DOCUNENT RESUNE

\

ED 154224 : ' . CB 016 068 )
AUTHOR erschbach, Dennis R.; And Others
TITLE Agencies and Sources for Finding a Job. Cooperatlve

Work Experience Learning Activ1ty Packet: Series on
‘ ., ~-dJdob Entry and Adjustnent. Packet .Ona. >
INSTETUTION Maryland Oniv., COlleqe Park.- Dept. of Imdustrial.

, Education.
SPONS AGENCY Maryland State Dept. of Education, Baltimore. DQ?\jpf
| Vocational-Technical Education. \ '
PUB DATE 77 )
NOTE 35p.; Not available in hard ccpy due to
- reproducibility problems; For related documents see
. i CE 016 069-078
EDRS PRICE " MP-$0.83 Plus Postage. HC Not Available from EDRS.
DESCRIPTORS . Career Education; Cooperative Education; Emplodment’
) Counselars; *Employment Services;. Information .
. Sources; Job Placement; *Job Search’ Hethods~ Learning

Modules; Secondary Educatlon ,
" ABSTRACT . ‘ :

! This student booklet is first in an illustrated
series of eleven leafning activity packets for use in teaching job-
hunting and application procedures and the management of wages to
secondary, students. Focus in this booklet centers on the following
sources and agencies that may provide assistapce in finding"a job:
schqols, family and friends, newspapers, the Yellcw Pages, and
employment agencies (public and government, privately supported, and
coamercial) . At the beginnind of each unit there is a short
introduction, then the student objectives are listed, followed by the
text, section. Suggested learning activities and a Check Your ° .
Knouledge .quiz conclude the unit. Answers to these quizzes and
exercises, as well as final examinatidn ditto masters and answers, .’
are appended as teacher's supplements. As needed, references are made
in the text to material in the ofher booklets. (ELG)

I, f‘

v

v,

SR XXER B AR R XRBXBE R R XA RN BB EEE R X R RR R AR R RRR R RS R R R AER KRR KRS S k%%

‘# Reproductiops supplied by EDRS are the best that can.be mad *
* + from the original document. *
###########################################*##########t##############t#

i ) N \
-t . . .



CE 6. 06& B b E015 ES
. 14 2 -
3 . .o - :
“ -~ - R ~
~ . <
. S . 7 ) R
’ COOPERATIVE WORK EXPERIENCE LEARNING ACTIVITY pAch\u* . .
. . . SERIES.ON JOB ENTRY AND ADJUSTMENT ® : . “
. ’ - ' t . ] ¢
. . . - R ¢ -
ot Packet One : . . .
' - %
. ‘. 1 . ‘ . .. - NS
. ,, 4 - - . * . dq.. 1
- AGENCIES AND SOURCES -

. FOR FINDING A JOB 7~ -

»

' . , ' & X
< : - . ?
. ‘ 3 . . ) - (Y s .
N ~l R . ' s "
A project of the Dep@rtment of Industridl.Education, University of Maryland L ’ Lo
funded b!the Maryland State Department of Education, Division of Vocational Technical Educaticn.
Proje/ct Director: Dennis R Herschbach, University of Mary]{and " ' R )
, Techriical Writers: M. Debra Whitcomb, University of Maryland- Myra Kessler, Univérsity of Maryland; : 9., ‘
Marcia Smith, University of Maryland. . y . o
v’ ~ ~ S A }
. Art'and Layout: John Littlehales. N { . . |
- . . ‘
3 ’ - - U'S DEPARTMENT OF HEALTH, | “PERMISSION TO REPF(oOUCE THIS .

ERIC

Aruitoxt provided by Eic:

© Instructmnal Materials Project, 1977.

Permlssxon granted to reproduce for nonco ercial purposes.

\ “4‘

EDUCATION & WELFARE
© NATIONALINSTITUTEOF =~ . ¢
EGYCATION

T THIS oocumem Has BEEN REPRO
DYCED EXACTLY AS RECEIVED FROM
THE PERSON OR ORGANIZATION ORIGIN.
ATING IT POINTS OF VIEW OR OPINIQNS
STATED DO NOT NECESSARILY REPRE.
SENT OFFICIAL NAT ONALINSTITUYEO
EDUCATION POSITION?OR POLICY

L N

(adl

{lods {oddeck

'MATERIAL HAS BEEN GRANTED B8y

O THE EDQ)CATIQNAL RESOURCES {
INFORMATION CENTER (ERIC) AND 1
USERS OF THE ERIC svsrw

.
¥ . L
X : T
! ’ \ . ’ 3 .'
t



E

. . L4
P

> . - .

