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THE MINNESOTA RESEARCH COORDINATING UNIT FOR VOCATIONAL
EDUCATION performs the fdl}owing four functions in behalf of
thel State and national systems of vocational education:

Y

1. Stimulate, facilitate and‘coordinaﬁe innovative
research”and development efforts.

2.' Disseminate research-related information to-
assist research and development efforts. and to. .
speed the implementation of worthy educational
innovations. .

3. Increase the number and improve the competence
of producers and consumers of vocational research-
. related materials."
7
4. Create knowledge and useful products that have °
’ potential for making long-range and general
qualitative improvements in vocational
education.
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Introduction

As evidenced by the growing abundance of books and manuals on how to
get a job, there 1s an imcreasing demand for new ideas and models of job
" gseeking skills instruction, particularly for young people. The. material
that follows 1s an Anstructional guide for teachers or counselors wishing
to provide job seeking Skills instruction. T :

: v '

The authors believe this instructional guide is unique in several
ways. The model of job seeking presented in-this guide is quite compre-
hensive. ' It not only addresses the skills related to securing a job, -hut
also addresses skills related to selecting one's first career joéb. The.
second set of skills is included because they .are so crucial to the success
of one's job search. ® ’ = s

~

Y

The presented model of job seeking contains both idealistic and |
realistic elements. This model may be viewed as ddealistic since it '
exhorts young persons to take the best possible starting job--one which
will be the most satisfying and rewarding. This- idealism is stressed both
in the job selection processes and in the 'actual job search. However, T
this idealism is tempered with- necessary realistic limitations. ‘The job .’ 1
to be sought must be one which the person has a realistic chance of securing.
The job must be currently available” and the person must be able to: satisfy
the minimum worker requirements of the job desired. Though persons ate.

shown ways to negotiate for the best possible job offers, it’ is ¢learly |, . -.
pointed out that job offer negotiation may not be appropriate or even -«
' poss1ble in many cases. . o R .

Unlike many other instructional materials on job’seeking'skills,
this guide is not an instructional “cookbook" which requires only that users
. carefully-follow the given instruttions. As exemplified in the provided
lesson guides and sample test 1tems,‘this guide provides instructors,with
ran "open-ended" approach to teaching’ job seeking skills.° Obviously, no
two students or classes are exactly{alike Rather than' trying to propose
instructional méthods which would be appropriate to all students (an ;
inappropriate, if not impossible task), this guide is désigned to encourage
instructors to adapt the suggested lessons, worksheets and other . "
teaching/learning activities to fit their unique, situatidns The
instructional outline provided is intended as a springboand to assist . .
instructors in planning and creatlng a meaningful learning experienee for
their students. . . f .
8 0 ’ . . . - . ,‘ -
Obviously, job seek1ng sk111s instruction will be most apgropriate
and relevant for those students who wil1l be seeking immediate, full time
employment following high school and have no plans for further edﬁcation
This instructional guide has been designed for primary’use with such
students. However, job seeking skills instruction may be appropriate
and -beneficial to students going directly to $ome ferm of post-secondary
‘education or .training. .In this gecond situatjon, instructors may wish to

make special adaptations of the provided irstructfonal materials.
el

.. ) —Vii_ 6‘ .




. This instructional guide can be divided into three primary sections.
The first section contains the content for job seeking skills instruction.
The content 1s divided into five reading modules, each dealing with a
certain stage of job seeking. The reading modules are inter-related in
that each module builds upon preceding modules. The modules are written
at the 12th grade reading level. Second person 1s used consistently
throughout the modules 1in order to facilitate direct student reading of
the content, if desired.

The second section contains twenty-one '"lesson guides' which. parallel
the reading modules and serve as the instructional outline. These lesson
guides™provide only basic instructional guidelines: lesson objectdive,
teaching time estimate, teaching ideas, critical learning activities, etc.

- These lesson guides can be easily adapted for a variety of instructional

strategies (e,g., regular class, special wogkshop, indepgndent study).

P N

The third section consists of 110 sample test items. These items are
-infended to assist in the planning and/or evaluation of job seeking skills
instruction. These items are presented as a sample of possible test items,
which instructors may use or modify as they see fit.
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MODULE 1 | «
DECIDING QN THE JOB TO SEEK

i

t.

~

So you think you're ready to statt looking for your first career
job. Do you know what "Job Seeking Skills" are and how they can help
you in seeking your first career job? Have you considered any of the .
possible effects that a job can have on you and your future? Have you

sat down and really thought about why you want to go to work and what" -

you want or expect from a job? Do you already have a specific job or™
¢ccupational area in mind? This. reading module is intended to help
you think about and answer these questions.

. % .



what Are Job Seeking Skills And Why Are They Important?

The technique of seeking a job can be consﬂered an art--one in ‘
which most people dabble, but in which oply a few become masters. The
few who do become masters usually have learned by trial and error--making
mistakes. These persons may have learned how to foectively'search'for
job opportunities through wastjng effort and time on tracing deadend
job leads they should have avolded. Their jab interview skills have ™
been sharpened by many interview failures. They have learned how to
get job offers, by losing ones.they should have gotten. In
these people have had to learn the hard way. .

The good news announced here.is that you do not have to learn the
hard way. Before starting your -actual job search, you can learn about
and start developing certain ékiils, strategies, or preparations that
will increase your chances of a successful job search--obtaining the
best possible job. If you have already done some past job searching and
have experienced some of the common problems; you probably can anticipate

~many of the skills to be discussed in these reading modules, and will,

no doubt, appreciate their usefulness.
. B

Job seeking is typically thought of as just the processes related
to finding a job. The view of job seeking presented here is much more
brodd than the one above. It defines job seeking as the sum of the
five following stages or sets.of. processes.

1. Deciding on the Job to Seeék

Preparing and Using a Personal Data Sheet

*

2

3. Searching for Job Opportunities
4 Applying for .Jobs A
5

o~

Deciding on & Job Offer

The first and fifth,%tagés are frequently not considered as part of the
job seeking process. The first stage, deciding on the job to seek, is
typically treated as an assumed activity prior to the actual job sedrch.
The £ifth stage, deciding on a job offer, is largely ignored because of
the involved complexities and value judgments. These stages a;e‘included
here because their activities and outcomes crucially affect the ultimate
success of a job search. An unrealistic job choice will obviously result
in a fruitless and frustrating job search. The success of a job search
is ulti@atély measured by the job one decides to -take. Without a good
sdecision strategy for evaluating job offers, a person can undo all
previous .work in the job search by accepting a job offer which is not
really what the persdn wants nor will it lead the person further in

his/her career. |
P

.

Within each of the five stages, there are certain tasks that a job
seeker should be able to perform. Your ability to perform these tasks
will ‘determine your job seeking skills. A"list of the five job seeking
stages and their respective tasks/skills follows. N

»



Stage ' ‘ - " Related Skills

1

' ) T '
1. Deciding on the Job to Seek la. TIdentify job 'seeking skills ";
and recognize their importance.
* - lb. ° Consider the possible
) effects of a job. ¢ "
lc. Examine why you want a job /
" and what you want most from
a job. -
- - 1d. qe]ect/verlfv your best 1ob
2. Preparing and Using a J 2a. Prepare & personal data sheet

(-Personal Data Sheet 2b. Use your personal data sheet.

