ED 138 113

DOCUNENT RESUME

FL 008 S38-
AUTHOR Wilkins, Ernest J.; And Others
TITLE Foreign Language Instruction and Career Preparation.
A Selected, Annotated Bibliography. CAL-ERIC/CLL
Series on Languages and Linguistics, No. 51.
INSTITUTION ERIC Clearinghouse on languages. and Linguistics,

SPONS KGENCY

PUB DATE

Arlington, Va.
National Inst. of Education (DHEH), Washington,
D.C.

May 77
NOTE 31p.
EDRS PRICE MF-$0.83 HC-$2.06 Plus Postage.
DESCRIPTORS *Annotated Bibliographies; *Career Education; *Career

Planning; Higher Education. Instructional Haterials.
. Job Skills; *Language Instruction; Languages for
' Speciad Purposes; Language Skills; Program
Descriptioens; Resource Materials; *Second Language
learning; Second Languages ’

ABSTRACT . '
4 This bibliography on foreign language instruction and
career preparation is divided into four parts. Part ] presents
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Introduction. “ S : .

+! . 4 . . 3

This annotated b1bllography was originally compiled by the Olympus
Research Corporation (Salt Lake City, Utah) and " théir subcontractor,
Educationat Development Corporation (Austin, Texas) .as a part of*
the Languages for the World of Work project (LWOW), which was funded
to the State of Wyoming by the United States 0ff1ce of Education's
Division of Manpower Development afid Training. With the permission

~of Olympus Research, the ERIC Clearinghouse on Languages and Lin-

guistics of the Center for Applied Linguistics has selected 58 .
titles from the or1g1nal 337 contained in the LWOW b1b11ograph» and
has added.some recent titles. Selections were made by Errest
Wilkins, Project Director of LWOW, and by Richard I, Brod, Wllllam
De Lorenzo, Peter A. Eddy, and Dora Kennedy. The annotations have
been: rewr1tten in conslderably shortened form by Rosemary Tr1pp.

LN

The b1bllography is d1v1ded into four parts. Part I presents 3

»general materials on the 1ntersee¢10n of foreign language instruc-

tdon and career preparation. Materials in Part II provide specific
examples of programs or courses that are depigned to*address the
languages for employ-
ing. Part III presents
1 for skills in forelgn
languages. Part IV eontains references to courses de51gned tp teach
foreign language skills related to specific occupations. While

many of the docluments may: be of interest to broad audiences, Parts

I and II may be of part1cular interest to teachers, counselors,
adm1n1strators, or program planner H IIT and IV are of spec1a1\
1nterest to students,

ment, &specially in areas”other thayy tea

Throughout, reference is made to "forelgn language" instruction or .
training, For the purposes of this document , ;hls term refers to
languages other than English that are or might be taught in U.S.

or Canadian schools or’universities., Foreign language "competence'
or "skills" refers to the,ability to speak, understand, read; ‘and
write with a cons1derable degree of prof1c1ency in a language other
than English, ; i
The concept of combining instruction in foreign language wit:/vv ’
training preparatory to employment, especially in areas othey than
teaching, is relatively new. For those involved in teaching/or ..
learning foreign languages, it is an exciting concept, and it should
‘be an encouraging sign to potential employers that programs /are ¢ °
under development or under way to provide students with bot h the
language skills and professional background important to engloy-
ment. “We hope this bibliography will -be of interest and ‘useful to
teachers, students, and-employers, and that it will help eﬁcourage

. further research, planning, an? activity related to langu?ges for R
. [] K -

the world of work.

M o

, 1

‘n

4

Y

r



Y R

&

I. Introéuctory Materials
[ . o S R <
‘ American Council on the Teaching of Foreign Languages. «"Revitaliz-
ing Foreign Language Instruction through Career Education.'’ In
Career Edutation in. the Academic Classroom. Salt Lake City:
Olympus Publishing Company,.1975.
\ ' ' )

This article, part of a collection relating career education to

'-specifié academic subjects, presents the view that foreign lan-
guage ipstruction must address itself to current needs, while

.+ mairtaining its integrity as an academic discipline. Such a
revitalization can be accomplished through an emphasis on career
.education. Students' foreign language training and career edu-
cation should relate to their career goals afd choices. Sample
exercises are given to help instructors encourage students to

focus their interests. A list of selected references is included.

Anderson, Charlotte. "The Role of Foreign Languages in the Total
Curriculum.'" Bulletin of the Association of Departments of -
Férefgn Languages 6 (September 1974): 20-22.

Thi% paper‘discusses the need for cooperation between foreign
language ing;ruc;ion-programs and career tratning-programs in-
higher education. Such cooperation, however, must not result
.in;lower standards for students' language proficiency. The
v author refers to a program at Pennsylvania State Ugiversiﬂy,
which joins foreign-language instruction with other areas of
. study--for example, English, study skills, history, social sci-
. ences, business, mathematics, apd the physical sciences. She
. warns, however, that if the foreign language department strives
"¢+ -+ too hard #d accommodate the requirements of other.departments,
it might becomg little more than a service discipline with little
identity of its own..
-

. ~. Brod, Richard 1. "€areers and the Foﬁ%ign Language Department."
' ~ Bulletin of the Association of Departments of Foreign Languages
: § (November -1974): 16-22.

Recognizing the current interest in career education:, the author
of this article suggests the viability of teaching foreign lan-
guages™ as auxiliary or supportive skills.: Foreign language
. educators are urged to meet the increasing demand fer instruction
.»  from individuals who, because of their primary occupation or
. career interest, seek new foreign language skills. Special
; courses, degigned by high schools, colleges, and universities to
: meet this need, are cited as examples of the trend toward pro-

e viding relevant foreign-language instruction keyed to selected

“ -
%
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occupations and careers. Several method$ for establishing . ;& a ¥
implementing such a. career-oriented apprdsgh are outlined.™™ NG
: ")1? [

Ford, James F. "A Foreign Language Educator Looks at Careér,
tion." , Arkansas Foreign Language Newsletter 7 (January 197. P
1-9. ED 073 722 . A ‘- P

: ‘ ;4!
- . hl

nitions of career education, a de§cr1pt n of the Comprehen51ve a\

Careex Educa;1on2Model being developed by\he Center for Vocay., 2%
tiondl and Technbcal Education at Ohio State University, an&“ ,{
suggestions of ways in whic¢h foreign language 1nstruct1on can be Jﬁﬁ
orlented.toward career education.:

a0t
°

K1rylak LUC1e." "Foreign Laﬂguage Career Preparation.” Bulle§1n 5
; of the Association of Departments of Fore1gn Langpages 5 iSep-
tember 1973)- 42-47,

.~l
Fore1gn language study focu51n;\bn lxterature and civilization
may prepare students for teachings however, it neglects the 4
non-teaching caréers where knowledge of*ta fore1gn language is =
es3ential/ to job performance This article advocates alterna-
tive 1n54ructxonal programs that would ‘enable forelgn language 4\
, ., Students to pyepare for careers in bu51ness -foreign trade?y, =
' . sciente, &nd other pyofessions requiring fore1gn langyage pro=
. f1c1ency i*The authdr discusses her study of the needs for
" bilingual personnel in German and Swiss eompan1es in*New York .
City, Long Island, and New Jersey. ooy @A
Lester, . Kenneth ‘A. and Toby Tamark1n "Career Educat1on."_ In
Responding to New Realities. The ACTFL Review’ of Forejgn Lan-
guage Educat1on Skokie, Illinois: Nanjﬁhah‘rextbook Company,
1974, . . et el C

Career education, as defined by the federial gevernment, begins
wi career awareness . in grade one and goves toward a more
spggi:ic oriemtation at the upper elementaty grades.' ""Career

ct s'" are explored at the, junior high level in anticipation
of in-depth exploration and preparation at the senior high level.
The authors suggest that teachers may need to devise a career

e cluster system different from that used by USOE--one that will be
_ more helpful in counseling students interested in exploring
©? . employment opportanltles Topics discussed in the article

include career educdtion in foreign languages, career education
¢ in adult education and higher learning, ¢ommunity schobls and

work experience programs, and job placement, Also, the behav-

ioral obJectrves of a 10th grade Career development unit,

"French Language Skills in. the Unlted States," are outl1ned An

extensive bibliography is provided,: - . LA . b

»
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Lippmann, Jane N. '"Rationale for lmanguage Study." In The Challenge

of Communication. Skokie, Illinois: National Textbook Company,
1974. .

