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speare's Hamlet,
e's,

-

. . iy
tion." Well, that fmay have been Hamlet's

4 -
7

question, but yours may be "to quit or

not to quit" thé

signing £rom (quitting) your

-1 . Co, formation you'need‘to help you 8e~

- .+ cide wyhether gr Jot to quit.

. .

job is a serious
. :

ter. You should

“« . )

Just wake up one
&

and decide that you would
(%

like another job

- You don't feel like -

working anymore. '
L}

Before you

TO QUIT OR -NOT TO QUIT

‘ You have probably heard the, quote from Shake-
’ . - ' ¢,

hY

\. e g “ . .
PR

“To be or not tq be, that is the ques- " ﬁ
. . £~

. "\”\/—\
. ' L /I_Bour FEEL UKE
oG To woek

o AN
job you havé. Re-

. you afford to.quit?

*
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or that
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that’ you should consi

.

.

sii:uati.on “before you‘éuit your job,

Sy

'

d abh u‘:
er o
N

Packet. might help you

fmderstarﬂxxew terms.

o
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{

decide to resign, you should carefully look at your N

reasons for wanting to leave. *Are they good emugﬁ?

Can

-~

also review so.-(e oﬁthe things e

’

N\

This i’apket wivil give you the in-

l

.

your‘own situation before yoqu
. 2 L
leave' your \{ob_. The vocabu-

lary list at the end af the '

" You should also look at your own personal
. N

/s

It will

é




‘'Tell how to

N Why do peopIe quit their.jobs? This is the

question that you need to ask yourself while 1ooking

at. your own reasons for wanting to resign. Fbllov_i;ng
- . 4
is a.list of some of the reasons that people quit:

They are moving out of todn, )

\ °

2, The business for which they are working ls moving'

out of town and they cannot follow.

. - ¢ .
' R I}
' ) ¢,
Lol > ' *
~ ’ s . ¢ ‘ * ¢ :
. v . . ¢ P * M
‘ ' N ¢ STUDENT OBJECTIVES
5 , < T . )
! 1
' . ' ‘e . v Quitting your job ig not something to be: treated . P ‘ [
WS S '
. @}@w ’jg: . llghtly. It can have a great effect on the rest of vour . . '
. ) . ‘ L life. Therefore, before you decide to quit, you should ) ’ .
h . 1 look at your reasons for '\ranting fo 1eave. How do your . \,
- . . reasons compare with those of other people w"'xo have left . :
r N 'q'
, ;ﬁ%’ S their jo‘os? Are they good enough for you to decide to\ \ c L ) .
e ' quit? After reading.this section, you should be able ‘tow . o .
SN ; ! . ? - : ot
L ' ‘List’ reasonfg for .qaitting a job.' .o

- ‘ . . ecide 1if your reasons, are good
ot . _enaigh for you to quit..

- 'REASONS FOR QUITTING -

3.

They are returning to school. o ",")“‘ < .
They [feel that they are being overmrked and/ot -

are being given a lot more work ta do than Ters ’
in their position. . . .'

They do not haJje transportatio": ty get to work
They are sick and will Qot be "able bp work for

a %ong time. © LY

.
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74 They feel that they can get higher wages else-
. N, .

.where, )

v

8. They feel that the§ are not being pronS‘-ed Egst':.

, } enough or that they are not being, promoted at all,

9. They do not get along with the em_ployer or with

.
[

other employees . ’ i .

10." They feel that the ‘job they are in offers no E

’ %4

future. L B

-
.

11. 'They feel that they are working under unsafe or
i unhealthy wofking "conditiens. A
12. They feel that they are getting into a\fut and

. want to do something«different. N
|
_13. 'I'hey fee}\v that they are not using their skills

and—’70;\ education to the fullest. ‘J}A
14 They refuse to join a uhion and cam:(pt work at

7 & v
the job any longer 1if° they do n t/joirr

'15. They do not like ‘the long and/or odd hours that
- they have .to. work. o L )
' These ‘dre ‘just some of the reasons that people
o - quit thetx +jbbs. ja 1ist could -go on and on, but
) o :
ERIC, -, ©. .-° |
“< . » - N
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\thi's one will give ﬁu" some.idea of what kinds’ of

rea/sons are involved T !
X
Now what about your reasons for wanting to quit?