2c. Write "cover letters" for
_your personal data.sheet.

3. Searching for Job Opportunities 3a. Identify and eﬁfectively use

the best sources of job
oppeortunities.
. A -3b. Outline your personal search
* . Strategy.
4. Applying for Jobs : 4a. Prepare to meet employers.

. 4b. Complete employment applica-
tion forms.

& 4 4c. Take employment tests.

4d. Complete an employment interview.

be. Complete post-application
- . activities.
".A_ (. ' ’-\,
5. Deciding on a Job Offer . “5a. Obtain the time needed to
: decide.

5b. 'Negotiate (when appropriate)
for best possible job offers.

5c. Select the best job offer.

- ‘ . Sd. Communicate your job decision.

" A total of 18 job seeking skills are listed, .but many of these SklllS
include other activities or even skills. You may be asking yourself, '"Do
all skills apply to me?" The answer to your question is YES. Every one
of these skills will help you in your upcoming job search--regardless of
the job you are seeking. More importantly, these skills will prove
extremely valuable throughout your working lifetime because they apply -
not only to your first job search, but to all subsequent job searches you

may make.
by



Some people. think that finding a job is strictly a matter o% luck--
being in the right place at the right“time.” These people are dead wrong
and probably unemployed. How does one identify the right place and
manage to be there just at the right time? This 1s usually skill, not.
luck. A "lucky'" job seeker is usually the job seeker who plans and uses
a vdariety of skills and strategies. The "unlucky" job seeker is usually
the person who starts the job search with no plan or'definite job in

-mind and just follows the path of least resistance (effort) in the job
search. Rememb@r, the truly successful job seeker 1s not the person who:
immediately gets a job, but rather the person who succeeds in obtaining
a job which will be rewarding and satisfying.

Job seeking skills can help you obtain the best possible job by
increasing your chances of getting at least one job’ offer, and hopefully,
more. than one job offer. See Figure 1, page ' 37. The chances listed
. are your chances of getting more than one job offer (gr your chances of '’
get'ting a job offer within the first week). These chances are baséd
strictly on two factors: your qualifications for the job and the’
availability of the job.. These chances will be affected by your Job
seeking skills. If you use the’ recommended job seeking skills, you can
greatly increase your chances of getting more' than one job offer. On
the other hand, if you don't develop or use any of these skills, your
chances will lower dramatically. Job seeking skills will give you a
significant edge over other equally qualified job seekers who are
competing for the same job, but who do not have job seeking gkills.

Don't expect your job search to be easy, with or without job
seeking skills. Many people feel that searching for a job 1is harder work
than a job. Remember, unemployment is always a problem for youth. The
national=unemployment rate for 18~25 year olds has been approximately
three times the rate for older adults (currently 24%). This means that
nearly one out of every four young persons wanting to work can't find the
job they want. Some of this 1s probably due to urjrealistic job choices,
but you must face the facts. The competition in job seeking is intense
and it is not going to get any easier in the Seeable future. 1In '
light of these current realities, the best Insurance or guarantee of
obtaining the job you want is 1earning and us1ng -job seeking skills.

In developing vour job seek1ng skllls, you will be asked to complete
-various tasks outlined in thege reading modules. These tasks include
(1) completing the necessary worksheets, (2) preparing a personal data
sheet, (3) preparing a cover letter for your personal data sheet, and
(4) preparing an interview follow~up letter. To help you complete these
tasks, examples .of each are provided. In order to show how thesée

ter, Jody Johnson. This character is str1ct1y fictional and could
be either a male or female. ' Any resemblance to persons living
coincidental. ) .
On {the next page is a narrative of ‘Jody.Johnson which wili give you
brief/overview of this character. Jody is in some ways.very typical of

sthool students, but in other ways, very different. It is not

-essentiml that you can relate to this character It is essential: that you

can work through the outllned tasks 1n a similar magner. ~

o1
., L =4 .

® ‘s

ivities relate to one another, all of the examples pertain to the same

.



* ' NARRATIVE OF JODY JOHNSON

Jody Johnson is\burrently a high -school senior. Jody 1s an average
student and has' to work hard to maintain a B~ overall average. Jody was ,
able to make the principal's honor roll for one semester. This really
was an exceptionally ‘good bemesmeg for Jody. Jody's most notable accom-
plishment in school is, however, having a perfect attendance record.

Jody could go on té 'collegé or some other post-secondary education,
but wants to go directly to work. -Jody's parents are not terribly happy
about, Jody's decision, but .are willing to‘acéépt it--provided that Jody
will re-evaluate thg .possibility of further education after the first

- year of work. J LT ’ iy '

This past summer Jody got .his/her first full—éimefjob-*a salesclerk
position in a ﬂepartmentfstore:v Jody's only previous paid wnrk‘expérienge
was working during.summers on an unélefs farm. Despiteﬁéome\initial
problems, Jody really*di& well as a salesclerk. Thisijo&%:ginforced
Jody's past experiences in Junior chievement where Jody was elected as
the company's Vice-President of*s and later became a fi'ﬁ:alist in a
regional sales competition. Becayse of these experlences, Jéuy is quite
'sure that a career in‘sales would be better than other career alternatives
. and plans to seek a full-time sales position after graduating this May.

Before making any fim4l decision, Jody does- want t6 explore other 'career
possibilities to make sure that sales is definitely the best career to

pursue. .o L

0

Besides Junior Achievement which really surprised-Jody when it
~actually turned out to be interesting, -Jody has participated in otHer"
extra~curricular activities. Jeody was in the school debate -club, but %
found that debating was more hard work than fun and quit shortly after
joining. This experience did help Jody in developing certain skills an .
also made Jody realize some potentials not preGiouslx known. ¢ = by

This year, Jody decided to join DECA, and surprisingly was elected ‘. LT
as treasurer. Besides participating in this club, Jody 1is taking two "
distributive education courses and two business math cod%ses this ssenior
year. 1In order to make A's in at least the first two courses, Jody has
decided not to try to work during, the senior year. Jody hopes that good
grades plus past experiences will be enough bagkground to get a sales job.

Jody has a vari€ty of interests. Jody enjoys sports such as
tennis, skiing, and basketball. During Jody's sophomore year, Jody was
‘seriously injured. in a basketball game and still has some recurring
problems related to this injury. Jody watches most sports évents and.
occasionally bets on college and professional football games. Jody 1is an
avid camper and a fanatic CB'er. Jody also plays the piano and sipgs in
the church choir. .




O

ERIC

Aruitoxt provided by Eic:

. -

'/°‘ -’. ! ’ . -
: . wﬁtc Are The Possiblé Effects Of My Job?
Have yqQu thought about .some of . the possible effects a job might
have dm you? If you haven't, you should. Thinking about possible
effects'will -help you in deeiding what kind of job you want or don't

o wimtle Let's quickly look at some .possible effects.

) .
-° ¥ The most obvious effect or consequence of your job iss the kind of
work you will , the job. Your work could be physical ‘o .ental, .
* individual or i inside or outside work, in one location .
Eraveiing to sev ¢ :ions. It's important to be doing the k. J of
work you enjoy. . u 't enjoy your work, you probably won't te-

.very.satisfied &itt. you job and your job satisfaction or lack of it can
affect your entire :utl. 1k on life.