The author discusses -the resistancg to foreign 1anguageNeducation/
in institutions and the Subsequent declining enrollments.. She
points out that responsibility for the decline might resgfwith
those foreign language departments whose exclusive interegts lie
in teaching literature, while .their students appear to be career-
oriented And security-concerned. " The foreign language teatcher
jmust begin td addrgss these needs. ., The author cites jobs that
"comld utilize a foreign language, but points out that the indi-
vidual must h%wé job skills first. An extensive bibliography

is included. ¢ : .

Michigan City Education Association. "Opeﬁ Minds, Open Doors."

Our Schools, American Education Week Supplement (October 27 -
November 2, 1974): 4. . .

This article stresses the importance of foreign languages in’
nearly every kind of occupation, as evidenced by the growing
involvement of the United States in internatjonal business.

Cited are the 1972 MLA survey and the U.S. Department of Labor's
Occupational Outlook Handbook, both of which indicate the impor-
tance of foreign language skills in all types of jobs. ‘

Murphy, Anne.. "Undergraduate FL Trainiaé and Social Science

Research.”" Bulletin of the Association of Departments of Foreign
Languages 6 (September 1974): 37-39.

s

This article expresses the author's concern that the undergrad-
wuate liberal arts student majoring.in foreign languages gets
little insight into social analysis, and graduate students in
political science have difficulty in meeting langyage require-
ments. The author believes that langua%e training at present
provides an uncriticdl appreciation of and.only a superficial

© exposure to the social and political aspects of culture. If the

u

student is to communicate in a foreign language, knowledge of
such aspects as trade patterns, regional competition,. ¢hild-
rearing patterns, population movements, economic growth sectors,
as well as intellectnal trends and scientific research is crucial.

~ Northeast Conference on the Teaching of Forefgn Languages. "Toward

Student-Centered Forrign Language Programs." Report of the

Working Commirtees. Mortpelier: The Capital Ciry Préés:91974!
ED 100 144

. b . . Ll .
In a report .entitled "Careers, Community, and Public Awareness,"

.one of the working committees of the Northeast Conference sug-

gests the need to make available career-oriedﬁ%d foreign ‘language
instruction programs not only fo ;he non-language major but also

’ R ol . o .
& 3 . ‘f .
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* to the largé} community for the benefit of those populatloks who
R speak a foreign language. This report includes Severgl desgrip-
dive examples of careerf-oriented, 1nterd1sc1pl1nary foreigh lan-

%u y offered in high schools ‘and colleges.
#reer clusters axe explored, and certain careers requiring

ncies are reviewed. An appendix of;
Il . |
§ forexgn language,s.is 1ncluded..

PQ?@QF, Edithe J "RevitaljizatIan of Foreign Language Programs in

ﬁher Edlication." Foyelign Language Annals 5 (December 19712
206 10.,

3

\

reasons for decrea51ng e_rollments in college foreign languag
study and take appropriatg action to reform the content and tﬁ
form of ’*instruction in o
ests. There is a need, fbir example, to capitalize on young |
people's social and polit4tal awareness; furthermore, there.is|
a need to assist non-langidge majors in order to qualify them ﬁor
jobs requiring foreign larguage skills. The estahlishment “of - .

" interdisciplinary programg 1s seen as a viable alternative for |

, meetlng these career needs : b Wy 7

mphasis in the Teaching 0£,Cu1ture3

Orggon:: Pacific Northwebt Cénfepﬂ
74. . ED 102 861  .: PR

JSophusson, Beret. ''Vocationa
and Civilization." .Portla
ence on Foreign Languages,

of foreign language study to high.

school and college stud&nts eking employment after graduation
is presented. In addition, e 51gn1f1cance of teaching culture
in a foreign 'language curr1c Jum as exemplified by the F}ES
‘program of the Eugene, Orego , publlc school system is hlscussed
Careers that depend on the kndWledge of a foreign language; aTe
listed. It is suggested that?-erformance in these careers can

" be enhanced by a knowledge ofitulture as well as of language.

Finaliy, a few examples of pr&;rams in' which both language and

A discussion of the importawg

are provdided. . v v
Steiner, Florence. '"Career kduca&'on and [ts Implications at the
! National Level." The Modern L?:Elfge Journal S8 (April 1974)

186-91.

‘The developing concept of caredsd education is explored in rela-
tion to the study and teaching pf foreign languages. The author
_ . notes .that career education proyides the momentum for needed
I8 teform in foreign language teac% ng. Greater flexibility should
" be built into foreign language i-udy prgs?g , enabling students
. to prepare for a cluster of carders to h foreign language
" skills are ancillary.

s
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. Teitelbaum, Sidney L. "The Selling of Foreign> Languages.)' Paper .
' presented at the Colloquium of .the New York State Association
of Foreign Language Teachers, Albany, May '1972. ED 063 846 .

. a

. The author suggests that: foreign language teachers adopt a
nsales' approach in encouraging students to enroll in language
courses. One siich approach is based on consumer motivation and
calls for selling foreign language training in terms of the

. success it will bring to the individual's career. Career fairs
and conferences are recommended as vehicles for communicating
the importance of foreign language skills in careers.

Walser, F. LeRoy. "A Preliminary Look at Potential Job Alternatives
for Bilingual SStudents and Students of Foreign Languages; A ]
Career Education,Concept." '’ Paper presented at the Association
of Departments of Foreign Languages Annual Meeting, New York
C}ty, December 1972. (Mimeographed.) '

This paper discusses the concept of career education, its many
implications for foreign-language study, “and .the development of

. curriculum for foreign language courses. The author cites the

strong federdl support for career education. On the basis of .

an HEW feasibility study, he concludes that the goal,of a bilin-

gual/bicultural component in_a’career education program shouyld

be to develop foreign language capacity plus a salable skill. ;

Three models that suggest further foreign language projects '

within careeg education are discussed: (1) a language certifi-

cation program developed by the U.S. Travel Service and the

American Hotel and Motel Association, (2) the.Multilingual Port

Receptionist Program, and (3) Travel Phone USA. The author

suggests -that the outdated motivation for foreign ldnguage study

. in grades seven through twelve must be replaced by a career edu-

Lo cation ‘approach, that the curriculum content of foreign.language

courses must chahge, and that students must be made aware of .

\careers that require or would be enhanced by bilingual/bicultural

skills. ‘

I1. Speciffic Programs

L d

The American University. '"BCIU Training Program at the American
University, Washington, D.C." Business Council for Intermational ¢
Understanding, -n.d. (Mimeographed.) : -

" This BCIU publication describes programs taught by the organization
at AU to prepare business managers and their families to function
effectively in any area or country. Included are an outljne of
BCIU's approach to teaching language and tultural awaigdgzs, and
functional descriptions of specific programs. Among these are

’ &

O
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programs for (1) U.S.'managers going abroad, (2) U.S. or national
‘corporate officials with ihterfational responsibiljties, (3) for-
eign nationals coming to the U.S., and (4) U.S. managers returning
home, as well as in-houses group international management seminars
and high-intensity language instruction,

Browning, Meshach. “Career Awareness in Foreign Language Instruc-
‘tioh.' A Component of Project Aware, Braddock Juniér High
School, Gumberland, Maryland, 1969-7G, ED 071 519 .
‘The purpOSe of Prozect Aware was to make the studént cognizant
+of the need for occupatiopal and career exploration as early as
possible. This outline of the program contains basic procedures,
and sample objectives$:, texthook reviews, newspaper reviews,
community surveys, materials for teacher awareness training,
lesson plans, evaluations of activities, and redefinitions of
objectives and goals.

