service National Association of Retail Grocers
.‘bQ East Grand Avenue 360 North Michigan Avenue
snicago. inois 60611 Chicago. Ilinois 60601 '

nsurance Information institute National Association of Wholesaler-Distributors

110 Williams Street 1725 K Street, N.W.

New York. New York 10038 Washington, D. C. 20006

instructional Systems Associates Nationa] Consumer Finance Association
P.O. Box 1379 _ 701 Solar Building -
Wichita, Kansas 67201 , Washington, D. C. 20036

International Film Bureau National Restaurant Assdciation-

332 South Michigan Avenue 1530 North Lake Shore Drive

Chicago. Winois 6CEX4 - Chicago, lllinois 60610 R
International Paper Company National Retail Merchants Association !
220 East 42nd Street ~ Personnel Division

New York. New York 10017 100 West 31st Street

New York. New York 10001
Investment Bankers Association of America

Education Department . Nationai Security Traders Assnciation

323 Thirteenth Street, N.W. ) 0. T. C. information Bureau

Washington. D. C. 20004 - 342 Madison Avenue ) -
New York. New York 10017

Investment Company institute .

€1 Broadway . New York Life Insurance Company

New York, New Yors 10005 51 Madison Avenue

New York, New York 10010

PO Panne, o™ -
P.C. Panney Lompany. nc.

Edu:a:'orei Rolations Department ’ Ohio Distributive Educaticn Materials Lab
1307 & enue of tre AmeriZas Ohio State University
New York, New York 10019 1885 Neil Avenue

Columbus, Ohio 43210

Pathescope Films. Inc.
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71 Weyman Avenue

~ New Rochelle, New York 10802
McGraw-Hiii Book Company
Text-Film Dreision Reyncids Metals Company
327 West 415t Street P.0. Box 27003
New Yor. Naw Yo-k 10036 Richmond, Virginia 23216 \
Merchand:ser Fiim Productions Roundtable Films, Inc.
419 Park Avenue South 321 South Beverly Drive

New York, New York 10016 Beverly Hills, California 90212
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Science Research Associates, Inc.
industrial and Special Education Division
256 East Erie Street

Chicago, tlnois 0611

Sears Roebuck and Company
Public Relations Departmenrt
Chicago. llincis 60611

Society for Visual Education. Inc.
1345 Diversey Parkway’
Chicago. lltinois 60614 4

South-Western Publishing Company
5101 Madison Road
Cincinnati, Ohio 43227
{or contact the regional office
serving your area)

Stanton Fiims
7934 Santa Monica Boutevard
Los Angeles. California 90046

Sterling-Movies. Inc.
43 West 6ist Street :
New York. New York 10023 X

Storyboard. inc. |
163 East 72nd Street
New York, New York 10021

United States Bureau of the Census
Department of Commerce
Washingten. D. C. 20233

ated States Department of Agriculture
QOttice of Informatien

Tad:o ard Te'evision Services
wushm"ton. D. C. 20250

Umted States Department of Commerce
\ sshington, D. C. 20402

Urited World Free Film Service
5023 N. E. Sandy Boulevard
+-- and. Oregon 97213

mversity of California
catension Kledia Center
=223 Futton Street
Berkeley. Calitfornia 94720

University of 1daho
Audio-Visual Center
Moscow, Idaho 83843

Universitv of Michigan

Television Center - -
310 Maynard Street %
Ao Arbor, Mnchugan 48108

Un: yersity of Minnesota
Audic-Wisual Education Service
29 Wesbrook Hall

Minineapolis, Minnesota 55455

Utuversity of Southern California
Schoo! of Performing Arts

Film Distribution Center
University Park

Los Angeles, Catifornia 90007

University of Texas at Austin
Instructional Materials Services
Division of Extension

Austin, Texas 78712

University of Washington
Audio-Visual Services

Roomn 114, Lewis Hali
Seattle. Washington 28107

Visual Educatian, Inc.
1425 H. Street, N.W.
Washington, D. C. 20005

3 M Company

Visual Products Division
2501 Hudson Road

St. Paul, Minnesota 55119

Washington State University
Audio-Visual Center
Pullman, Washington 99163

Webster McGraw-Hill Fublisizing Co. spany
World ~ezdguarters

330 West 42nd Strest

New York, New York 10036
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