“Believe it or not:, vour job will also affect how’you'will be spending

:‘;yodfvlefsure time and with whom. For example, if you decide ,to take a

night job, mdst of your leisure activities must then be daytife.
“-activities. Tt often happens that persons who chéhge bver to night shifts
.often must make new friends who work the same’ hours.® Their old friends

are 'still-working during the day and relaxing at night. Also, you will
prdbably find the hobbies and interests of your fellow workers or supervisor

- to be well worth taking up. Learning new hobbies is not only fun, but

>probably will help on-job relations.

Your Job will alpa Wffect how ottees sée you since your job is one

of your many ‘pgilxgg cards'.  In weeting new acquaintances at parties,
the first question of(eg ashed is, "What type of work are you in?"
.DePending 6n vour job, Others will form an immediate impression of you--
justifie®\or not Als., how y6u respond when asked about your job will
affect how uthera will see you. If you- are unhappy. or dissatisfied with
your job and LEHPJHd_V\Ty\nrsdlively'abqut it, others .puld easily see you
as Negative and depresging, nout the ﬂqb: ’

'
-

Your  faoeb . fCe w1 sbat 'hgli'l"tu_uCc Liow ;o6 oee and Lecel aboat
avaself. A jJob can be o prilmary source uf elf Tespect if you feel .a
seuse ot . ocomplis ul o d satigfaction in what you do. Ac the other

extieme, o JOb fan be o Svusce of sclf ropr.ach 1f you've remained witn
jobs wheie yQu ve .cv. v exparienced any personal satisfacdi0u or

accouwplish, eat

Lol . gJob oo have 1oy v L0 s . oAl Y T
Y. otlied pi.osous Shiy thiat on s "life s tistaction  and genee 1 level
ot Ucalth te both dire (1 .‘cl s bt hovtng bad o e cadogfal g
fthifilling Cayuegl Ou th aVeTare peirsons switob yobs seven lwme
thelt (nr‘t:'bl'ﬁ.g/ﬁ« Gl ricst j.b 1 6541 hive to te, o r wlilt it
probat Iy be the jouy @ Incom ) vt whice you hope ¢ e dre How o

to tha*iob itb bfch o o ool Tire te o ve 1 v AL er.

(e

%

don't oAt .rt Yoo caree il o Jon tiat e obu,ousl ot polog o Joad

o
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What Do I Want From A Job?

There are many different reasons why people seek employment.
Besides wanting income, young people may want a full time job in order
to gain independence from their family, avoid or postpone further
education, meet new friends, pay for a new car or stereo, or even finalize
their marriage plans. All of these reasons for seeking employment are
probably legitimate, But are any of these sufficient reasons of them-
selves? We think not. A job should not be seen as only a 'necessary
evil” or strictly a means for obtaining something else. Despite the

. contrary opinions,la job can and should be personally satisfying,

job to be as rewarding anc
job. This job should lead y
dd new dimensions to your
ties or luxuries. If you do
eer and just want to take the
y of today's workers--in an

LA |

LS. ) | |

dle s nmane 0 g you nowhere.

You duo 1av  a ( rewards, conditious or
satisfactions f1om . 'ui xpectations must be realistic--
especially for you 1. 1 is very unlikely that any one
job will satisty all sl sa. .sfactions, conditions or
rewards--your job == ) ( . ‘ou nust identify those job needs
that are most important vd L 't in s=z2eking your best job.

Vu thle aont puge Lo wplio:d saawple of the "JOB NEEDS IMPOUKLANCE

‘Formt. Thio forw is tat cnted ty 1zl you id determining your important

job necds.  un thus torm, twenty (2J) job needs are listed with brief
descriptivas. Ther. Is also spa. e provided to list other job neceds.

Beloie (i da, cwplecs dhib torw, 10 would be helptal for you o
caandns the e jub ecis and asi yourself (he following questions:
Which nceds aie a”i~mp05luu. th.t 1 would quit a job 1t they were. 't
satisried? Arc Lhu$g’dny neds thac Ioag prescatly caklug for graut. .
How are wy job .eeds Jitf.ieut 1trom or sfwilar to wy fiiends and family
members?  whicu uceds could be postpon.d at this 1imc? Which needs sho..i.

be dropped beca..se thoy (anaut tealistic,lly be satisfilced at this time?

What will wy dmporcant job uee s be five yeals trom now?

Al L [T T Lo v ancwoa Lhie gue wt Lun N vod
cocaps, Ve i ey 0 p uaysfai(u other stuients, you will e re.. .
to compl.te oo JoB NEe s IMPORTANGE FORM  ° list ot .tep. and ke, poin.

L use fa ¢ wpl tla Lhis fotm Lo obh papge o



, JOB NEEDS IMPORTANCE FORM

0}

- . . Imgértance Rating Rank
' v U @ = oo .
: § - 5§ 5 9
Common Job Needs: Z L »E n
. , A
(\ 1. ABILITY UTILIZATION: I could do something that N L 5§ M @

makes use of ﬁly abilities.

=z
=

A
=

D)

B o s

2. ACHIEVEMENT: The job could give me a feeling of

accomplishment. . . ]
ACTIVITY: I could be busy all the :time. N L § M @
4. ADVANCEMENT: The job would provide an oppor- N @ S M @
tunity for advancement. s .
-~
5. AUTHORITY: 1 could tell people vha: to do. (_]1/ - 3]
6. COMPANY FOLICIES AMD PEACTICES:  The conpany NoLos )
would administer its policies fainly, : :
7. COMPENSATION: My pay would compare wvell with N L S,(ﬁ)'3 )]
that of other workers. . .
8. CO WORKERS: My c«)"w*OL kers wuuld be easy to N L (:S) M G ,_é‘_
make friends with. 3
9. CREALLVITY: L could iy out osoue UI.. wy ouwi Ldeas. N L @ M G Zé_
10. INDEPENDENCE . I could work atoune on the job. @ L s M G M
11. MOKAL VALUES: 1 could do the work without N L s @c LO
feeling that 1 1s morally wroag. .
1 2 REGOGNLL MO, L «oald pel Le \.);_"LILLluu Ler the N 1 S M @ i
workh 1 do.
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Steps

Look over all of the listed

job needs.

'
I

iﬂl‘p)l‘ [

noadie Ul J

vrde. or |

all

la.

1b.

lc.

2a.

Zb.

Key Points

Take time to carefuily read

’

all job needs and their

descriptions.

Do you really understand each

job need and how it ‘is

different than other job needs?

Are there any additional job

needs that wa’

in the ext: yaca
write them

Circle the | ter
represents ¢ : impc
the job need

Some needs m y be ey
important or uuimport
thus, would ave the
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How Do T Select My First Career .Job?

or easy as you make it.

On the other hand,
decide on 4 career.

The process of selecting your first career job can be as difficult

Unfortunately, too many people take the easy
way out (letting a job pick them) and end up paying the future consequences.

‘there are persons who spend their entire life trying to
. A good job selection process doesn't have to be long

and drawn out, but 1t does requlre honest and’ thoughtful consideration.