. i v
*  Bung, Klaus. ‘'"The Foreign Language Needs of Waiters and Hotel
" Staff." Paper presented at a symposium on "A European Units/
Credits’ System for Modern Language Learning by Adults," St.
. Wolfgang, Austria, June 1973, . Strasbourg, France: Council of
* Europe, Committee for, Out- ofochool Education and Cultural
' Developmen},,1973 ED 086 009 B}

v . . ~

..

' aspects of'a languhige that waiters need to commaphd in order to

" provide serﬁ%ces effectively to foreign guests. anguage teach-
ing based Qi the learner's specific occupational needs is urged.
In particulgr, the functional structures of the ‘language relevant
to certain activities should be taught. A, systems approach,
including flowcharts, is presented for such an instructional pro-
gram. ‘ .

~ ‘ . : ’

Career Awareness, and Foreign Languages: - An Addition to the Junior
High School Curriculum in French and Spanish. New York, N.Y.:- ,\
American Council on the Teaching of Foreign Languages; Union- T
dale, N.Y.: Uniondale Union Free School District, 1974,

. This preseftation, excerpted from a larger studygtexamines those

S’

The general-goal of this guide is to add a new dimension to the
junior high school curriculum in French and Spanlsh [t is
planned to make students aware that knowIedge of & foreign lan-
guage plays an increasingly important le in mahy occu?at1ons.
Three programs are developed around thnie cluste s ,0f careers--
communxgptxbns services, and marketing. The purébse of each

program is, to present the varying degrees of forgégn uage‘
knowledge needed in each job, and to: provide tud! first-
hand experience in .bbserwing people at'worknﬁ q;g ogram
activitdes, presentation methods, mate ihl%\ a&d b op ortunxty

lists {re included. Suggestions for fxéﬁ"rrlbs,
backgrou d 1nformat1on packe& and a bi bl" apy are nded

C
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The Chamber of Commerce of -the Un&ted States. "Learn1ng to Do as
the .Romans Do." Nation's Business (September 1974): 84 85. s

“x‘,

ThlS artlcle describes -a three- semester course given at the
American Graduate School of Internat1onal Management (Thunder-

. bird) in Glendale, Arizona, where students can earn a master's. .
degree in Intaznatlonal Management. Students, both foreign and
American, take courses that emphasize the cultures and languages
of those countries where they expect. to work. They are also *
taught subjects similar to those joffered in’ other gradGdte busi-
ness programs. ‘o -~,.q%‘i

,
e

;De Camp, Joseph E., Jr. "ADFL Forum: Forelgn Languages and .
' Careers." Bulletin of the Association of Departments of Forq;gg ’
anguages 5 "(November 1913) 51 s2. T

Millersville State College currently has under way or in the .
planning stages several programs designed to relate the study of .-
foreign language to careets. Several of these programs are
briefly described, and a brochure and handout illustrating ''the
mul titude of pos§1b1l1t1es of careers in foreign languages" are
presented.

. - 4

Dill, Wolfgang et al. ''Second- Laﬁkuage Education and Careér Educa<

tion. Guidelings for:the fntegrat1on of Second-Language Educa-
tion and Career Education.'" 1975. ED 119 461

This book is a guide and work ‘manual for foreign language teach-

ers. The author presents teaching goals and learning activitie’s:
that contribute to the preparation of students in their roles

as learner, citizen, consumer, producer, and familg member. The
manual describes many p0551b1e second language learﬁlng activi-

ties, including those that enable students to explore career
poss1b111t1es prepare for a career requiring skilIs in a second
language, and learn techniques for obtaining employment. "An
extensive list of resources is given which the, teacher can use

to implement the suggesteﬂ learnlng activities. 4

Caeng, Paul A. "The Cert1f1cate it Business AdministrationiProgram °
at the University of Cincinnati." Bulletin of the Association
of Departments of Forergn ‘Languages 6 (November 1974): 5-6.

Th??‘paper describes a comblned foreign language/buslness pro-:
gram being offered by the University of €incinnati. The program,

a joint effort of the Department o Germanic- and Romance Lan-
guages and the College of Business JAdministration, is designed

to give foreign language and busingss majors greater potential /
for employmient upon .graduation’, specifically in the field of -
international business. The program leads to a certificate in
Business Aﬂmlnlstratxon and a B.A. degree in tEe Arts and Sci-
ences, with a major in French, German or Spanish. The paper

12
7
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‘ describes the >truuturé of the program and provides, a model
| four-year program.

Kennedy, Dora F. et al. ”Caregr Eduudtlon—-Forcxgn Languages."
Uppér Marlboro, Md,: Prince George's County Bofird of Education,
197¢. ED 100 158. ([Supplement: ED 116 467] &

w K
This guide is designed to helg teachers in all disciplines tp
expand. students' awareness of foreign languages and their impor-
tance in career education. The guide urges interdisciplinary
éoope?ation between foreign language instructors and other
tepdhers Study and stlVlty suggestions dsing foreign languages
are' made for clementary, junior high, and senior high schools in
math, music, art, geography, science, and other subjects, along

-wWith listgs of careers in each field that might require a foreign
language. Teaching units followiny certain elementary French
and Spanish tets and designed to make students aware of foreign
language career pdssibilitLes are outlined, followed by suggested
activities for students.planning to acquire a second language as
a primary or secondary job skill in various fields. Detailed - .
units on Spanish bukineds letter- writing and ecology studies in
French are presented. Appcndlccs include b1b110graph1es and

.

lists of useful d;,cncw ‘l

Ldnay, Joanne. "A Curriculum Packet on Careers and Foreign Lan-
guages." Seattle, Wash.: Highline Public Schools, 1974.
ED 104 142 a !

.

This curriculum packét was written fot the Carede Alternatives
'® Model Ptoject of the Highline Public Schqols. The model can be

adapted for use by language teachers who want to present to

their students an up-to-date picture of the career-related uses’

of foreign languages. The packet contajins a ‘chart showi’ng career
A opportunities-in foreign languages as they relate to some major

job categories, career briefs arranged ih out line form by job

categories and based on local interviews, careea—pgckages corre-

sponding to the careecr brief outlines, suggestlons for in-class

"o use, and 'a working bibliography.
Merklein, llelmut A. 'Languages and Business. Buletin of
® . Association ef Departmaqitts of Forclgn ldngpqgcs (May 1974
7-9.

*""‘“ v
. ‘the decline in foreign language enrollments in pecent years has
given rise to the study of alternative foreigh language careers
and programs. “At Southern Methodist University, a pnogram
semphasizing 'vocational aspects of foreign language study (com-
mercial . language, translation, and interpretation) ’leads to the ,
bachelor of applied sciences (B.A,S.) degree in Foreign Lan-
s guages. Several graduate school programs are described: one
. offers graduate-school-only business curricula, onabling the
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foreign language major to enter the M.B.A. program without
previous knowledge of business; others combine business and
foreign language courses in the graduate degree program. A
study, of foreign language majors' awareness of programs leading
to ‘careers: other than teaching reveals such awareness to be at

a low level., Suggestions and recommendations for the develop-
ment of new interdisciplinary programs and curricula leading to
alternative career opportunities are outlined. v oy

"Merklein, Helmut A. and George S. Cooley. "International Business

]

without' Foreign Languages?" Accent on ACTFL 4 (September-
November ,1974): 10-11,

This article reflects the attitude that foreign language skills
are essential to intejnational business, but that foreign lan-
guage majors lack business training. The authors describe the
M.B.A. program in Intfrnational Management offered through the
Intefnational Institute at the University of Dallas, the only
one of its kind at the time of pﬁblication. Objectives and goals
of the Institute are stated, and course loads, the externship
program, and remunerative featurgs of the M.B.A. degree are dis-
cussed. "

Pilkenton, W. D. "A Proposal to Develop Individualize& Materials

for Limited Objective Career Spanish Programs." Bulletin of the
Association of Departments of Foreign Languages 6 (March 1975):
39-40. '

.