Make a iis.t of all of them. Aftet you have made ‘the
list, look at the reasons one by one. Quite often,

ny  of the reasons that ‘eople resign their jobs 2;- b
Bult from problenls»which they (could have'solved _then )
selves, without leaving work. 'I‘hink about each of ’

‘your refésons. Is there’ any way that you can el}minate )

or get rid of. the problém which gave you reasol to

‘quiez N ' o 5
‘Look at the following examples: - : -
"1, wmat if y'oo.r reason for qditting is that you feel .. ) o,

. . You are, not being paid enough? If this is so, you ' 3. What if you don't get along wit,h your boss or'

& Should first try and ask’'your hoss for a raise. - . fellow employees’é "Tr-y t:’;inpoin‘t the problé?n.
Also check and see if you are in line for a raise ' . .. Is it that your boss is always yelling at ¥°P? ,
based upon your time with the company. - If so, ti‘y discussing ‘this with him, Find out s

2, wWhat if you don't have any way to get to work? in e why he is yelling at you and see if you can'work'.
this case, you might find that you can take a bus _ / things out with him. . Wﬁat if an employee is -
If you can't afford to pay the fare, try to fmd . K goofing off’ and making your Job _more difficult’g

"a carpool. Many businesses will even help their . . Here again, “,try talking to the employee. if
'; - employees to find or start a carpool . . - D 1 * .« that doesn't work, try talking to your supewioor.
' S . . : . . N

10 T .
» »

s .
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" ~
%P'art of.a supervisor's job is to make sure that
things go well with his,employee,s.

What if you don't like your ‘work?- Try asking
oo ’your boss or superviﬁ:r for a transfer to an.

[y

likg better, You might

area -that you mig
also as}c if the company. can make yo_ur

«.'w‘;r’i a little mere varied), ) '
As you ‘can see from the examples,

you mz:y ‘be a‘ble, to cut down or complete-

ly elimindte your reasgns for wanting

to quit, "The main thing :to refmember

is this: don't treat a problem or °
reason as if it were permanent or

" uhchéngeable. Try to deal with it

-

PPEUR

’ -~
b
B , < ,

qui.tting.
hours that you have to work. Wefgh this against
the fact that- -you really like the work you do, that- -
you like gour boss’ énd the people you work with and
What you have

, to decide is if you just want a job with,

that you are paid very well.
easy }Burs, or work that you both like
‘and are well paid for. Ask yourself
)
if the bad ‘pdbifts outweigh the

- . . -

good points.
The best way to decide s
to divide a plece of -paper down
the mtddle. On the left s)}s '
write the things that you 11

% ;ﬁ

about your job,

te ,.m_,-i\

and think of"ways to charige or eliminate it. .. 7

wWhat if you cannot gej: rid of all of your
reasons by talking to people in the company? The
next thing.you have to ,do is decide how good those N
One way to do this is to weigh

the good points of your job against your tr’%adons for
’ ﬂ;_

M remaining reasons dre.

+

v‘/‘r T&y '

the things tl:xat you. don't like about
your job (for example, your reasons for

wanting to quit). Look,over the ligt.
c‘Jn make the décision of whether there are more good -
hings than bad things about your job. Don't take
this decision lightly. *Think carefully. By doirng
this, you can help make B8ure that your decision to

Ohly ‘you

Ay

quit is the"right one for you. a,

.o

N * (YA «- \
. AR
T . ' .

On the right, write

Say,\ or example, that you don't like the .o

.-
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Beloy aré Learning Activities that deal with reasons . ' college, and Albert is pleased with.this. Albert
for guitting. - Do both activities, then go on to Check " . also likes the fact that he can take an hour's - '
( - » . . ~
- Your Knowledge. . . ‘ lunch break and many short coffee breaks. In
. N »

. ! addition, hé is allowed to work independently most - .

-, 'LEARNING ACTIVITIES = . Wi mios S

- of the time, - - - ,

.1, Below is a de‘scrip:tion of the way Albert thirks . P ‘ .. R :
' abogt-; his job. Divide a piece'of peper down the ° « . 2. Look,at your list of Albert's dislikes .from '
middie. On the left swe, write the thi she \_. - .#1'. Take eagh problem and see'if. you can come . )
likes abqu; his jon. On the right write(the " up Wi\th a ";'-‘IY in‘which/it might be elimir'xated.. N

]
\things he doesn't 1ike._ Set it up like this~

e ~/ CHECK YOUR KNOWLEDGI

1. ; =l T } - ' . ) 1. List 5 reasons +hat people haVe for quitting., ~ - .
3:7.{’;5.._4 g ~ g: . ;" . ) el 2" If you're deciding to qgit your job, what .
Albert has s;Veral reasons f;:r not liking his job. steps should you take to decide if your reasons
Ise lixgs ‘an hour away from work and does not like to. = - - are good? ¢ ' - ‘ ’
) travel the 1ong‘§§istance to get there by himself. The . . \ = b
work is boring; and he is not happy with his‘mges. ' / ) C ' ‘ S

Very often, he has to wog; on weekends, which he does Check your answers with your teaqhet“. If you had\

not like, However, Albert has many good frienﬂs at . N .
any problens; review the unit. Then try one or

work and he gets along' well with his boss, Albert's
. . N K9 . .