The process of sel
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Aruitoxt provided by Eic:

Your 100&1 newapapers ‘are another useful source of identifying job
posslbllltles. ‘Turn to their claseifled section dealing with employmen
opportunities, sometimes called, fhe Help Wanted" ads. These ads will
provide a wide listing of job opportunities in vyour local a;ea. Besides
helping you identify job possibilities, you will find the "Help Wanted"
ads,extggmely valuable in evalunfing the identified job pOssibilities.”

Varlgus books and pamphlets on gccupational information-are available
for ‘use in identifying job possibilities. Such books and pamphlets are
in great supply and should be available at your school librarv or counseline
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¥ .o . . .
"entry-level' jobs that do not typically,require education or training ..
beyond high school graduation. The MIQ is currkatly available -upon
request at any of the Minnesota Employmént Services bpanch offices. Your
sctiool should also be able to obtain this questiog re for you to tgke.
Because it is the only one of its kind, it is strongly recommended that
you try to complete this questionnaire. : 4

B
- L]

The General Aptltude Test Battery (GATB) has beenr developed by the

United States Department of Labor and is available only through authorized
n.l-.—?v.-rcv csinh Lae rlho M1nanelohr\0—c\‘ n\n1(\vmonf QQT‘U'IPDQ | Thvraneh a series af

£l T B re pajard ol e Jé
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prosibiiities, Is a new statewide.computer servic ) ich ca .ssi.
persons in expl aud ,.cle. tiug occupational and edu . t:onal )
opportunities. 1 ser.ice is called the Minnesota Oc np_ational
Information Syotw 0Ls). 11 s currently “available tt nearly a.! Ligh
schools in the st o for poichiase By working through a school cur,uter

terminal, youhian L« duldllgd and updated information fur appruxidately
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JOB SELECTION WORKSHEET NO. 1 - JOB POSSIBILITIES ~ L
*
What method or source did you use to 1dent1fy
this job possibility? R
!

‘ ' b g
Rank Job Possibilities
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A\

4 A

.

These three factors are 1ntent10nally listed in the above ‘order since,

will satisfy your

impqrtant

we feel the overrldmng factor in selecting a job is to obtain a job that
job needs.

Aftetr determining which job pos-

sibilities will at least minimally satisfysyour important job needs, you
ran then identifv which of these job possibilities are currently
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needs the job will satisfy,

one coﬂbany may not be necessarily hol

.o

!
|

¢ -

However, recognize that what is true fot

person to speak in general about the job.

“

\

d for other companies--ask the

S w

’ 4
A second worksheet, "JOB SELECTION WORKSHEET 2.1 - JOB NEEDS -+

SATISFACTION!', is provided to help
This worksheet should be
As shown,on the ¢

process.

possibilities.

d be
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. JOB SELECTION WORKSHEET 2.1 - JOB NEEDS SATISFACTION

i
- e B "/ C ’
Job Possibility« ’
s ' . ‘ Will This
" Important Joh Needs What is your information and its . .Need Be -
(list in rank order) source? ) Satisfied?
B o :
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JOB. SELECTION WORKSHEET 2.1 «+ JOuB NEEDS SATISFACTION

, |
Job Possibility: (Lualemen Sewcee. ,Qf)

' : . : Will This
Important Job Needs What is-your information and its Need Be P
(1i¢t in rank order) source? . Satisfied? s
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. JOB SELECTION WORKSHEET %.1 - JOB NEEDS SATISFACTTON

n

Q L4
) l r ' ‘ N 7
Job Possibility: PW; W
' . - v witl mis @
b Important Job Needs What is your information and its, Need Be
(list in rank order) - source? . : N Satisfied’
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" JoB SELECTION WORKSHEET 2.1 - JOB NEEDS SATISFACTION Yo

Job Possibiliry: M;@ammg___

) , : ’ ) Will This
’ Important Job Needs What 1is your 1nformatLon and its - Need Be
(llst in rank order) ‘source? " Satlsfied"
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L dob vpoaa;plucy:v dade Dugen. B .
e g : | Will This .

' ~ Important Job Needa . What is your information and its Need Be
(list in rank order) . source?. . . ‘ Satisf‘l_ed?‘

-\

. . ! - . . . ! s

‘Conclusion: o T e . | . . RO
. - Thi’svj?gb will heet: | LTy ' ‘ 4 C et
PNV 3‘4 > none of nty h\portant job needs. oo . ",
. ¢ .1 .only 1 or 2 1mportant‘ job needs ~(few) )
v . .
. Jor 4 1mportant job ‘needs. (some) ' -

5 to 7‘1mportant _]ob needs. {most) .

.. ‘IF THIS.JOB WILL NOT MEET ANY OF YOUR IMPORTANT JOB NEEDS “You SHOULD ELI‘WINATE ‘ ‘
THIS JOB POSSIBILITY AND -START EVALUATING THE NEXT- JOB POSSIBILITY -
/ Yo ] —20— T - .
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T SteEs‘_ ' Key Points

. 5. _(Continued) . . 5b. Write in your response: Yes,
. : No, or Gan't Say.
, &
6. Check the most approprlate 6a. Total your &es responses.
conclusicn statement. ' 6b. Check the conclusion that ¥
> matches the number of yes

. responses. ,

7. Deciderwhat to do next. 7a. If this job possibility does

) - * not meet any of your K
important job needs, you
should eliminate it. You
can erase everything you, '
wrote .above and use this,

_ . worksheet for the next job’

! . possibility. -

7b. If this job possibility does,
at least, meet a few of your
o important job needs, you will
. need to further evaluate it.
L , - ‘ i ‘ If you wish to re-use this
) ;/’{ . worksheet, you should record
' your conclusion. (or’ better,
_ the needs satisfied) on another
' - . sheet so it will be available
-, ‘ for later use. -

‘ 7c. 1If this job pdssiBility is
" eliminated, you would
: - " automatically complete this
v - - . worksheet on e next
’ preferred job?ghggibility.
o ' ) However, 1f this job possibility
minimally satisfies your needs,
, - you must decide whether to
* ' o e ' further evaluate this job
e possibility on the next two
factors or first evaluate all
'\\ . job possibilities on this
factor. Generally,.it is more. -
convenient to evaluate all -
job possibilities on each
factor.

K

The second factor in this evaluation proces# is 'determining the
availability for each job possibility that mipimally satisfies your
important job needs. Job availability is the difference between the number
of'job‘@penings (worker demand) and the number of job seekers (worker
supply)? . This g¢valuation step may bg, the hardest of the three steps
because #nformation on worker demand and particularly, worker supply, is not
’ easy €0 obtain. Too often people will define availahility as strictly worker

-~

v

LA SR
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demand, completely forgetting about the worker supply. They see the
number of openings, but do not recognize the number of job seekers

>

competing for these openings.. Lo . : ,

The information sources used previously will also prove helpful here.
Again, some sources will be more helpful than others. The Minnesota
Employment Services (M.E.S.) appears to be significantly better than
other sources in providing job availability information. M.E.S. can
provide worker demand and supply information on most entry- -level jobs at
_the loéal, regional and state levels. Your school placement or counseling
. ¥ office may also be able to provide such informatdon.:.