An apalysis of the 1972-73 Spanish program at Mesa College indi-
cated that only one-fourth of the student :body ahd only a frac-

.tion of the community was being served by the program. The

writer proposed that "Career Spanish," a new three-hour, three-
quarter, limited-objective (understanding and speaking skills
only), carcgr-oriented Spanish course be added to the curriculum
and estimates that such a program, within a few years, will -serve
at least twice as many student and community members. He

believes that the most appropriate manner of presenting .the

course content is through individualized, semi-self-instructional,
self-pacing, performance-oriented learning activity packets
(LAPs). Other proposed course options are Medical Spanish;
Spanish for Child Care and Education Majors; Spanish for Prospec-
tive Social Workers; Spanish for Prospective Stewardesses, Travel °*
Agents, and Hotcl-Motel Managers; and Spanish Commercial Corre-
spondence. '

Roessler, Helmut. ''Business Careers in German at the American Grad-

uate School of International Management." Bulletin of the A$so-
ciation of Departments of Foreign Languages 6 (November 1974):
14-16. : . .

The American Graduate School of International Management. has
designed specialized courses, ©.g., Business Correspondence;

9
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Social, Political, and Economic Problems of Today; and Business -
Law--taught in a foreign language. .There is now a need for
textbooks in the appropriate languages for these new courses,
The ;eck of such materials is eited as-one reason why more
occupation-eriented language courses are not being offered. °
Publishers and foreign language- educators are invited to contrib-
. ute texts. . . ‘.
Russo, John V. "The Administrative Aspects of the Development of
a Bllxngual Secretar1al/Cler1cal Program at Snnta Ana Collédgé."
1972. ED 062 986 J s

At Santa Ana College, California, a bilingual secretarial/cleri-
cal program was prQPosed to meet the needs of the predominantly
Mexican American community, and to help meet the demand for
bilingual employees. The goal of the program was to improve the ¢
skills of the students so that they could perform all func¢tions
at the entry level and use their b111ngual background advanta-
geously. The report includes an outlihe of the curricul a
descrlptlon of the facilities and equipment, and a discus 1on of
various learnlng aids used in the program. A budget analysis
of the necessary facilities, equipment, and personnel is included
Slessarev, Helga. "The International Business Option at the 'Uni-"
versity of Cincinnati," Bulletin of the Association of Depart-
ments of Foreign Languages 6 (November 1974): 7-9.

Foreign language study programs'are currently being &eﬁlgﬁed to
provide more useful offerings both to the foreign language major
and to the student whose primary career would be enhanced by &
.working knowledge of forei languages. Several courses that
emphasize pragmatic vocabul and practical professional con-
siderations are described. For example, at the University of N
Cincinnati, studénts in the course '"Intermediate German for
Scientists and Business Majors' are permitted to select their
own materials relatipg to business concerns and techniques, as
well das toe engineering, physics, biology, and other fields. The
results of a questionnaire administered to students enrolled in
the Intérnational Business Option are described, and suggestions
are given for improving the preparation of foreign language
students for careers other than in the traditional professions
: of teacher, interpreter, translator, or researcher.
Tinsdgys, Royal L., Jr. '"Guidelines for College and Univers{fy
Programs in Translator Training." Bulletin of the Association
of Depnrtments of Forexgn Langudges 4 (May 19Z}}"15 -21.

This guide, prepared by the Commlttee‘/n/f/;nslator Tralning of
the American Translators Assoc1nt£9n1 is addressed to institu-
tions of higher education that pré considering the eéstablishment
of ‘academic programs leadiqg,fb careers in translation. It is

10
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Mdésfﬁhed for use primarily with those stidents majoring in a

foreign language who desire a minor concentration in translation,
particularly in the scientific-technical field. Guidelines
covering a four-semester ﬁeriod are provided. Three appendices
are included: U. S. Colleges and Universities Offering Training
for Translators, Canadian Colleges and Universities Offering
Training for Translators, and Two Programs of Interest at Stan-
ford.

. . . ,
-

_,‘Trendota] Kristina. "Executive German in the Twin Cities." Bulle-
\gin of the Association of Departments of Foreign Languages 6

(November 1974): 9-13. .

This article describes ¥'Executive German," a career-oriented
program for language majors at the College of St. Catherine.
Class descriptions, sequences of courses, and program objectives
are given. Training materials--including texts, visual. aids,
printed materials from the EEG, business literature and commu-
niques, and literary setections--are discussed, As well.as the - |

—~use of guest speakers. —
[ __//
).,,-//‘/'—) ) . \-.11.5(.}:,»..,;,-' u ""*11
- RIS ’ N
o III. Career Opportunities

\

This section of the bibliography deals with some speciffc bccupa-
_tions or areas of employment that utilizeskills in foreign lan-
guages. It does not provide a list of organizations that seek

‘employges having foreign language skidls; such a list might best

be compiled by teachers, counse€ 7 placement officers, or students,

themselves. gp assist users of th{s bibliography, however, the '
following sou¥ces are suggested: - :

1. _The American International Trade Register is available on com-
piter tape or in hard copy from the Department of Commerce, Wash-
ington, D.C. The Register includes all businesses that have an
"expressed interest" in marketing their products abroad; as such
it includes many firms so small that they should not generally be
considered as prospective employers. Addresses and chief inter-

national officers are listed; there is no indication in the Register

as to the size of the company, its assets,” or number of employees.
The Register is kept current; its products and szrvices are identi-

fied In accordance with the Standard Indugtrial

lassification

codes; and it is the most comprehensive list available.

annually updates information on‘the 500 largest industrial corpora-
tions in the U. S., ranked by sales. Most of the corporations
listed are multi-national, hence the information is meaningful to
anyone seeking overséas opportun%tigs.

no B

[
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2. ' Portune Magazine is issued monthly by Time/Life, Inc. FortuneJﬂbf
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3. A Directory of U.S. Export Management Companies is issued by
the U.5. Department of Commerce, Domestic and International Business
Administration, Bureau of International Commerce. The Directory
provides an alphabetlcal listing of all the companles, and a product
index. The details given for the individual firms include address,
contact executive, phone number, telex and cable numbers, and a
brief description of products handled.

I3

4. How to Find Those Great Overseas Jobs, by Ray Shaw. Long Island
City, N.Y.: Aware Books, 1973, This is a paperback trade publica-
tien listing firms conducting business overseas. Alfhough it is-
periodically re=issued, information may not be as current or as
reliable as that provided by Qgper sources.

5. Stapdard and Poor's Directory'is one of the best sources of #
information regarding the fiature of a company, its officers, its
organization, products, gnd assets,

N .
6." "U.S, Firms Operating~Qverseas,". compiled by Research Projects
Corporation, contains an alphabetical listing of American fiyms
operating in 90 foreign countries. This article specifies the

" services or products each firm offers and provjdes addresses of

homeg offices. * . o
. N e
7. Local: Chambers of Commerce, the.Department “T'Commérce, the
Department of Labor, releases from‘other governmental ‘bureaus, and
college ‘placement publications may also be useful. See, for
instance, "Employment Abroad: Fact§ and Fallac1es,” Washington,
D.C.: U.S. Chamber of Commerce, Foreign Commerce Departmgpt, 1974.
? 7
* . D‘" * ,‘,i N :
" r“

Abramson, Paul. '"Winging It--Training and Non-§&81n1ng ‘for Assign-
ment Overseas." Training.1ll (July 193%)
k

. Data on special training prov1ded toﬁpmployees assigned to over-

seas locations:are reported in this a®ticle. Learning the cul-
tural background and the local language ranked among the highest
priorities of the training programs reviewed. Most companies
depend on outside sources for language training.

Arnold, Edwin P. '"A Foreign Language V
Guidance Center.'" Bulletin of the
Foreign Languages 5 (September 19737 rgdl

ional Opportunities
iation of, Departments of

The duthor describes his procedure for compiling a bank of infor-
mation for a foreign language vocational opportunities guidance
center._ ‘Intended for state-wide dissemination through Clemson
Univer51ty, these materials describe vocations--both' in the
United States and abroad--that require foreign language skills.