. - ' A ’ ."
boss has offered to pay partsof Albert's tuition to | _\‘ T more.of the Alternat’e Activities.

. . . . ‘ . ;4 6,

'_«‘ : R ) ) \ - |




ALTERNATE ACTIVlTlES

i zmve you, ever quit a job? If so, what were:

-k LN \ o

‘your rqasons f/d quitti ng?

P

2, Tdlk to classmates and frierxds end find out if

~ -

any of them have ever quit a job. : Ask each of

"them the“ir reason,s for leaving, and how they

—~n g N [N
R = , ‘e

- e

g\ade the deciston.

3. Bel%are some reasbns that the following people

have for quitting their jobs. " For each reason,

>

. come upvwithe*a possible solution. .

-
-t

a, Alfonzo is upset pecause .he feels he is not

being paid enough. . -
b. 'Lulu...is thinking, of quitting because she

’

does 'notéike the type of work she must do.

c. . Mil,t.on s car was totaled, arﬁ he's thinking
of quitting hi sv- job because it appeprs\ﬂSE

he .has no way of getting to wor;c.

d.

-

o f ’
Rupert dislikes hi® fellow \employees.

-~

?hey are usually too bgsy chewing gum,

takwing brxeaks and gossiping to get any

. work done.

Rupgrt ends up,.with a'll
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STUDENT OBJECTIVES

Ld

) ”
So you have decided “that you have good enough

reasons to quit yotfr job. You now think that you are
i‘eady to take that big stép. Not so fast. What about
finding anot:her job? What about money while you are
lqgpking for another job? These are just some of the .
questions that 'you sho ask yourself befox% you leave
work, After re:di this sedtion, you should be able. ta:

Tell how to decide if your financial® situation .
will alloQou to quit,

. ‘List several - ways to”tell what the job market is

like. e

LOOKING AT 'YOUR OWN- SITUATION x.”\

Pio’ancial--Perhaps the most 1mportant thing to consider

about ydur own situation 13 money . When you quit your job, you
A

lose that regular paycheck. What you have to decide is, can .you -
afford to qfit? You may have the best reasons in. the world for

wam:i g £ resign from your job but 1if you don't have’ enough
money saved ‘or some other income to fall back on, you may not s,

IT'S A BIG e'reP

be able to afford to it.
e ® BE %g.erul.
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How do jou decide if you. can atford” te qiit?
first ththg you have to. look at is how much 1t'oosts

you to live. Unless you live with'your,pérents, you

A
repairs, insurance)

, clothes,, éntertalnient, ‘etc. -
. .

. ., . .’
Figure out how much it costs you to live per month.

For example, John has a one bedroom apartment. The

rent costs him 160 dollars per month plus utilities.
“The util;ties run him an average of ahother $30 pe:

month - Be spends ‘abput 12 dollars per week on food.

LY S

His car costs are ahout 30‘dollérs pér month (his,

car 1s paid off, so that he has no car paymnnts).

John,figu:e;‘that he sgends-gbout 10‘dollars per_yeqi‘

on éntertainment.

The following figures show what it costs J3hn

The

" have to pay for food, rent, car expenses (11kd{gas,j_ ’

/‘\/‘\/\

floo salary

’n

to lige per month: - ,
Rent $160
Utilities $ 30 ]
Food ~ $ 48 (12 x 4 wks. = 48)
car.. $ 30
. Entettainment $ 40 (10 x 4 wks. = 40)
‘Total’” N $308 v
. ‘ .
’ .5 a

average of $308 dollars per month to-live.
’ N

jif he gets ill or for emergency car repairs,
» / > )

» According to the figures, iticosts John an

)
_/

This

does not include any extras like noney fgr'medicine

of
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’

' Figure your mon‘thl\y} expensés the way we have done

Johrs. Be sure to .include all regular expenses.
‘\If you have a wneklyz expense, multiply it by 4 to
. get the monthly expense. ,
| The nex+ step is to figure out how much money
qou have in your checkingvaccount, and how mach

7

John has $1100 dollars in his <
s {
s gc‘count, $150 in . v \ .