.

.* Getting a job can be quite a job" in itself, )

' . ) 2
Because fou have been in school for,most, of your life, .

you may not“be aware of the many factors involved in
. - A Q "

locating work. Some people are 'lucky--they've known

.
[l

all along t'hat they would go into their father's

A

. . > < :
business. However, most- of us don't have that

DR

opportunity. We must go out and dig up jobs for
ourselves, You have probably heard thdt, in, finding
/ N ‘

a job, "it's not. what you know,“ it's who you know."

Family,. friends and acquaintances .age all'valuable

’
.

sourceg of j:ob inform‘ation.
You may also have l’*\e-ard that finding a job' is a,’
matter of "being in the right place at.the right time."’ .

“However, bei;mg in the right place at the right tire. .

R requires a certain amount of "legwork" on your part.
\There are a varilety of sources whic&can‘help you - |
make sure that you are in-the right place at the right
time. . These sources can be of great help in locating

a job.* How about employment agencies, both private

: 4

Q . .

MC - ’ N\
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and state; career couﬁseloré; YMCA's; help wanted ads
]

,or Wider Opportunities for Women? Do you know how -

. ‘o

they can help?
'Ebrtunat‘eiy, there aré many pe-ople watching 't_he
job market for yoa. They can give you a good idlga of
what kinds of jobs are available and y&here openings‘
can be‘ foun_ﬁ/.' It isfimportant t-:o ase these people
bec;éu§e th‘ey ;::a‘n help you find the best job available.

This Phcket will provide wou with the information

' needed. to use those ,age;mcies which can help )»you' find

the job you want. - : -
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AGENCIES AND SOURCES FOFI FINQING JOBS

. Identify which agencies and sdurces can aid you.
. . @ State the p\frposes each’ agency| serves.
.~L1st advantages and Yisadvanta

s of the various
sources of job.information,

.
v
\

‘There is a wide var:Lety of ways to find a job.

Most: require some active éffort o your part.
t

The '
most obvious and easiest source Qf job information is"

o

“

j,_g_y__g;;_ school. Your’ school probably .emplorys a

-

. & \ ‘ T . 4 .~ M"‘
. N ) . ;
L e GUIDANCE] | - .
guidance counselor or- possibly even a placement or ) g%‘%g 3:1(ounSELOR] T
+ vocational coqnselor. ‘These people maintain job b N K 0020 - ‘ %““’h
1’istings that they get from local companies ‘and- . v ‘R’ '
businessmen. Many neighborhood_-emplcyers often call , “*.H‘, i
" ° . 5 I ) * . }—
the school to find 'reliable students or former _ 44 i -
students .to £ill vacancies ih their firfs. ~ Your school N, . p
-, m ) . ~/X : 7Y v f r s
- counseldr can also help you pinpoipt the’type of work - T A -
. o ~ a ) ., —
yoﬁ would find most interesting. ; : ‘N . ra . }
\ » . ) ' T~ — v 2
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Don't\overloojk other people wor?king in your
school;-cﬁstodians, cafeterié wor%cers, secretaries,
security guards ‘or librarians. If you ask tHem, these .
people will probably give you specific information about®
their positions.. They might tell you how you can acquire
similar jobs. It's possible that; tht_ay can even put you
in @irect contact with the peop(i’; résponsible for

hiring new workers. - / ' .

, “Other sources of job leads that are close-_t.o_'.’

you and easy to .contact are your family and friends.
They can give you first-hand information on job -. .

openingsotn the companies they work for. They may

dlso be able to introducé you to the person who does

Zhe hiring. With this introduction, you will mean . ]

more to the iaersonne'l director than just another

——
application form on his deSk. This method of finding

work may seem the easiest to you, but it has its, .

disadvantages,

l'—
Your co-workers on the job may dislike

you because they feel that you got the job through

a.friend instead of on your own merits. "You may, also

wind up feeling ‘like you owe something to the person

who. helped you get t‘he job,

f
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* . Your next source of job'leads is

= -
.

the Help Wanted Section of your local

.

newspaper.