4 ,
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~ Cunningham, EtlBen and L. Marguerite Prime. ‘'Language and Library h
By ‘Sorence." Modern Language Journal 42 (May 1958): 248-52.

A report of the Subcommittee on Special Library Education out-
11qes recommendations for courses of study to persons interested
in, entering the library profession. In addition to preparation ‘
r in financey law, science and certain‘technical fields, medicine, .
: music,, theatre, and journalism, it was determined that the study |
of languages was -of paramoynt importance to the librarian's work,
The practical use of foreign languages in library work is . T
described, e.g., in book acquisitions, classifying and catalog;gj?’ﬂ
. : reference library work, internatipnal relations, and in specia
' l1brar1es such as law, music, art, and medicine. The need fox
the 'use of foreign languages is also explored in the areas of
teaching and ed1t1ng in the library field.
. Finlay, Ian'F. ‘Careers in Language. London: The Trinity Press,
1969, “ ' J

. This work presents three career argas that rely oh skills in
foreign languages: teaching, translating, and interpreting.
Cateers in.which skill in foreign languages is a secandary qual-
ificatien, or in which knowledge of a foreign language is ancil-~
lary, are also cited. These latter fall into 22 identified
areas and include such positions as aixline personnel, broad--

- casters, bilingual secretaries, and information officers. Three
appendlces are-included: Organlzat1ons of Interest to L1ngu15t3,
Useful Addresses, and Useful Bgoks and Publications. v

e ] ‘ S

ﬁ%}' Froning; Dorothy "Vocatlonal 0pportun1t1es for the Foreign Lan~. "L
guage Major." W1ch1ta State University Foreign Language Summary -
6 (November 1971): 3-6. " ED 066 091 - »

Vocational opportupities for the foreign language student are.
divided into two major classifications:- (1) those in which the *

- knowledge of a foreign-language 5 the prifte requisite for
employment, and (2) those in which knowledge. of a technical
skill, trade, business, or profession plus a knowledge of a
second language are required. Comments are intended for those
seeking pos1t1ons in. education, ‘business, and government. Other
career opportunities .in travel, libraries, and publishing are
cited. A short bibliography is included.

Fuller, Carol S "Language -Oriented Careers in the Federal Govern- (
ment." Bulletin of the Association of Departments of Foreign
Languages 6 (September 1974): 45-51. i Y

The results of a study of career possibilities for liberal arts
graduates with foreign language study backgrounds are given in
this article.' The data are drawn from interviews held with
personnel mamagement specialists in several federal government ‘

s -
.
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agenties. Two bastc questions yere asked: (1) what type of
positions requiring foreign language skills a particular agency
offers to language majors wxgh a BA. degreé, and '(2) what type :
“Of PposTticns are off€red ¢o liberal arts graduates who majored
in other areas but who ave foreign language skills. Some” sug-
gestions on securing employment with these agencies are providea.
Job-seekers are adv1§pd that qualifying for a p051t10n may
depend more on competence and training in other areas than on
language skills. oo .

Gould, Loyal. 'Languages in'Cammunication. :Explored Opportuhitiés

v 34- 36

for Language Majors in Busipess and Industry." Bulletin of the
- Association of Departments ‘of . Forelgp Languages 4 (March 1973):

‘l <

(44

- . The lack'of foreign language skill among’ individuals employed

in certain career f1elds curtails -the effectiveness of organiza-
tions in expanding their operatlon and services overseas.

" Examples are cited in this article jof positions inm business,

-

Hardesty, Richatd T.,.comp. "Translatiné.Foreigﬁ'Language into 1

industry, and government--overseas land in the United States--for -
which there is a need to train individuals in one or more foreign
languages.%g,One example cited is a Model Citiles Program in an
ethnlc ghetto. The author encourages ‘foreign. language educatork
to cOns1der more seriously foreign language instruction for
vocatLonal use. " :
- . . Fa . . L <
Careers;, Vocational Opportunities for High 3School and College
Students. of Modern Foreign Languages.' Bloomlngton, Indiana:
Indiana-Language Program 1970. ED 017-226 -~ haP
ThlS study was publlshed as a pro;ect of the Indlana Language
‘Rrogram (ILP), a ten-year program at Indiana University, funded
by’ the Ford Foundation and designed to extend and improve foreign
language learning in the schools of the state. Ing¢luded is a
brief outline of some of_ the opportunities available to persons
who know at™least one forelgn language. The contents are divided
into the following areas: education, federal government, United
Nations, Pan-American Union, non-governmental organizations, .and
private business. Also 1ncluded are an extensive bibliography
and a list of contacts in each-area from which the reader can
request further career and employment information.

.HnrriSOh, Ann T. '"'What Can I Do with It?': Vocational Counseling

. for Language Students.g Paper presented at the Annual Meeting
of the Rocky Mountain Modern Language Associatien, Tucson, Ari-

,zona, October 1972, ED 077 300

o Vs ‘ s

- Jab opportunities requiring language skills other than English’

.t

‘in government and international business are explored, and
advantages and impediments to pursuing these career choices are

£ : -
[ ¥ . R L
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. MWonig, Lucille J. and R1chard I. Brod. "Foreign Lariguages and

guage study as '‘a useful “social and Lntellectual tool.

v

discussed in this article. The need for foreign languagg- teach-"
‘eTs in the future and the possibilities for related newgzireers
uSLng foreign languages are treated .in terms of continuing lan-

.
o »

Hereld, "William K. "Survey of Employment Opportunytles gpen to

Graduate¥ in Foreign Language Education, English as a Second

‘Language and Applied Lnngu1st1ts "', -Austin, Texas: Un1ver51ty

of Texas, Forelgn Language Educatlpn Center, 1972. . ED 071 489

A survey of employed nqc1p1ents of the doctdréte from the que{gn
Language Education Center at the University of Texas wds con-
dicted to determ1ne the nature of p051tlon$-graduates held and

to identify those positiond for which their background and
training would qualify them. kK The scope 0f the survey extends

to career .oppgrtunities for gr duates with training in foreign
language education, ESL, and apblied llngu1§t1cs. Results are

. summarized in the fohdowlng areas:- teaching on the college or

uhiversity level, superv1slpn tesearch’ and development publish-
ing, and other p051tlons . »*

Careers.'" New York: Modern Language Association, 1973., ED 103 .
626 ‘ '
Theé authors indicate ehe need for SklllS in foreign languages in
the world of work and explain why students involved in career
preparation should.be aware of these facts. Internatlonallzat1on.
of travel, growing economic interdependence of natlons, inter- '

* national business expansion, and ethnic self- awareness are cited
_-as ‘important considerations‘in foreign language stady }n the

United States. The report focuses on foreign language 'as an -
auxiliary skill, on careers in which forejgn language skills are:
important, and on ways in which such skills can help in individ-
ual jobs. Descriptions of careers where foreign language, skdlls
are aUXLllary are categorized as follows: bu51ness - industryy. -
and commerce; civil service; education; lay; llbrary sciénce;
media; science; service occupations; sociallsc1ences and travet)
and tourism. Careers for language specialists are d85ct1bed in
the areas of foreign language teaching, interpreting, and, trans-
lating. A list of publications relating to careers 1nvolv1ng
foreign languages and a list of useful addresses axe also 1ncluded.

Imhoff, Paul G. ”Mﬁjor in Foreign Languages and Related Areas."

Washlngton D.C. Department of Health, Education and Welfare, ’

Offrce of Educatlon, 1971. ED 054 697 , Lo S

This agticle, prepared for college; students ma)orlng in a forelgn

language, offers occupational gu1de11nes and suggestions for
further-occupational research. Lists of job titles of interest

20 °.