_/ salary yau are owed.

© savi)
L)

&

4

not 1mp:;anth~\here beéause, once he quits, that
money stops. If he does decide to quit his¥job,

- “he could live approximately 4 months on the money.

that ‘e .has saved. If he Kas no financial emer-
gencies, he w‘i.‘ll lee 4 months to get ~another job
\
be.fot’e he ru%out of money. .
"t

Another point to consider is that, at the

v

end of four months,, John

» his checking account,

XSG

STATE OEMRTM‘NT oF HumMmAp. QQSOURCEQ

will /hﬁve no money. “1f

A |

2ild is owed/$100 - - I sm,ozoyme/vr SERVICE DINSI) ! : he gets a jof'at, the
for his salary. 5 0 LUIEATL Oy MENT .ZMS’O,QAAJCE . |t end of the four

A b

This g(tves him a
‘ - 4'~0'rv-—'~?-~v-1~v~ <A
o -~ i d

Y '&L el AR

i

atotal of $1350.

g John has no other
‘income. .
A John feels
that\ he has good

reasons to quit his

y/job. What he was
maiking on the job is ’ -

months, he will have
< to make enough (tean-"
ing over $308) per
. .
month at his new job
gy
in order to make

ends meet.

One way that
L4

" John might stretch

the length of ‘time

e

. 5 . ' 10
. “ -~ . Q/ .

- Co

-

-
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that he has for job hunting is by dpplying for

unemployment compensation. Howeyer, if he quits

his- job, He may nog be eligiBle.- Unemployment C e

»

; < . ,
‘compensSation is aimed at people who are unemployed

. ! . y
- . through no' fault of their ewn. It is not easy

. ¢ . "
: for a person to collect if he has quit, An ex- -

ception occurs if the worker is forcedltb'guit

.

by his employer. For example, an employer could

¢ .glVe you a’ double load of work every day or could
requlre you to work long overtime hours. 1In 2 f
'any case, rt W1ll all bo}l down to a deblslon'by o
the unemployment offlce as to whether or not R
you are eligible. There is really no _way to tell
beforehand if‘the unemplOyment office will accept

your réasonsfor quitﬁing and allow you to collect.

You might want to call the office before you quit
and discuss it_gith them. -7 .
y 4

Since unemployment-compensation is an

n

ify"

thing, you should not count it as inco hen

looking at your financial situation. s

. By following the above suggestions, you should

»
.

ERIC

s /
. . .

.

D
Look A"l' VOUR. K )
PERSonaAL QcTuATio'sL ' ,
_be able to‘flgure out how long you can afford-to- " -
look for a job w1thout worklng. . -
Personal--Before qu1tt1ng, you, should also ’
look at your personal situation. Are you ge¥®tin ) ‘
'married? If you are»anraed are you expectlng a y/
-fchlid? Are you plann1ng to move? All of these .
points, and many more, should be ctonsidered before
you decide to.quit. It's “not enodbh to Just lqg&
at your finances! ‘ o "
R A .- ' SRS R
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" John plans to get married in two months. How-
ever, if he leaves his job, he might have to put the
' weddihg off for a while. John also plans on moving

ol

into a more expensive 2 bedroom apartment when he

gets married. This move '‘might also have to wait.

Your- health, family, future plans, “etc.

should all be taken into account. before you decide to
: <

quit. . You will only have 8o much time and money, and

you should be aware of anything that might tend to

use them up quickly. ¢

What is the Job Market Like?

The final point that yo‘i should consider be-
fore quit.ting is what your’ chances of.finding arother
job are like.. Al.so, you need some idea of h?w long
it will t_:a‘ke. you (since you only have 86 much mn:y)
to find that job. )

* . .In order to figure this out, you should first
take a look at your skills., If you are a mea;: packer
and you are leaving the-only meat packing i:lant in

yaur area, }Ou have little chance of finding similar

work no matter how hard and long you look, unless:you

5. ‘ . ) B

are willing to move. However,” certain skills will
probably be in demand by many employers it one area.
A computer worker ‘will for example, have a better

chance of finding new wOrk than a meat packer. Also,*

scuooL 8ue£ HGLPCD /]

Yol




the more 8kills you have, the better your chances of

finding work will be. If you can type, do bookkeep-
and proof reading, ysu will have a pretty good

Ehance of Jetying @ job--if not in one field, like.
typlné, then perha'ps in one of the others.