Your local news media may also be useful in determining the
dvailability of different job possibilities. AsS a normal part of news .
coverage, there are frequently stories or artticles on new‘developments in
the local economy such as mass layoffs (increased worker supply) and\new
or expanding industries (increased worker demand).. Besides these
articles, and stories, the '"Help Wanted" newspaper advertisements provide
information on availability of different jobs. “Estimates of worker
demand “‘can be made by counting the number of job opening advertisements
for each job possibility. You can guess at worker supply levels by
the length of time the ads runm in the paper--a few days versus a couple of
“weeks. You can also coynt how many "Position Wanted' #ds are listed for

. each job possibility. ‘ . .

Besides these two major sources, there are other source$ of
determining the availability of different job possibilities. If you are
interested in government employment, phone or visit the civil services
offices in your area or the agency with the job or jobs you are evaluating,

.- and ask for information on avaiTable openings. Unions will provide ) ‘
~availability information for crafts and trades which they' control. If
you desire employment only in your immediate vicinity, you should tour your
& area to observe which businesses have posted job Vvacancy notices. Window
Jpﬁob advertisement is still widely used by mgst small businesses. .
! Reference books (e.g., Occupational Outlook Handbook) and the MOIS Zomputer
' system can provide information ‘on current and projected worker démands.
. However, information from these two sources is based on either national or
‘ state trends, not current local events, and is usually updated annually-
or at most quarterly. Last, peaple such as other job seekers, placement
personnel, employers and employees teachers and counselors, friends and
’ . family members may give you infermation on the availability on different
job possibilities ! .

A third worksheet, '"JOB SELECTION WORKSHEET 2.2 - JOB AVATLABILITY,"
is provided to assist you in completing this evaluation step. Examples of %
. completed worksheets are shown on pages 23 to 26. This worksheet will
- help you objectively determine which of the mon-eliminated jobs are
available and not available. 1In completing this worksheet, you will
quickly become acquainted with the unfortunate fact that the jobs which
_will best®satisfy your important job needs, may not be currently 4
available in your area. If you are extremely lucky and a terrific talker,.)
you may be able to sell an employer the idea of creating the job for you.
Otherwise, you will have to eliminate this job possibility for now unless.
‘ " it is possible for you to commute or relocate to a community with definite
' openings. '
/
| " - 29
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JUD rossiblllty: W\/
+

) Worker Worker
Py Source Information ~ Facts ~ Notes Demand Supply

Minnesota Employment _ﬂ\m /\M)L._ ' lon A%L_ ﬂi-gL
Services . g .
N M@Mg‘w

Local News Media X ’ .
’ ’ \ /.

2 Nt w%;;fz. A
: 1

Friends and Relatives %&_&%ML ko '

School Counseling/ MMQ#QP@. kow Lo
Placement Office ' .

and Other Staff %MMMQMt
Occupational Out- - Modenala
look Handbook/Briefs - E

and the MOIS ) : L
Computer System Joan

-~

Unions or Local &MAA%AMQK“ Nghk  —
Employers ' . ‘ [

Civil or Government . /\90 M.o

Service (Federal, . . .
State, County) . ) ‘

Other:

4

(specify) , . ',

Conclusion:

-

It appears that there are: ‘ S
B ’

a

no openlngs at thlS time.

fewer openings’ than persans seekihg this job. (D<S)
v as many opepings as persons seeking this job. (D=§)
more openings than persgh% seeking this job.  (D>S)

IF THERE £RE NO OPENINGS FOR THIS JOB AT THIS TIME, YOU SHOULD EMBIMINATE THIS JOB
POSSIBILTTY AND S$TART EVALUATING THE NEXT JOB POS§IBILITY N

- . ‘2 3_ ‘J‘ \'j ‘ .

>



Job Possi,lbility= QM_M_&P_ .o

| ) Worker Worker
Source Information - Facts - Notes Deman '

‘ Deman dggupply
1. Minnesota Employment M%—Mm“m# moﬂﬂl\aﬁ- U‘?é
Seyvices : . R
2. I.ocal News Mef;lia ' S’a,w- M Q?LM Maodorafa —
: . . ‘ “ W . | -, B

ae -

3. Friends and Relatives [Up M\[o -
. - ‘ . R —

~-
o seroor comacting/ Moo yiust a. fuus Diliige, b kour
Placemént Office : ' . : ‘ . '
~ and Other Staff . WL 0l heno alov ranrt.
»
5. Occupational Out- . ,
look Handbook/Briefs o ‘ R ‘ . I
,ﬂ and the MOIS . . K
Computer System / . , :
> . ' ’ - . v ( . ‘
6. Unions or Local | . . ‘!Egﬁuuil -
Employers ) B : .
7. Civil or Government 'ﬂjo (,y\la ‘ ) ] .t o
. Service (Federal, T L
State, County) . . 2
N L o ‘ : —
I SRR | E “ C
8. Other: . \__ ) *JJ R D" .
) \ o e Coe \I’ B R ion
S (specify) LY el S
: ) . oo ..." :".i
. ~ - }.‘.. ;
8 . D . \\
Conclusion: ' ' - .
It appears that th%}e'afé: .
no openings at this time.
: fewer openings ‘than persons seeking this job. (D<S8)
. v as many openings as persons seeking this job. (D=§
. more openings'than persons seeking this job. (Dx%)
IF THERE AR'E NO OPENINGS FOR THIS JOB AT THIS TIME YOU SHOULD ELIMINATE THIS JOB '
POSSIBILITY AND START EVALUATING THE WEXT JOB POSSIBILITY ;
. —24— : ‘ ‘ .
o . * . :}1 )




Job Possibility: PMU\AM&[ ng,;t -

Worker  Worker

' | ’ Source lgformation - Facts - Nates” ‘ Demand Supply
- T Minnegota Employment _lVo thlp . .
Services T . .
. e - e . \' o
2. Local News Media o ) . : - ,kb:ﬂf | _
RS / ' © |

3. Friends and Relatives

%. School Counseling

Placement Office
and Other Staff

5. Occupational Out- .
look Handbook/Briefs
and the MOIS '

' Computer System «fl
6. Unggns or Local . AiQ_LquQL ' ] ‘ , L
Employers ' '
. } ' .
7. Civil or Government - how T [sun

Service (Federal,
State, County)

8. ' Other:

~ ' (specify) .
[} . . v

»

' Concluiiin:

« A * r
It appears that there are: o
' 4 . no openings at this time.
) fewer openings than persons seeking this job. (D<S)
iZE as many openings as persons.seeking this job. (p=S)
more openings than persons seeking this job. (D>S)

ERS

IF THERE ARE Eg OPENINGS FOR THIS JOB AT THIS TIME, YOU SHOULD ELIMINATE THIS JOB.
POSSIBILITY AND START EVALUATING THE NEXT JOB POS %%ILITY. } )

i : -25- -~




Job Posstbitity: . [Moud Cannaen
: : Worker Worker

Source : Information ~ Facts - Notes Demand  Supply

1. Minnesota Employmedt M;ﬂa_mw — -
Services . B R
* 3 . . . . \

G

2. Local News Media | ﬂo__(mp N /‘% i

« 3. Friends ;nd Relatives mw; T —}—_
4~ School Counsegling/ A954}11¥éb

Placement Office ‘ .
and Other Staff ke ' )