»

A

to the foreign language student, and- of potentlal employers of o



O

ERIC

Aruitoxt provided by Eic:

[

. . RN “oo-
P . o :
v . oV n“ s
S .
- s,

foreign language majors are 1nc1udeﬂ, as-’ well as a reference
blbllography on career- opportunltles Information relatlng to
U.N. 1nterpreter positions is.also presented

b , »

Johnsoq,AHarvey L ""Actual Occupational Outlook for Grad tes in
. Poreign Languages." Bulletin‘of the Association of Dezgrtments
of Forelgn Languages S (Sebbembet 1973)9 33-36. 3.

In examinrng the occupatlonal outfook for college graduates
majoring ih foreign languages, the author expresses concern that
foreign language dé#partments may “hot be meetlng their obljigation
to counsel their.students on career informhtion and futyre job
opportunities. Consideration should be given to establishiing
'Lnstructlonal programs 1n which’ students specialize in one lan-
guage -with a major ‘in social 'studies,” ‘for example, as opposed to
the traditional language major program concentrating in two or
more languages. Océﬂpatlons requZ;lng fo?elgn language profi-
c1ency--1nclud1ng teachlng in a Depantment of Labor bilfingual
job training program serving as a manager in a brhﬂch of a
multi-national corporatlon, and worklng 1n hospitals and hotels--

3

. are briefly discussed, " nh N - L e
-Karr, Susan. "Forelgn Languages and Careers in L1brar1es " Bulle-
<. .tin of the Associatfon of Departmengs of Forelgn Languages 4

(May 1973) 22 23. [ . 7 .
&

.Counselors are encourageq to.adv1se sfudents 1nterested in for-
eign languages of the "alternative career directiond" that are
available o them. For instance, foreign language skills are
required -of reference librarians. Students speaking one or more
fo;elgn language¥ may find their specialization particularly’
uséful in larger aLadem1c library systems, where archives and
document sections requlre individuals with fQ;elgn language )
competencxes . . = -

Keesee, Elizabeth._ “quatiohal Opportunggy_n Hﬁ‘ga"ia,§5 (October
1972): 632-43. .~ 7. . v . -
This article discusses occupations such as editing, materials
development, research, and consultant work that require foreign
lahguage expertise and are available to personnel who have had
teachlng experience. Agencies and companles employing persons
with %Skills in teaching foreign languages are also described,
including Department of Qefense schools overseas, U.S. oil com-
panies' overseas; schools, and federal agencies. Data are given
on the number of Spanish and Portuguese language-essential posi-
tions available or assigned in twelve selected federal agencies
surveyed in 1964. Principal federal agencies treated in detail
with regard to career opportunities ificlude the Forejign Service
Institute, State Department, Foreigr Service Corps, Foreign.
Bervice reserve officers, Foreign Servxce staff, United States

b
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Infdrmataon Agency, Agency for Internatxonal Development and
Library of Congress. (ompanies employ1ng overseas staff with. .
foreign- language skilds are also mentioned. An extensive bibli-
ography 1s 1ncluded : i .

?
s .

”Language Gap C1ted in Government Report." The Linguistic'Reportgg
N TR 7

~General's _report entitled "Need to Improve Language Trairing

16 (February. 1974). i -

br1ef account is g1ven of data cited in the U. S Comptroller /////

Programs and Assignments for U.S. Government Personnel Over
Various ‘U.S. federal agencies operating overseas list fi

on the number of positions currently unfilled because
unavailability of individuals with foreign language
Examples reflect the fact that many overseas 1 age- essent1a1
positions are held by individuals who lack the'necessary language
skills to perform effectively in their oo;upatlons

4

Petrello, George J. and Barbara Petr;ilp;( ""Help Wanted: 'Vocatlonhl
t"

% “relevance. ] : s

/// Colquitt, J. et al. An Analysis-.of Multinational"Corporations' *’

- 27 (January 1975) -

Training for the Blllngual Job Ma

Business Education Forum

Knowledge of ome or more foreign languages is becoming a require-
ment for a wide variety of positions. The authors of this - |
article reviewed the classified advertising section of a Sunday
ddition of the New York Times and found 103 different advertise-
ments 5¢ek1ng/appl1cants having a knowledge of some foreign lan-
guage. These are indicated in a table accordifig to occupation®
and lapgtiage. A possible merger between vocational education
and foreign,.language education is explored, and suggestions are
gzven for developing forexgn language programs with occupat1onal

—

L4

Perception bf Their Requirements for Internatiomal M.B.A. pegree
Holders Irving, Texas: The University of Dallas International
Tnstitute, {974. ED 096 836, - 0

" This study was undertakgn to assess the U.S. corporate demand

for Americans holding an M.B.A. degree with a concentration in
International Management, the U.S. corpgrate demand for foreign
nationals holding a similar American M.B.A. degree, and the corpo-
rate perception of the value of foreign languages in such an
international curriculum. ‘A4estionnaire was sent to 1,050
corporations doing ‘& 51gn1f1e¥t amount of international busi-
ness, including approximately 250 fofadgn-based firms doing
business in the United States. The lowing conclusions can

be drawn from the study: (1).true language fluency is a yaluable
asset for tho individual as long as he also has technical busi-
mess credentials to accompany his langudge skills; (2) an Ameri-

"+ can who has l1ved and studied abroad is perceived to be more

i
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Terras, Rita. "The 'Market' for German-Spea

United States Department of State ap .JUnited States Information

- is detailed,-and samples of test questions

L. . | . : .
.'valuable than his.counterpart who has potY, though not as much
" so by larger corporations; and (3).there|is a strong demand for

foreigners who have been trained in Amerilca, bartlcularly for
work overseas. . l

ing Employees: A
zations." Bulletin
gn Languages 6 (March

kN

Survey of Business and Non-Academic Organii

of tne Association of Departments of que
-1975) : 26-28. T

This article reports on a’ sdfgpf/;f the, ngmber and kind of yob
opportunitiesy other E@hm« e ching, avatl ble to students bilin-
gual in German and Irsh. Responses o|a questionnaire, sent -
to 100 orgapizationsg 'own o have or congidered likely to have
ingefnatlonal relati S.s. 6 ‘analyzed. e data showed that

of the 58 organizatio ploylng personnel having German lan-
guage skills, 39 firms-*ffered more than 8&,539 job opportunities.
Bus1ness engineering and economics, respecitively, were listed

as 'the major fields where combinations off kkills including
foreign language were preferred The study results suggest not
only that there is a far greater need tkan is generally assumed
for German language skills in careérs 1n biisiness, industry, or
service organizations, but that there exists an immediate need’
for applicants highly skilled in the Germa .language.

"

Agency. ‘Foreign Service Officeri,-%Examinatiion for Foreign Serv-
ice *Officer Careers, 1974, Washidptonm, D.CL: U.S. Goverhment
Printing Office, 1974. Order No. 0-547 795L -

Lt e ;:-_-.ng" e o '—".‘r. f‘{'ﬂ#*

‘Th1s publxgatlon -discusses the compeb1t1ve. itten exafiifiation -
given to- gfahdidates for cayeer appo1ntments as;Fore1gn Service
1nformatLngqﬁ11ce%8 of bhé#ﬁnntpd StatBs ‘Affermation Agency.

It explains elﬂgib&llty requis»remem:&,$ ﬁlﬂ dtion procedures,

appointhent quf#tfications, and career respqncibilities irn the

Departmeﬁ@(%f State and the U.S.I.A. The written examination
re included. Com-
atiom and location

plete 1nform&t10n is given regarding regist
for the examination.