If and how long it takes you to.get another
j?b will also dep?nd apon the job mé:ket in your
area. One way to find out is to call\'th;e state un-
employment office. <You can also call the chamber-of
commerce for your area., Checking the news'pa;;er ads
can also help you find out what's available.* )
’ Before you decide to quit, it might not be a
bad idea to check wi\th a few possible employers. If
the job market ihlyogr area _is very bail, you may want
to keep your old job until things improve. It might
be that your old job, with all s_f its problems, iB
better than no ;ob at sll.’ , ‘

The main idea In deciding to quit is to know
what you are getting into. If you know yo'ur financial
and personal‘ situation, plus the shape of the job

“market, you will.be as prepared as possible when you

N
-

’-\
LD .. 4

f

make that big choice. You are asking for nothing but

factors we

words, think

trouble if you quit withoat taklng ~+he

. have discussed into a*count In other

* before you q‘.iit.
e
Below are some learning ‘Activities for

you to do.

Do a11 three activities, then.go on to Check Your

Knowled ge.

N LEARNING ACTIVITIES

1. Tom has decided to quit his job. 'I-lcowevem,\/~

fore he quits, he would 1ika to know how much it

‘costs him to live per month. Tom figures that .
“his montf&'rent comes %o $150. His other ex-/
. _penses are util'ities :($30 per month), food ($8
per weekx), car costs axi payments ($125 per
mo'xth), and entertainment .($10 per week).
} v Figure out how much it costs Tom per month
~=Hint: remember to multiply the Weekhgigures by 4

to get the,cost per month.

.

2. Tom has $1300 in the bank and $§>{ in his_

checking accdunt. Using the answer you. get in
K ~ ¥ 13
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T( #1". figure out how many months Tom cquld live

. N .

n the' money he has in his savings and checking
adcounts. A S .
Figuﬁ .out how much per month it ‘costs you to

. "4 ’
live. Next, figure out how much you have saved.
S -
Ysing the two figures, figure out how many

months you could afford to look for work.
lv N B

vCHECK YOUR KNOWLEDGH

_List at least' 4 things that you -should think

-

“about beforq‘ you quit.
& ¢ -

N

'Explain why you should not count on unemployment

. g:om}:ensation when you quit.

List '3 ways that you could find out what \he

v

job market :is like in your area.

What do you think is meant bgz the sentence

.

\"’.mm: before you quyé"‘?

£l

.

_Icheck your answers with your teacher. If you had

any problems, review the unit. . The,n do as many of

— [the Alternmate Activities as you wish.

_ALTERNATE ACTIVITIES <

1. 'To find out what the job market ig like in

. 8 ‘ ‘e
your area, -call the local ¢hamber of commerce -
< or your sgtate's office of unemploynént. J{zsk

, them if there are any jobs in areas which you
\‘ K © ¢
are interested in (i.e., mechanics, etc.). It

might be necessary to go in person to the un- ¢

employment office, Call amd check first.

—
-

2. Read the Learning Activity{"Pac‘ket "Agencies .
. . N V"’ .

and Sources for Finding a Job," *

y 3e. i-lqw would you go about deciding whether your

iinancial situation -will allow you to quit?

§
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You should always leave a job as graciously

as you can.

’j’%

STUDENT OBJECTIVES

Elmo threw down the tray, stormed =zhrough the \ .
kitchen and out the back door. As he ran, he shouted ) o
‘over his shoulder, "Mr. James, you cah keep your lousy
This is the last you've seen of me " ‘ )
“If T don't go in for a couple of days, he'll
fire ma'and I'1l be rid of this lousy job." . °

These examples show 2 wrong ways to go about /
quitting yourhjob.

This unit will sry to show you - , , )
the correct way.

After reading this sectiony’you ’
should be able to: - - . - BN
@ Describe the proper \w'ay to quit your job. ', N ¢

.List the important points to make 1n a letter
of resignation,

HOW TO QUIT =

v
N e

-find another job befoz‘e“you quit the old one.

It is important to remain on good terms

with your boss. 'rhis 1s ‘because future employers may

\

"call your boss for his recommendation." The following

&t

steps suggest an acceptaole way to quit-

1. To begin with, for 'your own protection, try to °

.
Y
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This ‘:ny you will never he unemployed, ard, of

course, you will never be broke. Finding a new

* job while you,are still working may be diffi-
cult to do, since you should not take time

from your current job to go on interviews.
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-“ the boss can hire a

3,

.

Sometimes, however, it is a ‘good idea to let

your boss know your intentions. Who _knows--
* . 4

, . S
maybe he'll come up with a better job for you

o

in the same company! - ool
- °* .