> OCCUPatiO“al &M@@Mﬁd&_ bow » —
look Handbool /Br
~ and the MOIS >

Computer System . %; Zi 55 )

L [
6. Unions or chél ' /)

Employers

[N /

7. Civil or Government
Service (Federal,
State, County)

. =
v 8. Other: - :
\ .
(specify) : _ .
f i 3 ' e
Conclusion: = : = A
r . .
) It appears that the re: . ' .-
L~ no openings a "this time. .
_____ fewer openings thap persons seeking this job. (D<s)
as many openings as pefsons seeking this JOb. (D=5)
~ more openings than persons seeking this job. (D>S)

\

IF THERE ARE NO OPENINGS FOR THIS JOB AT THIS TIME, ,YOU SHOULD ELIMINATE THIS JOB §
POSSIBIDITY AND START EVALUATING THE NEXT JOB' POSSIBILITY

-26L dJ !
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You would complete this worksheet for all non-eliminated job pas-
sibilities or until you can do this evaluation process entirely in your
head. Againg you must decide on whether to complete this workgheet for
all non-eliminated job possipilities first, or work through tfe'fentire

evaluation process with one job possibility at a time.
&

y

~

Below are the steps and key.péints to use¢ in completing ''JOB \

SELECTION WORKSHEET 2.2 - JOB AVAILABILITY."

Steps
1. List the job péssibility.

R

)

-

2. Gather information from
each source.

-

3. List information received
from each source. '

AV

-

4.. Estimate the levels of worker

demand and fupply for each
}nformation‘sdurce:

la.

“1b.

2a.

\

la.

3b.

4a.

4b.

Key Pddnts

Complete is worksheet in
« pencil so)you can re-use it.

Start.withlremaining'job )
possibility you most prefer.

Check each ‘of the listed
information sources in their
order on the worksheet. It .
‘'will probably be more'convenient
for you to get availability
information from a given
Source on a number of job .
possibilities at the same time. _
‘However, use separate , :
. worksheets for each job /
possibility, : .

If a source has no pertinent

. information, write !"No Info"
in the spaces provided for .
the source. ' »

List all information: that
may be used in determining

the worker demand and supply .

~ levels.

Make an estimate of both the

worker demand and supply 6.

levels. -

Write the level (High, /-

\ ¢+ Moderate, Low) in the appropri-

4e.

ate colums for each source,

If a source provided informa-
..tionh on only one aspect of
availability (e.g., only = ‘
worker demand), estimate the
level .for that aspect. Don't
leave both spaces completely
blank. . .

P



L < ;/ . : . .

’ ' Steps ) . ' Rey Points
teps | . : % y folnts
- r/ ' -
5. C%hegﬁ'thj most agpropriaté 5a. Consider the information from
conclusion statement about . all of the sources.. .

the‘avad‘aﬁility of the job. SE. Check the conclusion that

best represents the job's
, avai ldty. This can be
: N\ dong_ by averaging the levels
- ' of a sources. - It can also
- ' ’ be based primarily.on the
‘ sources. ®ith the best or most
complate information.

.

o . ,M
6. Decide what to do next. 6a. If there are no current
' openings for this job
: possibility, you should
elimimate this job possibility.
- " You can erase everything above

\\\\\-__" and use this worksheet for ;he.
: ' i next job possibility. -

; / 6b. If there are some openings
for this job poss#¥bility (even
if the worker detrdnd exceeds.
. the supply), you will need
. to' further evaluate this
‘ . jobstpossibility. . If you wish
T ] | . . re-use this sheet, record
’ your conglusion on -amother
sheet -for later use: '

. LR ~ 6c. It may or may not be easier
fox?you to complete -this
sheet for all rema1ning
job possibilities before’
- . - evaluating chis job
: ” : : - , possibility further

Generally, evaluat1ng all
jobs will save time.:

~
q

The third facto? in evaluating job? possibilities 1is‘determiing your
qualifications for the remaining jobs, those which will satisfy'at: least .
a few of your important job needs and which are also currently available. -
In this evaluation step, you will first identify the minimum worker

. requirements (special skills, work experience, education, etc.) for each
job p0831b111ty You will then determine whether or not ybu can satisfy
the minimum requirements of each. If you cannot meet any. of t{he minimum
requireméfts for a job possibility, it should be eliminated QecauSe your
chances, of obtaining this JOb at this time are practically zero,
regardless of what you do or promise. The job, possibilities that are not
eliminated here will be the ones you will compare in the fina}”’ eelectlon

process. . . -
o .\ 3

e

\.I C‘:
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Identifying the minimum worker requirements for a job can be a <
tricky task since there is no one standard that all employers use in -
designing jobs. Different employers advertising the same positions or
Jobstitles may have very different expectations on what the worker ought to
be able to do or what has been done. ¥Also, these employers may use <™ !
slightly or even drastically different job-titles to describe jobs that
have identical duties and worker requirements. ) . . .

To el#mihate some of this confusion, the United State Department of
Labor has developed the Dictionary“of Occupational Titles (D.0.T.). The s
D.0.T. is slowly emerging ds the one standard that employers can use in
designing and adverfising their jobs. This monumental reference book
(4 volumes) has compre ensive: information on-approximately 40,000 job-

. titlds. The requirements listed for each job include: educational back-
ground, training time or work experience, aptitudes, interests/temperments,
critical, physical demands, and working conditions. As mentioned'earlier, :
the GATB is keyed to the D.0,T. and will help you determine the jobs for
which you are currently qualified. If you are unable to takE the GATB, ydu
-can use the D.0.T. yourself in evaluating job possibilities. It is strongly
recommended that’ you use. the DXO,K‘ in this evaluation step. However,,
\ because it is a massive book which contains considerable information in
condensed form, you may want to seek assistance in learning how to u§§‘this

)

reference book. This book shodld be available at your school and any

b

‘public Iibrary. . - 2 . -

Other sources of ‘informatdon for determining the minim6;*:Iﬁuirements
of job possibilities_exist. Using mqre‘;han one source is éspecially
desirable in this-step because minimum reéquirements can and do vary

. Considerably between different companies or employers. The "Help Wanted" .
newspaper ads usually provide the minimum requirements for each.job - ’
opening listed. This'source can remdily tell you what the "going"
requirements are in your area. Remember, local worker supply and demand
will affect the advertised Eequirements. Employers and employees working
on the jobs you are evaluating can tell you what the duties and require-

. ™ ments are-at their places of work. School counseling/placement staff, ,
friends and relatives may be gble to. help you identify the higimum 1
requirements. These people also may be able fo help you in determining
which minimum requirements you can meet or surpass. )

e,

. . " ] - ., . ’
' ﬂ\. Once you've established the minimum requirements of a.job, you are
L——your ability to meet the

i

 ready to evaluate your’ own qualification
various requirements of the job. For some requffements;lit is obvious *
Whether or not you can satisfy them. You either do or do not have the -
required amount of education or work experience. For other requirements,
such as special aptitudés,'it will be more difficult to determine whether
or not you. are qualified.ﬁ_

There are tests, including the GATB, which will\indicate what
aptitudes or skills you currently posSess. Your.school counselor can
arrange for you to take such tests and can help you evaluate ‘the results.,
Your grades in relevant courses are,also indicators of your qualifications.
Your role and accomplishments in ext¥acurriculur activities or sports will
provide hints. Evaluating ycur experiences’ (good and bad) it part-time or
Summer jobs can be helpful in determining your qualifications for each job

¢ . -

LY
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. ' .
possibility. _ It is to your advantage that you be honest and objective in
You have nothing.to gain from overstating
inflating your ego which will soon

evaluating your qualifications.

your: qualifications except temporarily

be deflated after employers or their vepresentfitives give you,the

"DOU 1 t
ey

call us, we'll call you." Get.help from others in-this critical process.
Some peop&é'may\be able to.tell you about strengths and weaknesses that
you didn't know you had. Accept opinions (critical and complimentary)

with a level head.