VWalser, F. LeRoy. '"Career Education Holds FL Challenge.'" Hispania

57 (March 1974): 147-49.
,The author suggests that the career educatiogn concept has many
1mp11cat10ns for foreign language study and |curriculum develop-
.ment. The U.S. Department of Health, Educatlion,_ and Welfare is
studying the feasibility of including a bilijngual-bicultural
component within career education programs gn the assumption
that many jobs require second language skills. Several examples
are given of the need for business, industry, government, or
labor to fill job¥ requiring various degree§ of foreign language

Yo
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competensy.  The causes of decreasing enrollments in foreign
language p¥ograms are examined, and recommendations are made for
institutions of higher learning to extend theif language train-
ing programs to include an occupational or career education
component. . '

-

1v, Curriculum Materials

1

N

]

pefense Language Institute. 'Arabic Basic Course: Basic Dialogues
for Airport Facilities.” Washington, .D.C.: Department of Defense,
* Defense Language Institute, August 1971. ED 054 683 X

This material is a supplement to the advanced phase of the
‘warabic Basic Course," developed and implemented at the Defense
Language Institute. Its purpose is to acquaint students with
- spetialized terminology in Modern Standard Arabic pertaining to
takeoff and landing procedures. Dialogues are written in English
_and Arabic. - « . 2

a
-

Defense Language Institute. wChinese-Manflarin: Basic Dialogues. for
Airport Facflities.” Washington, D&.: Department of Defense,
Defense Language Institute, July 1971. ED 054 685

-This booklet introduces basic dialogues in English and Chinese-
Mandarin for utilization at airport facilities. The ‘terminology
pertains to takeoff and landing procedures.

. ¥

' Defense Language Institute. '"Czech Basic Course: Air Force Dia-

logues.'" Washington, D.C.: Department of Defense, Defense Lan-
guage Institute,” July 1971. ED 054 684 . ‘ -

This is\ﬁart of a series of supplementary materials used in the.
final phase of the 'Czech Basic Course,'" developed and imple-
ménted at. the Defense Linguage Institute to acquaint. students
with sﬁecialized Czech terminology pertaining to airport takeoff
and landing prpcedures. Dialogues are presehted in English and
Czech. ‘ : s

~

Defense Language Institute. 'Spanish Basic Course: Radio Communi-
cations Procedures, USAF." Washington, D.C.: Department of '
Defonse, Defense Language Institute, July 1971. Report No.
R-01LA24." ED 053 619

This guide to radio communication procedures is offered in
*Spanish and English as a means of promoting closer working rela-
tionships among United States Air Porce pérsonnel and Latin
. American aviators and technicians. Eight dialogues concerning .
routine flight procedures and aerospace technology -are included..
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| Gonzales- Ravelo, Elena. "Spanish Shorthand--Speedbuilding, Business
Education: 7707:22." ‘An Authorized Course of Instruction for
S the Quinmester Program.' Miami, Flor1da -Dade County Public
; Sthools, 1972 ED 083 875 4 - EE

: N

A .- B
This bookiet descrfbes_e cdourse designed to build” secretaries'’ .
speed in Spanish shorthand. Jopics include a course description;
course enrollment guidelines; course content; suggested proce-
dures, strategies and learnlng activities; evaluation instruments;
and resources for students and teachers. An appendix contains
additional 1nformatxpn such as Spanish business vocabulary and
tests on grammar, sylldblflcatlon and punctuation. =
. \

, Gonzales-Ravelo, Elena. '"Spanish Shorthand--Theory, Business Educa-
tion: 7707.12." An Authorized, Qourse of Instruction for the
Quirmestey Program. Miani, Florida® Dade County Public Schools,
1972.” ED/083 873 = . ST

0

This bogklet. describes a course of instruction for Spanish short-
" hand. Tgpics discussed include course description; course
enrollment guidelines; course content; suggested procedures,
strategies and learning activities; evaluation instruments; and
resourcgs for students and teachers. An appendix contains

Spanisl business vocabulary, brief forms, and Spanish shorthand
phrases.

Pérez, Efther R. Manual for the Bilingual Secretdry in the Copmu-
nity./ San Josi‘ California: Aztlan Today Co., c. 1972.

This/ manual is intonded to improve communication between govern-
mental, medical, and commercial agencies and the Span15h-speak1ng
community. Secretarlal principles and general skills are treated
as /well as bilingual vocabulary and grammar instruction.

Seymgnn, Marilyn R. Basic Spanish for Health Personnel. Garden
Grove, California: Training Corporation, 1973.
g {

is text is designed for professionals in health-oriented fields
roviding seryices to Spanish-speaking clients. It prov1des
/1nstruct10n o¥ a hlghly practical nature, permitting, at minimum,

adequate communication between the professional and the Spanish-
/ speaking client. Medical-health vocabulary instruction is
/ specific'gnd practical,, as are the language structures deemed

'

| necessary  fpr effective medical-health cp ions.
Wrxnge C.*A. An.Intensive FrenCD/QOUTSQ/£:Tm:j:::T\hnd Busimess.

London: Heinemann Educational Books, 1969.

This matefial designed for businessmen, has also been used "EED
groups of secretnrlal classes and as a general '"brush-up'' course
for adults. The course consists of eight audiolingual lessons,

-
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'each 'including a reading text, thyee recorded dialogues, and -
extensive laboratory exercises. A teacher's manual, students'
manual, vocabulary list, and eight tapes are included.”
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;ERIC/CLL SERIES 0N LANGUAGES AND LINSUISTICS

Titles fbllowed by" ED numbers are already available from the ERIC
Document‘Reproductlon Service: See Resources in Education for )
orderlng instructlons or write User Services, ERIC/CLL .

! .
B ;Prepérxng and stng Self- Teachln Units “for For;;gn Lang;gges. v
Gerald E, Logan, 17 pp. ED 098 808.- )
" 2. A Selected Bibliography on Bilingual/Bioultural Education. o
James W. Ney and Donella K. Eberle. 6 pp. ED 098 813, ° :

L ade A Selected Blb'lioEashx on Language Teaching and Learning.
“ &+ Sophia A. Behre@S“an Kathleen McLane, 6 pp. ED 1 9. .
4, A Guide to Organizing Short-Term Study Abroad Programs.

- Paul T, Griffith, 21 pp. ED 100 183.. .

5+ Working Papers in Linguistics. Tim Shopen. 7 pp. ED 102 877,

' 6. A Selegted Bibliography on Mexican American and Native American
. Bilingual Education in the Southwest. Stephen Cahir, Brad
¢ - Jeffries, and Rosa Montes. 299 pp. ED 103 148.

7. 'ﬁsiﬁ"Comhunity Resources in Foreigﬁ Language Teaching.
‘Stephen L. Levy. 17 pp. ED 102 878,

“_B.a A Selected Blbllgg;qphy of Films and Videotapes on Foreign
- Language Teacher Tra1n14gr Peter A. Eddy. 34 pp. ED 102 875,

—:9.‘_ERIC Documents on Foreign Language Teaching and L1ngu1st1cs
" -List Number 13. Peter A. Eddy. 39 pp. ED 104 162

21047 Effects of Social Situation on Language Use: Theory and
. - Application. William Cheek, Theodore B. Kallvoda anagcenelle
- ‘Morain. 34 pp. ED 104-147,

11. Radio in Foreign Language Education. Robert J, Nelson and
Rlchard E. Wood. 29 pp. ED 104 157. '

12.. Ertqr ‘Analysis in the Classroom. ‘Patricia B. Powell. 24 pp.
Yol _ED 104 161 .

13. Research w1th ‘ClozeoProcedure in Measuring the Proficiency of
Non-Native Sgeakers of English: An Annetated Blb11ography
. John W. Oller, Jr. 32 pp. ED 104 154,

"14. Pre-Student Teaching Experiences in Second Language Teacher"'
" Education Prqugms Helen L. Jorstad.. -22 pp.. ED 1047169.

“15. Communlcatxve Competence. Edward Di” Allen, 23 pp ED - 106’&66."

16. 'Llsten1n37Comprehen51on in the'Fdreign Language Cbassreom
Terence Qu1nn and James Wheeler. 38 pp. .ED 104,176,

. 17. A Survey of the Current Study and Teachxng of North American
.. Indl ages in the United States and Canada.” Jeanette P,
ﬂartxq...Q; pp. ED 104 T68. (Also evairable from CAL, $4.95 .