. S
“When yoa have decdded on a time to leave. give
EY *» v

: - o\ - :
your boss a:t least 2 weeks' notice. This is

4

standard business practice. Your boss wiil™

appreciate the advance knowledge because it..

e :
. . _gives him'time to find a replacement for you,

if you leave witi'sout notice, everyone elb:e willl
be overworked, doing their‘job amd yours untfl
‘n;w worker., When Z new
em}algye.r.calls yéur boss for awrecommendation,
the fact that you left him “in the lurch" is

. .

sure to coxe up.

. .

“Write your. boss a lette? of resignation. There

are severFI pg.z-'stes‘for such a letter, First,
_pertng something, in writing makes it official.
Secondly, it forces you to put your descision to
quit into words. While yod are writing, you
may have se';;né ‘éhoughts.' You may realize that

: Vi 16
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you are sacting hastily, jﬂ‘? that you should give
‘Lﬁ' '4'.
s:Bhe job another chance.
" taking the time.to Write a letter of resigna-

-

tion, you are 1eé§71ﬁg the company with the best feelings

. , v £
" possible. By leaving your job properly, you will have

a better chance pf starting your next job.with the.

least number of problems. ~.

$

.

There are 4 Egin points that you should make in

3

a letter of resignation. They are: -
"1, The specific date on which yofl plan to leave.
2. where vou are Manﬂ 'what your plans are.
—  Your boss will at least need your pddress so-that
4 ‘ L e
he can majl yo'urzi:'a"; forms and, if necessary, your
2
£inal paycheck.
R

g Fi

3. “hm regrets at having to leave,
oo . —
- + few dpod things about your job, .but explai-‘n that

Point out a

you are moving on to big'ger things. 4
4. " Express your good wishes to the company. This
is a matter of courtesy. Remember that you

want to leave your boss with a good impression

v

¢

H

\ . . o« -
N of you. You never know .when you may heed his

-

recomrendation. ,
Bzlow is a sample letter of resignation: <
’ - - Mary Welly
Park“Placge .
J Blairsville, Md.

. June 14, 1977
L - , -

Mr, Todd Burtong. ‘ )

Walker's Furniture Store -

14 Main S&reet * )

Parkersville, Md. '

-
Dear Mr. Burton:

~

- A
1| I regret to inform you that 'L,an'ﬁrbsigning from my
" position’ as stock-clerk, effective June 28, 1977.
I am leaving this job..in order to “take a summer job
as a camp counselor, Although.I found my j with
your company pleasant and profitahle, this summer

job is related to my career interes“tsp\ B Y]

R 3z
Plzase forward my final paycheck and émy %:hsx

correspondence to me at the above address’. 3
SA .
- Best wishes, and thamk you for giving me.the oppor:
tunity to work at.Walker's Furniture Store.
*
-€ .
- - Sincerely, ~ 3\“.
e b ) .
Bes ~ >
T W AN
et Mary Wells
¥ . ] ¢ -~ 17
v - s
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Do botl; of the following Learning Activities, Tl‘xen' /CHEcK YOUR \ KNOWLEDGE

»

go on to Check Your Knowledge. . ' 1. List the four main‘points-to‘make in a‘letter

.

. ' of resignation. .
-

LEABN‘NG ACTlvas i 2 'Why is Tit i'mportant to give .a 2 week notice be-
B . + 6 ’ Qf N N ? ‘/l .
rIn‘the Student Objectives of this section, ° ore quitting v ' v

,3. What are three purposes for writing a letter of
there were two examples of the wrong way to quit . . . .

b o2

resignation?
a job. For each example, tell why-~the method

was -wrong and what would have been a better way Check your answers with your teacher. . If yau had

for that person to quit. . B iew.the unit: Do th¥ Alfernate

-

What is wrong with the'gbnowing letter of Actiwity if, you wish. \

resignation?