‘or "Mechanic" are listed alphabetically.

Many of these advertisements$ will give

you the telephone number and the name

of the person to call in order teo -
W

reguest an 1nterv1ew. Othets may give

you'an address #&nd ask that you ‘send

. - .
-

a resume. (See Packet no. 2 for\

1nstnﬁctlops and a sample resume, )

‘'The newspaper ad may print a spec1f1c

ERIC
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salary or salary range for the job.

It may aleo give a brief description

a3

of the duties involved. Similar ads

>

Job titles such as “Typistt

-
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Soai e i m'ei’-l wﬂmbb

may be found on bulletin boards.in

your local grocery. stores, public, Y

libraries, or in your :school.’

Newspaper ads also havé their

drawbacks. Compe%ition for each job’

* .

w111 be heavy Because newspapers reach

SO many peopleé
...

carefylly, becaufe the job desdription

ma?'gg’exaggerated and the company name, -

‘

may not be 1isted. Sometimes, just thes

w/

telephone number 1s glven or an employb

) v

ment agency is llsted When yol call

for an 1nterv1ew, try to get more in-

formation about the job so that y w111

know what you re gettlng ‘into.

~ 4

‘s .

You must read these ads

]

v
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Before you go knocking on all the doors of the .

local bus¥hesses dnd stores, "let your fingers do. the

walking."” That's right-:thelYellOW Pages ©f your

telephone directory has a complete listing of the -

in your area. You can simply write the _companies in
N .

>your chosen field and ask the’ employment officers if

. they have aqy vacancies. A more‘imﬁressive way of

e

. - %
contacting the busihesses is by preparing a mass
= B\

mailing of your resume (see Packet no. 2. “for

instructions). - :

Other publications that list possible employers _

are industry, trade'and manufacturers' magazines,

Ask your librarian,to help you locate‘these items. -
Many trade and business organizations maf be listed)
unég;”TRssociations" inlthe Yellow Pages. Credit'

bureaus and local chambers of conmerce also publish

lists of employers in- your area.

-

names:‘addresses,.an&sﬁg&ggﬂsne numbers of. all the
companies doiné business in évery service or*industry

.

One of the main advantages of using this direct

majil approach is that you avoid all the competition

Ky
A4

-

or*goygrnment (locail,

f forj?heaoffice nearest you,

* .
P I

which results from the want ads. However,‘many of

’

the companies you conkact may not have vacancies at

°f
the time they receive.yodq'resune. If this is the

case, they may keep your resume on file for future

Wy oo

openlngs. ..,

Aside from all these soarces of job leads in =~

L4 B
which gog take the initiativep there are professional

employment agengieg spelifically desigped to match
‘ - ’ ¢ N

job;hunters with the employers qu nded- them. There i

are 3 genergl types of employment agencies: public
—

_state, and federal), privately

supported agencies open to the public:-and commercial,

blic or - ’,

14 M : 9 .

K There are over 1,800 state employment offices
in the United States. ' They operate with the'U \s.
Employment Service of the Department of Labor. They
have placements in all fields at no charge to the -

applicant. They also offer such services as aptitude

.testing {(to see what kinds of jobs you are suited for)

ang career guidance. Check yodr telephone listing

County and city
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governments may provide similar services wherg"&ou
. . . S .

live. Look in the phone book under the name of the

state, city or county. PR . )

/
Privately Supported Agencigs

.
<

A Y
These offices are usually run by such

4

- -organizations as’ the ¥MCA and YWCA, ethnic and.

B ° t
.

SR T P 1 A A RS IR R N s s e § A

ANYPLACE ELSE WE CAN LOOK
Foe JoB8S ?

~

~ i

religious groups, or civic-organizations such as

the Rotary, Kiwanis ‘or Ljons Club. The local union

’

of the trade you have learned or wish to learn will
usually keep a file of job vacancies thdt you can

*
look through. These groups may even be able to set

~

. .
vou up with an apnrenticeship.