 In working through this evaluadion

3
-

tep, we ask that you complete

"JOB SELECTION WORKSHEET 2.3 = JOB QUALIFXCATIONS" for all remaining job *

possibilities.

that on this worksheet you are asked
arld provide some evidence wirich you

to meet each requirement.

this worksheet.

You will see from the .comp

defjtify the minimum requirements

an give to employers about your ability

This worksheet will be of great assistance 'in

the actual job seeking process. So do your best and be honest in completing
. )

ted examples on pages 31 to 33°

’
[y

v

~ -

: Below are the steps and key points to use in completing JOB SELECTION -
WORKSHEET 2.3 — JOB QUALIFICATIONS. '

Steps

1.. List the, job possibility.

2. Identify your sources of
information.

s

3. List all of :the minimum
{.requirements for the job.

. fa

~30-

la.

. 2a.

2b.

3b.

"3c.

3d.

\ Egg Points |
Complete this worksheet din

pencil so you can re-use it.

Start with The remaining job
possibility you most prefer.

Determine the most reliable
and usSeful sources on minimum
requirements.

List sources in ‘descending ;
order of usefulness in the
space provided. _The most used
would be listed. first.. .

Under each heading, list the

“dpecific ré&nireménts in b

-
e

L

that'area.\

List remdining requirements
that do not fall in the

listed categories under "Other"

For example, personal faétors,
transporfation, etc.

_Be as specific as possible in
listing a requirement.

Star (*) ess
that must b€ satisfied in
order to be considered for
the job. )

-

-

tial requirements

-

.
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.« - . ! " " .‘ ‘ / '
Job Possibility: A@g/\m\ ¢ \ | ¥ .

E L ‘ - , |
Information Sources on Requirefments: E\m G Upinidrce . D.O.T:
: ees : 4 <

L : r
MINIMUM REQUIREMENTS . YOUR QUALIFICATTON§
' ’ : Can you satisfy - . What ‘evidence can you .
Special Skills/Abilities:| this requiremegt? present toan employer? "

K4

Fi Salg L,

Education:
HS ({ATLIUMN

Py

-

Other:

Conclusion: * . - . :

I can satisfy: .

ot - ____ none of the minimum requirements of the job. .
some qf the minimum requirements of the job. (Q<R)
all of the minimum requirements, most just barely. (Q=R) .
<. i~ 'all of the minimuh requirements, most very easlily. (Q>R) (:/A
' : ’ . D ) . ,
) IF YOU .CANNOT MEET ANX OF THE MINTMUM REQUTREMENTS, YOU- SHOULD ELIMINATE THIS JOB .
POSSTBILITY AND START EVALUATING THE‘NEXT JOB POSSIBILITY. .
-
. 7 .
._31_
‘o {
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JJob Possibility: M@M_&Am_fi&np - L e -
. of - v

Information Sources pn ReQuirements j).@.7i >':ﬂ<£¥o UkL%IlAZ' cllﬁo L

MINIMUM REQUIREMENTS o yOU}.QUAL{FICATION_s
. Cén.yod'saqisfy What evidence can. you
" Special Skills/Abilities: this requirement? present to an employer? !
: 7 4 j , ] ,

. Gommunicali Sk Casily  BinSpuck , achosl dibate

1 - % . o P
: \
2 : ~ -’ i (
4 ® - -
Conclusion: . , :
- %
. I can satisfy? "
) none of he- minimum requirements Jf the job. \
_ . some. #f the minimum requirements of the job. (Q<R)
' ,;;_ all pf the minimum requirements,' most just barely. (Q=R)- -
. all pf the minimum requirements, most very easily. (Q>R) : ‘
AY
IF YOU CANNOT MEET A OF THE MINIMUM REQUIREMENTS YOU SHOISLD ELIMINATE TH'[S JOB ' .
POSSIBILITY AND START KVALUATING THE NEXT JOB POSSIBILITY v
% -

i
W,
N

|




Job'Pbséibility: “Punchocina - SR L .- *

Information Sourcee on Reguisements J) 0. -T‘ bUOIUbe U?ili&n}(144£: Sy _

2

MINIMUM REQUIREMENTS ’XOUR QUALIFICATIONS
Can you satiéfy‘f ., What evidence ‘can you o
Special Skills/Ab111t1es this requirement?. N E;esent to an empioier7 R v

49‘ .2 !'. . : . 1 !2 g ! :; E
Kfvwwl.ldg,L . |

3. (b mmmé@i

%* Work Experience

f/\m (a mn\ﬂ\.o‘k‘z

+ Education:

OtHer: N
1. Initkativg o nl D)
. 2. ‘
Conclusion: -~ ‘ .I iy -
I can satisfy: ' T . .
-~ pone of the minimum requirements of the job. _ S .
some of the minimum requirements of the job. (Q<R). .
all of the m1n1mum requitrements, most just barely. (Q=R) "
v _ all of the ‘minimum requirements, most very ea811y.. (Q>R) P

‘ R \
Q\YOU CAN‘NOT MEET ANY OF THE MINIMUM REQUIREV[ENTS YOU SHOULD ELIMINATE THIS 3303 .
%IBILITY AND START EVALUATING THE NEXT JOB POSSIBILITY. ) . S

- v f N

. \ - . . , - p

\\v . <] . ' . _33“ . . '
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3. (Continuéd)

ER

4. Determing youlkic i

foq the job. K‘; .
> § ;u”.

5 List evide .
qualification

\

P

ERIC

Aruitoxt provided by Eic:

<

Key Poirnts
e TS

List any and all requirgments .

even- those not required
by all employers.

If your information on a
certain requirement is
conflicting, list the most - -
demanding requfrement if

the workgr'demand is less .
than the worker supply.

Write in the easlest require-

ment if the workex demand
ovraada the wnrker shpply_\

Foo oo adcinm reguirement,
write y.ur evaluation of
whether or not you can,,
satisfy it. - Possible - -
responses would bBe no,: arely .-
and easdly. b\

Your evaluation should be based
on objective assessmént, not
wishful thinking. '

Don't sell yourself short. ,
Consider all experiences: work,
school, 4sporta and social

clubs, church, family and
community/neighborhood.