A . | ALTERNATE At:Tgvh'lEs

Dear Mr. Jim Shoes, {

Pretend that:you are working for a Mr. Thompson
I am quitting my joh\as of tomorrow. I

A : : : . !
have never Jiked you or your company and for as”a cas@1er in his store. He has shifted you to

v

all I care &our store could burn down to- * night shift. Sinte you are plaﬂhinngn taking

morrow. night classes, you cannot.keep your job. Write

Bobby Socs - F him a proper 1et€ér of\resignationw

>
-
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: WORDS To KNow ' Weekly expense: something that must be paid for at,
s - . 4 . s

.

a rate of once a week.

s Resign: to give up; quit{:gx" leave. - .
) N Pl ~ ‘
. - Monthly expense: . something that must be paid for
. Transfer: tJ move from one place to another. For - A y pe g . P
' : - at a rate of once a month. o7
example, to move from one department at work . t RN . -
to another department. ) Financial emergencieg’: expenses or costs that come
¢ . . ‘ up unexpectedly, such as noney that is spent N
“ Elxm’mt{: to remove or get rid of. For example;™ - .- .
4 . on an illness. ,
; to eliminate or solve some of the problems at ' !
work. ’ Recommendation: a statemént from a past employer
- ' * -
‘. ‘ on how well you did your job.
Financial gsituation: a person's "mone'y" situation. Y Y ]
4 e FOr example, the amount of money a pexson has . \ ; ! ‘ S~
saved, the amount he must spend, and the . .
amount he makes ori the job. - T . . -
" Utilities: these are services such as telephone, # b
-~ - d - [ ’
water; gas, or electric. They.must often be ’ /
N .’ - Ry . 2
. paid for in addition to rent or house pay- N = -
ments .~ -t ) ) You have now completedwPacket 8. It would be a
o B , ' h good idea lto review the entire Packet before tak- -
Entertainment costs: money spent on "fun" activ- . L. , ‘u-
N ing the final exam. L
ities, such as mcﬁies‘ eating out, etc. 3 u 19
- . , .
; 4 ) o a .
v * <
o - .
ERIC ‘ . L ~ 41
I | - . N . s ¥
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1O QUIT OR
- NOT TO QUIT
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PACKET EIGHT
TEACHER'S SUPPLEMENT
JOB ENTRY AND -,
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Answers to

LEARNING ACTIVITIES

1. - Likes Dislikes’
-Bas many good friends -Mugt travel an hour,
at work. ‘ alone to and from

work.

-Gets along with boss,
-Work ‘is horing.

--Boss;will pay part of
Albert's college tui-
tion. -

-One hour's iunch
break, plus many
short breaks.

-Usuallg works in-

dependently. - ' ) .

weekends,

2. Answers should be possible solufions for—~__-

Albert's different "dislikes."
solutions:

Sample

-Must travel an hour alone to and from work°

‘Albert might be able to Join a @arpool or
find a bus line.

-Work is boring: Albert can try asking his
employer or supervisor for a transfer to”
a job area that he might like better. He

can also ask that his work be a little more

varied.

-Unhappy/with wages: Albert can ask his
boss for a raise.
-Must, of{en work on weekends: Albert can
talk to his boss about havin\g his working
days changed, ° .

1. $377.00° per month. . :
2. ' About 4 mopkhs.

(Y&
\‘)

{

-Unhappy with wages.
-Must ofiten work on

17

+ 1.

should not have quit hastily and

Example 1:
' , in anger. J
Example 2: should not have simply stopoed

going in %¢ work.

of resignation, given their bosses 2 weeks
notice, and been as gracious\and polite to
+the boss and company as posgfb

a7

2.

-Exprestes negative criticism of company
rather _than regrets at leaving. .

-Fails to express good wishes to company.
-Instead of giving specific date of resigna-
tion, refers only to quitting "tomorrow."

“Fails to include where -he is going, amd

what his plans-are. * 7,

.

¢+ Answers to <

le. .

” Both individuals should have written letters .

~ CHECK YOUR KNOWLEDGI

1.

,
‘e
| /\

Can be any 5 of the fol lowing:

-Moving out of town.
-Placde of employment is moving.
-No transportation to work. - ’

+

" =Too sick to work,

-Returning to school.
-Feel overworked, o
-Feel that higher wages.will be offered in
another place of employment, #

-Not, being promoted fagt enough, if at all.
-Do _get. along with other ‘employees or
employer.

~No future in job.

-Unsafe or unhealthy working conditions.

et
o (Continued o5n 8B)

—

8A

4

e
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Answers to

o]

v CHECK YOUR KNOWLEDGE'

1, Continued. L - PR

-Want to do something different, 87 '
-Feel that skills and education are not
being used to the fullest,
-Refusal to join a union. .
-Do not like their hours. - . .

2. Make a list of reasons and ask yourself if
any can be solved. Then, make a list of
remaining bad poinmts, and a list of good .
points. Ask yourself: do the bad points v
outweigh the good points?

-

1. Can be any 4 of t}'le following&:_ .

-How much it costs you to live.¥

+. - -How much money you have saved up.
-Whether or not you are getting married.
-What kinds of skills you have.