;€ 4. per copy.) e

* LA B : - . L
- Ho.e - ' e .
0 K y '

. e N :




15:, ERIC Materials Relating to Vietnamese and English.
Jennifer DeCamp. 8 pp. ED 102 882. :

0 19. A Selected List of Instructional Materials"for-Bnalish as a
a a econd Language:- ementary Level, Maybelle D. Marckwardt.

11 pp. ED 105 753. - -

20. " A Selected List*of Instructional Materials.forggggliih as a
Second Language: Secondary Tevel. Maybelle D. Marckwardt.
13 pp. ED 105 754, g

21. A Selected Bibliography on Language Learners' Systems and
- Error Analysis. -Albert Valdman and Joel Walz. 75 pp.
ED 105 772. - ' A

22. oA Selected Bibliography on Language Input to Young Children.
Elaine S. An_dersen.'J 22 pp. ED 104 177. TN
23, The Current Status of U.S. Bilingual Educatibn degislation.

C Lawyers? Committee for Civil Rights Under Law. .132 pp.
;/// ED 107 135. (Also available from CAL, $4.00 per copy.)

24. A’Selected Bibliography on Recent Dialect Studies.
Penelope 0. Pickett. 27 pp. ED 111 176.

25. A Selected ERIC Bibliography on Teaching English as a Second
"~ Language to the 1lliterate. Grace Joseph, Kathleen McLane,
and Laurel Taylor. 28 pp. ED 105 779.

26. Comparative Studies in Second Language Learning.
Judy Wagner-Gough. 53 pp. ED 107 157.

27. A Selected List of . Instructional Materials for English as a
Becond Language: College Level.: Robert P. Fox. 25 pp.

ED 107 158. . s
. 28. A Bibliography of American Doctoral Dissertations in Linguis-
. Tics: 1965-67. Nancy Jokovich. 56 pp. ED 115 119.

29. Russian’ Language Study in 1975: A Status Report. Joseph L.
Conrad, ed. 82 pp. ED'123 889. (Also available ifggaﬂodern
Language Association.)

30. Children's Categorization bf Speech Sounds in English. Charles
. Read. 200 pp. ED 112 426. (Also available from National
2 Council of Teachers of English.) :

31. Audiovisual Materials for the Teaching of Language Variation:
"An Annotated Bibliography. Rosemary Tripp and Sophia Behrens.
12 pp. ~ED 116 495. ;

‘:52.'LAudiovisual Materials for the Teaching of Language Acquisition:
: An Amnotated Bibliography. Rosemary Tripp and Sophia Behrens.
N 13 pp. ED 116 496.

33. ERIC Documents on Foreign Language Teaching rand Linguistics:
Iist Number 14. Peter A. Eddy and Kathleen McLane. 22 pp.
- ED 116 498.
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__34. A Selected Bibliography on Sign Language Stud1es. Margaret
* Deuchar. 8 pp. ED 121 098.

35. 1974 ACTFL Annual Biggjography. David P. Benseler, ed. : .
192 pp. ED 125 268. (Also available frem CAL-ERIC/CLL, $5.00
per copy.) ) o

¥

2
36. American Doctoral Dissertations in Foreign Language Education,
1965-1974: An Annotated Bibliography. David Bir§song.
S8 pp. ED 125 269:+ (Also available from CAL-ERIC/CLL, $2.50

per copy.)
37. Translation as a Career Option for Foreign Language Mdjors.
Royal L. Tinsley, Jr. 12 Pp. ED 125 270. o -

38. ERIC Documents on Fore;ggﬁLanguage Teaching and Linguistics:
¥ist Number 15. Peter A. Eddy and Kathleen McLane. 22 pp.
ED 123 890.

39. Jeaching English to Speakers of Qther Languages insthe United
States, 1975: A Dipstick Paper. Christina B, Paulston.

31 pp. ED 129 071. (Also available from TESOL.) E -
40. Testlng in English as a Second L guage. A Selected, Annotated
Bibliography. Marie Garc1a-Zamor and David BlrJSOng. . (Avail-
" ' able from TESOL.)

41. Spanish-English Bilingual Education in the U.S.: Current
Issues, Resources, and Research Priorities. Manuel Ramirez III
et al. (Available from CAL, $3.95 per copy.) -

42, ERIC Documents on Foreign Language Teaching and Linguistics: - -~
List Number 16. Peter A. Eddy and Kathleen McLane.

-

43. The Magic Boxes: Children and ﬁ&ack English. Marilyn Rosenthal.
(Available from ERIC Clearinghouse on Early Childhood Education.)

44. A Bibliography of American Doctoral Dissettations in Bilingual’
Education and English as a Second Language: 1968-1974.
Nancy Jokovich. .

45, Graduate Theses and Dissertations in English as a Second Lan-
guage: 1975-1976. Stephen Cooper. (Available from TESOL.)

46. Tangible Benefits of the Study of Latin: A Review of Research.
Rudolph Masciantonio.

47. Feature Films in Second Language Instruction. Hart Wegner.

48. Projecting a Better Image: Slides and the Fqiéign Language .
Teacher. Alan Galt. .

49. The Role of the Bilingual Community in Mandated Bilingual o //
Education. “Maria Estela Brisk. - i

50. Computer-Assisted and Programmed Instruction in Fgreign Lan es:
A Selected, Annotated Bibliography. David Birdsggg. '
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TES. ON LANGUAGES AND LINGU]

K] .

i ] \ . . ‘1&‘ BN
A éﬁ Information Center) is a nationwide *
lwiiters, each responsible for a given educa-
tional level or field & study. ERIC is supported by the National
“Institute of Education of the U.S. Department of Health, Education,
.and Welfare. The basic ¢ ictive of ERIC is to make current devel-

opments in educatjonal reJ arch, instruction, amd personnel prepa=. -

ERIC [(EducationaleR
. network of informatio:

\ ration more readily acceéhiﬁle.to educators and members of related

professions. " ro , N N
The ERIC Clearinghouse oh'Langﬁages and Linguistics (ERIC/CLL), one
of the specialized clearinghouses ift 'the ERIC syStem, is operated
by the Center for Applied Linguistics. “ERIC/CLL is specifically *
responsible for the collection and dissemination of inforfiation in
the general area of research and application.in languages, linguis-
tics, and language teathing-and learning. sy e

- : ¢ o R S .
. IR | 4 !
In addition to processin§g§§fptmation, ERIC/CLL is also. involved in
<)

information synthesis an lygis. The Clearinghouse commissions -
recognized authorities in guages and linguistics to ‘write analyses
of the current issues in ther areas of spegiplty. The resultant
documents, intended for use”by educators an&*gesearchers, are pub-’
lished under the title CAL-ERIC/CLL Series on Languages and Linguis-
tics. The series includes pfﬁctical guides for classroom teachers,
extensive state-of-the-art papers, and selected bibliogtaphies.. -
*

The material in this publication was prepared pursuant to a contract g
with the National Institute of Education, U.S# Department of Health,
Education, and Welfare. Contractors undertaking such projects under
Government ssponsorship are encouraged to express freely their judg-
ment in professional and technical matters. Prior to publication,

- the manuscript was submitted to the American Council on the Teaching
of Foreign Languages for critical review and determination of pro-
fessional competence. This publication has met such standards.
Points of view or opinions, however, do not necessarily represent .
the official view or gpinions of 'either the American Council on the
Teaching of Foreign Langua$s or the National Institute of Education.

"This publication will be announced in the ERIC monthly abstract
journal Resources in Education (RIE) and will ‘be available from the
ERIC Document Reproduction Service, Computer Microfilm International
Corporation, P.0. Box 190, ‘Arlington, Virginia 22210. See RIE

for ordering-information and ED number. ;
; - .

For further. information on the ERIC system, ERIC/CLL, and the

L}

s

_“CAL~ERIC/CLL -informatior series, write to ERIC Clearinghouse on’

HLanguagéslgﬁdfLinguistics; Center for Applied Linguistics, 1611
ﬁorth‘Kpht1$treet,'Anlington, Virginia 22209.
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