LI ) | )

-
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With the ‘rising interes't in "women's ) resumes of women in various
v . £ . N 4
liberation" and the increasing number of ’ ° ] AL FE: ' fields on hand and contacting

-~ women who are looking for meaningful work . B , ' ' employers who may be interested

several agencies have been formea . S ME‘ . in hiring thesé @nen to £ill.

.spec:.fically to> help women. Among® these E . . their vacancies. .
\ , ~ o ] [ - . . \ Y v

are the fﬁllowing: SR . ' ' ; W‘iher Opportunities for Women (WowWy),
d . . ; - po ¢

Ig'ational‘ Federation of Business - - ‘ 1?_5)9 K Street, N.W., Washington, D.C.,

,an(li. Professional Women's Clubs, > ‘ ) is set up by the U.S. Employment

Inc.,.2012 Massachusetts Avenue, S Service to help fill part time
B . - . -
N.W., Washington, D.C.’ 2003’6, . ‘ ] ) positions in six easte!:‘n 'sea.boar'd.

which operates a talefit bank to g B -’E:ities--Atlanta, 'Ggorgiey‘ Baltimore,

~

help women find positions in ’ Maryland; Richmond, Virginia; .’

government, educational ‘ . Y f N ~4 - Providence, Rhode Islard; Boston,

institutions, and private'indu'stry. % / 2 ) Massachusett5° and White River.

Delta Sigma .Theta Sorority, Inc., . . . J Junction, Vermont.

1707 New Hampshire Avenue, N.W., [ AN I / You may wish to send copies™of
‘. \ . 4 . -

Washington, 'D.C., maintains a, . “f, 4 ' your resume to these organizations, along

~

talent bank for m1nority female a ) with a letter explaining the type of work |

job applican'ts. These "talent R . ' you would)like to do.
N s . ?
banks" operate by keeping the

-

‘ECIG




R . Commercial employment agencies are gquite

ca -

numerous. Some of *them specialize in one _kind of
Others

R ¥

are more generdl and may have job listings in many

work, such as. typing or computer programming.

-different fields. Employment agenc1es agd/llsted in

A

¢ ’'the Yellow Pages of your telephone directory. You

may also f£ind that many of the jbbsrclisted in the

Help Wanted section of yOur newspaper are advertised

. by employment agencies. L }

: When you go to an agency s office, yéu w1ll be

.

asked to fill out an appllcatlon form (§Ee Packet no.

. /2 for fﬁps on complgtlng these forms). If you type e
or take shorthand, you wril be tested on these skills.
Then you w1ll be asked to sign a contract with terms
.that will probably be stated in one of two ways: the
first way involves an agreement in 'which you pay the
agency for their services.in finding you a job.
5 .These charges can r from 5% to 15% of your- annual

starting salary. "For example, if your salary is
Py T . .
$8000 per year and the agenay charges 15%, you would,
Y .
havé to pay the agency $1200 for finding you the job.

. Such a charge may be quite a burden for you to pay:
A

. 18
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You might be able to find the second type  of con-

tract, in which the agency's fee is pald in full hy
‘the company hiring you. This, of course, is the best
: s .

4

way! read that. contract!

-~

For your own protection,

Once you have reg1stered the agency wilt arrange

Ainterviews for you w1th various employers who need -
. \ .
help. Because these organlzatlons are proflt-maklng
yentures, they wr%l\attempt to f1nd you a h1gh-pay1ng

job. Their fee is greater when your éalary is higher,

g‘-://///// whether you pay them or your employer pays them. Such

agencies generally have a large number of job listings
because employers find it easier to let the agencies'

do the initial screening of applicants. . It might be

a good idea 'to check out these agencies'with the

Better Business Bureay before signing a contract.

?
, * Private career consultants\sometimes offer

services that have aireadx been made available to the

high school student through hls counselor. For those

who are already out gf school, these consultants'can
provide aptitude tests to try and find out which job
T

an applicant would be suited for.\ Many will help in
. . S ow
preparing-résumes and writing letters to prospéctive

\ 4 -

, _ . :
19 -

o
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emplo&ersa'.Fer act in the same way as’employmént’ -

agéncies in that’’ they do not flnd a specific position -
for you. One SLmllarity is that they charge high-fees . . - < . N ’ - : .

for their services. Once agaln, theck these people /.. . ) Do the ﬁd&lowing'on a separate sheet of paper.