, -What the job market is like. .

2. You might not be eligible to collect %&.

-Call the chamber of commerce.
-Call the unemployment office.
-call .other employers.

-Check the newspaper ads.

4. Answer should mention the importance of
considering financial and personal factors,
as well as the state of t ist rket,
before quitting a job. .

P -

-

£

Can be any 3 of the following: o r

$e N

(&)

17

' -The specific date that

¥ ~ - g
\!

. Xou plan to leave.

-Where you are going and what your plans are.
-Expression of regret at leaving.
-Good wishes to the company..

Y

This gives your boss time to find a replace-
ment for you. Giving your boss 2 weeks
notice will help insure that you are leaving-
your job on gopd terms with your employer.

-ﬁaving something in writing makes your
resignation official.,
-It forces you to. put your decision into
. words,
. -Ingures that you will be leaving on good
terms.

Y

Answars to .

ALTERNATE Ac1'|vrr|as' |

Answers sheuld be posgible solutions for

each employee s probl m. Sample solutions:

a, Alfenz& should talR to his boss about
a possﬂ;le -raise in pay.

'b. Tuly sgpuld talk to her boss about a
transf to a different work area or

department, or about the possibility
of having her work more varied. )
Milton should find out if he can get a
bus. to jwork or join a- -carpool \

d. BHe should try ta]g<ing with the employ-
ees. If that doesn't work, he should
talk to the boss.

. , N
88
45
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) i ( Answef's .to -
ALTHRNATE ACTIVITIES

3. -Figure out how much it costs you.to live.
-Find out’ how much money you will ‘have
. available once you quit. Do this by adding
\ together any money that you have in check-
ing or savings‘accounts, any money still
owed to you from.your salary, and any
additional inco hat you may have.
-Figure out how long you can live on the
money that you have. This will tell.you
" whether can afford to look for a job
without working.

1. Student's letter of i'esignation should
include: :

-'f: specific date that employee is leav-
. " '
-Where employee is going.

-An expression of regret at': leaving.
-Good wishes to tompany. .

\

\
Final examination and answers can be found

on pages 8D and 8E.

- | < .

nm-402




© 0 2{%a. Ask for a éhise.
" b, Try to find .2 bus or a .
carpool. )
s ¢. Try to work things out by
g talking about it with him.
;_{ ""_‘/ .
* 4. Ask your “supervisor if your
work can be \varied or if you ,
> ETE can be transferred. - %y
. "
e O ' I
. , I
A [Eitto for st\;dént use < >
f
) . v Al ‘l
e . . ) 8D \& |
O 51. \& l

-~

- Answers to
Final Exag
Packet 8

-6 ) - .

. See the answer to Check Your

- Knowledge #l, Packet 8, page 6.
Answer cam~be found on page BA of
gupplenient. Can be any 6 of the
reasons listed.

Y

?

{

-y
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Final Exam
Packet 8 .

) . X ,
1; (;;;t 6 ‘possible reasons for éuitting a job.

H
.
1 ‘.

»
-

VA

t
>

>

2. For each of the following work problems, éﬁggest a solutidn.

a. -You feel you are underpaid.

L < . ‘ B
b. Your car breaks down for good. -

1‘ .
c. Your boss yells at you a lot. -

PRy -

d.- Youa hate the work you do.

P

\\\
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Answers to ' \L

Final 'Exam .
. . Packet 8 ¢

Make a list of reasons and ask your- I
self if any 4an be solved. Then, make

a list of remaining bad points, and

1ist of good points., Ask yourself: I
the bad points outweigh the good-poihts? |

Figure -out how much it costs you to
live. ¥Figure out how‘much money
you will have available once you

quit, Figure out how long you can-live
on the money you. have.

Can be any three of t fo'n‘wingg ' l
~cCall the chamber of rce.

-call the state unemployment office.
-Check with a few possible emp]‘.oy,,ers.
~Check the newspaper ads. l

-The date you plan to leave.
.-Where you are going. .

-Express regrets at leaving.
-Express your good wishes to the

company. \ I .
§
. ‘ | '
) ‘ o '
. - 1
Ditto for student use -3
. g —
, I
|

nal Exam °
Packet 8

. .

-

/
‘Suppose you were thinking of quitting your job. How 14

3

you go about deciding?\

\&yh
. . : /
4. How would you decide whether you can afford to quit your
"job? : .
. 7
~ v " ) - . -
5., List three ways to find:out what the job market is like.
N .
\
’ ~
6. What 4 points should you make in a letter-ofiresignation?

8E