~ - .

out with the Better Buginess Bureau before you pay g . ' Wlth the help of your telephpne dlrectory,omake
for’or‘sign anythlng. . - . ' . ’ ’a 13st of three government&l three priVatelx

+ As you can see from this Packet there are many Y © . supporged and three commercial employmentta&encies: '; )
sources and agencies avallable»for those-ého need help ’ qive the nahe, location and televhone numbers for.

¢+ in £indihg " jobs, You w111 want to spend some' time - each. °

3

obtalning the kinds of lnformatlon these agenc1es can : ) Pick a job of your, choiée. Select two 1ocal

-

« provide. Such 1nformat10n can‘be‘obtalhed by visiting - newspapers and fingd, job 1ist;ngs in the help

or writing to agencies for pamphlets, brochures, ete. ) wanted section. Answer the following questions
&

. ~ [y
.Lots of 1luck lh your job searchl ) - = , about the 1istings‘you find: '

Who do you contgct about the job?

How do you make the contact (by phone,
resume, etc.)?

Following are some activities for ydbu to do to * S What education or éxperienep is required?

help summarize what you have learned in this Packet. : . ﬂlat is the,salafy? / v

Complete four out of five activities. . e. Are frihge benef?te mentioned?
o, - 4

. ‘ : — List the names and positions of pedple at‘school

’

.yho can help you find a job. -
) / , ’
“~ ' ‘ '




"

. - /
T
4. List twdlrelatives, friends, neiyhbors or

atquaintances who might make suggestions or’

2 . Al
give you information regarding a ‘place to apply

’

for a job. . 4
5. 3Vvisit your counsélor and'see what information is. -

- available - in your schopl to help you. find a jeb, |,
How about ¥isiting your school librarian?

| 1£ your "teacher was satisf‘ied with your work on the 7

Learning ytivities, go on to Check JYour Kno edge.

JCHECK YOUH KNOWLEDGE

Answer these .questions on a separate sheet of paper.

‘ How can the Yellow Pages( help you find a/job? ‘
2 Name one major difference between a career
~c6nsultant and a commercial employment agency.
3 state one advantage and one disadvantage of each
of the following sdurces of job information:
a. Tfriends or relatives .
b. ‘Help Wanted Ads . -

»

.Ce Commercial emplsyment agencies ~/

-~

4 Suppose that you are looking for a job as a

R service station attendant. Name 3 sourcey you
would gq to for job leads. i 4

~

B.List two of the ‘many ways to find a job withHout

- s —t—

/ resfrting to the use of any type of Agency.
L4 -

!‘ °
-

1

-

[ choose to do one or more of the Alternate Activ- -

Chéck your answers with the teacher. It is a good
idea to’ review the Packet before taking the
examination. If gou need more practicé, you may -

ities. . -, ’ ) e

- information,

ALTERNAT! AC TlVlTIlS

1, Identify 3 sociaI organizations, such as lodges,

clubs, etc. that ‘would aid you in securing job
. 3

~

10




2. Visit a state, count}, or city emplayment agency
. wvith‘a selected field in mind, and see what the,
- ~0pportunities are, * v L * ;o
3. ‘Maintain a file of newspaper want ads for the .
field you plan on entdring. ‘
¥ . . * . - 0
2 3
e ’ "
[ 4 ) P

‘ [
You have now completed Packet One." It would be

3

a good idea to review #he Packet before taking the

' —
examination, i -
« - ~ .__ /

’
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~ in concise form.

-

Suggested Answers to . -

LEARNING ACTIVITIES

3. cOunselors
Teachers .
Principal . .
Vice Principal . .
Custodian
Cafeteria Personnel
Librarian

Answers to

~/ CI-IECK YOUR KNOWLEDGE

1. By simply calling co'npam.es in your

chosen field and'asking their persohnel 4

‘officers if there are job vacancies. '

2, Career consultants do not find specific )

positions for you. . .
Advantage ' Disadgentege
3. A. Influence to Co-workers may feel
direct you to that you got your job
. fhe right person.}because of a friend

rather than by your Y
¢ . : . own merits. .

’

B. Contain require-.|Competition is heavy..
ments, descrip- - |Job desecription may
tions ang be exaggerated
salaries''for jobs]

*

ma»v

nm-<40Z

T~ )

3
+

‘C. "Arrange interviews,|High fees are charged
try to get you a ¥n most cases.
high-'salary. .

o A\

. 4. Can be any 3 of the fol\low.ing:
N

-Want -Ads’ . . )

-Yellow Pages N *
~Friends and relatives
=Public employment offices s
™ -Private agencies

-Commercial employment agenqies

5. Can be any 2 of‘the following: >

-Friends and relatives
-People at schoo® ’ e
-Yellow Pages
-Belp Wanted Ads
- *

.

Ditto master fér Final Examination can be

‘g_ound on,pages 1B and 1C.'.

~
o
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Final Exam
Packet 1
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|
|
|
I
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Final Exam o
Packet 1
MATCHING : . Match the purposes ‘in Column B w1th the list of

agencies in Column A,

,Column A . \

Public or Government A.

Privately Supported ,

Agengy - *

Agencies
] B,

~ 'National Fed. of

-

Commerélal Employment ~ .
- Agencies E

Business and = -
Professional Women's
Club, i C.

Delta Sigma Theta N
Sorority, Inc.

Wider Opportunities b
for WOmen ) .

»
Privatq Career
Consultants

G.

»

N v

Agency which has placements in all
fields at no charge to the applicant.

. Operates with the U S. Employment

Service.’

.

Agencies that locate all types of jobs,
usually for a fee charged either to
you or to }he employer that hires you.

Agencies run by such organizations as
the YMCA and YWCA, Tbese agencies
keep lists of job vacancies- on file.
Some’ of these groups may even be able

'to set up apprgnticeships.

. / )
Set up by .the U.S, Employment Service
to help fill part-time positions -
in six Eastern Seaboard cities.

Provide aptitude tests to find out
wnich job an applicant is suited for,
Many will help in preparing resumes

-and writing letters to prospective
semployers,

They do aot find a specific
position for you,. but do charge a high
fee for their services.

Operates a, talent bank of positions for

women in government, educational
institutlons and private industry.

Operates a talent bank for minority
females.

1B
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Could have contract in which you
must sign over SX to '15% of your
annual salary as a fee.

Will arrange intezviews for you
,;;G_ with various epployers. To

increase their own profit, will
tozyb to £ind-you a high paying
Job.

Will provide aptitude tests to
try and find which job you are
suited for. Aleo will help in

- paring resumes and ting
stters to prospective emp 8.

Will not locate a job for you,
but will charge high fee.

s placements in all“fields, | Nome.
Mo to spplicants. O_ffon

aptitude testing, | <.

3, a. Ouidance counselors or vocational counselors, cus:;uns,
) cateteria workers, secretaries, security quards, librarians,
Melp Wanted ads, Yellox Peges. employment. agencies,
. b’.\. Mvantages. -Your tvul‘y and friends can give you first hand

v

information on job openings in the coxpanies they work for.
f ‘nuy’ also may introduce yod to the person .VP‘; hires. This
introduction will mean more to the personnel director *than |
- just another application form, 'S
Disadvantages. Co-workecs may resent you-because they feel that
you got the jeg\é\ﬁrouqh a friend rather than through your own
merits, You also may feel as though you owe something to the
person who helped you get the j.ob. ’

. R .
[ 4 3
L 4 ' N .
)
’ ’ - s \ ‘
. )
P !
- N Final Exam \“m
.o : Packet 1 -
A2+ T1ll In:" Complete the chart below. . . N
. ° Advantages ', , Disadvantages
. ' — ¥ T
Type of Ageney N O O
Commercial 9 - .o C
Employmsnt .Agericy o : ’ S
; . .
“ - _ L[] o
Private Career -7 S :
_Consultants .o b i D
Publig or . ; ‘ i
Government B > \ (
Agency : . . -
0 “ ‘ ' -‘ N ‘ -
3. a. Name three 'different sources of job information other

than family and friends, ) i
b, When y'olu :se family and f'zjiends as sources of job information,

what are the advéntages (if any) and disadvantages (if any)
: \J N

l * . of usi'ng such~Sources? i T ! . .
: . . - . Y c
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