Seek help or conffrmation
from others. .-

For each minimum requixcmeus
yod can satisfy; list -
evidence of your qualiticatiens.

Put yourself in the place of -
an <mployer. What gvidep.e
would you wang? ...,

e c".er past
accomp 119 s or future'
potential. Tt wust be .
suppurted- by facts, not
persoudal uvpiufons.

bytdence |

1t you c¢au't provide clear,
unaebaiable vidence for an
alleged qualification, you
piobabl, can't satisfy that
tequlrem. at .out resf 6nse

Londld e o, 04 o "No "

[y

-
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- Steps KeX‘Points

6., Check the most appropriate 6a. Select the .statement that
conclusion statement. comes the closest to matching
> how well you satisfy the
minimum requirements,

. : 6b. Base your decision on your
. . responses above.

6c. If you cannot meet the
essential (*) requirements
of the job, check &) the
statement indicating you meet
none of the minimum require-
Therl,

N A

o1, [f yoi1 :hecked that sou me o
aone of the minimum require-
ments, eliminate this job
possibility. You can erase
everything above and use thi
worksheet for evaluating the
next job possibility. ’

Lo 1f you are at least minimally
qualified for this job
possibility, save this sheé;
and evaluate your qualifications
for the remaining job pos-
sibtlities on additional
worksheets.

1he (uday AnJ bumi =hadoa ! o ) b owcleclion process ls where you
g are the be.t j. b po sibil.c¢i = a..d s.lect the job whicl best satisftcs
your importunt j.b nceds aud ~hich you have the best Chance of seccuring.

Lhe Job o wolllllor o, o willi couslder hele are dareened and tested.
Attt wntealiscic o wasatisiytu, jot pussibilities have been eliminated.
Cho sing the be.t .t these job voss.bilities should be fairly simple
since your informatf n on ach job possibiiity is alre.dy collected aund
evaluated. You will simply puc th. pieces of 1uformation together ¥nd
decide whi L jou piciute you meot piefer.  Your preference could be bac
on (1) stricily [ ovur chances of sceuring o .ch joub, (2) strictly the
maaimuw need sacista tion by ea. h job, o (3) a cowbination of the tw.

Though (his Ltep rtequlics le 5 woik thun (ne second step, 10 does

requirc crfitical judgucot and jood fécision wakling on yoa: part. 1L Ui
step 1s dyne hapiacardly, all of y ur previ,us hard work i wasto. Also
the .ha . ces [ yout job 5 are. b fug .uccessfut may be considerabiy
lowered 1t ou Job sl cvlon vo unr alistic A bais j.b selection 11
tesult vo o baa job i vae o acelly pet at d jJob withoat goluyg t.r.

Jll b Chins won

ERIC

Aruitoxt provided by Eic:
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ERIC

Aruitoxt provided by Eic:

/4Z aid you in this final and probably most important step in the
job selection process, a final worksheet is provided. "JOB SELECTION
WORKSHEET 3 - CHOOSING THE BEST POSSIBLE JOB." From observing the
completed example on page 38, you will note that all three evaluation
factors (meeds satisfactions, availability and qualifications) are
considered equally important--all have the same sets of scores.under their
worksheet conclusion symbols. By considering all factors equally importan
in your selection process, you will, in'effgct, be giving slightly more
emphasis’ to your chances of securing a particular job than to maximum need
satisfaction. This is because job availabilt interacts with your job
qualifications to determine your chances of secyring a job. To
illustrate this interaction, Figure 1 is given om the following page.
Each cell represents job offer chances based on different-possible

—~=Liqgtionr ~F i~k ~w=i1-bility apd one's job quelificarione Yo ran
et th . two ways: (1) your ch rce s “¢
yme job i your chances of receivi a .
: gstart *h (within the first week).
fo compit ' SCTLON WORKSHEET 3 - CHOOSING THI iEST E LE
Jo.o L follow U Co 1 key poluts listed below.
- .
Poupe ' Key Polnts
1 Lioc all oo llliuh yL - la L 13t uuly Lhk)ét‘l j\)t.; pon
RgSSJbiltLicﬁ. sibilities that have pasued
through all three evaluatio
. factors.
1L You must have at lcasl two

remaining job possibiltties.
If not, you shtould identify
additional job possibilities
to evaluate. EXCEPTION: If
you have only one remainfug
job possibility and it is -
the jub you knew you wanted
from the start, you (ould uasc
this worhsheet Lo verify (his
jub hoice

Il ou have wmose thoaa L1
te.aining j b pousibiiitie
diaw in auaditional lioes

use anodher worksh.et

O P S T SR SR T )
! pos 1bir.utl o ou shu. 1d nav
A j\,b sele. tion ..ulk,,hccta: 2
2 2 2 3 ot tue equlvalen

... wmation
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Figure 1. Job Offer Chances Based on Job Ava11ab111ty and y
Job Qual%ficat1ons. i
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J0B SELECTION wfmxsmm 3 - CHOOSING THE BEST POSSIBLE JOB

/
Factor 1 Factor 2 | Factor 3 Total -
‘ Job Needs Satisfaction Job Availability Job Qualifications |  Score
Worksheet Conclusion | Few ~ Some  Most S D=5 DS Q‘<R R QS
(Factor Score) | (-2)  (0)  (+1) ) () .¢+1) (-2) (0 (1)
B : . (
Remaining Job Possibilities: ,
N .M,mmmm , " ¥ s 7Y
]
E&E'_‘,”.L‘i! .0 - x . 0
/ A
s ank Qo 0 !
o . - . —— - e e n. g - w » v ,
“t ) ‘
. Cadur Ao L ¢ N
5. ) ‘ | _ s
; ,
- “71____ .
ConClUSJVOHE
“lﬁ jUb |4uub“11‘|\.) NI b Cotidald wioie dae &Wﬂm . o
The fob possdbllity | ¢ v feuted o seen loi &mm .
[F (L v L0b GUBL o e s G e ulolied! [ULAL SCURE, XOU Auw i’KUbAbl.Y WELGHING PAGLLUKD
DIFFERCNTL.. ©AYBE YU RE E 2L TAL 1 SuRE R UN.UKE ABOUT OuE OK WO FACTORS. WHILE IT Iy NOT CRIIICAL THA:
TOUR JOB SELECTION 8E Tuk Ouf WITH ThE HiGHLST TOTAL LCORE, 1T 1S RITICAL THAT YOU CAN CLEARLY JUSTIFY THE
- DIFFERENT SELECTION Tu YOuRSELF. | ’
0 45



Steps

3. Translate your worksheet
conclusion statements
into factor scores.

ERIC

Aruitoxt provided by Eic:

3a.

3b.

r

Key Points -
Do each job possibility
Separately.

For each: factor, write in they
appropriate factor score (-2,
0, +1) underneath-the worksheet
conclusion you had chedked.
For exatple, if a job
possibility satisfied most of
your' important job needs, you
would write "+1" in thé sgnace
below Factcsr 1 for zhar jo
Once you have recorded a
score on all facters for a
job possibility, proceed tdl'
the next one and repeat' this '
process.

i
’

Simply add the three factor
scores (side-by-side) for
each job possibility and
place the total in the

"Total Score" spaces provided.

l1ook over the examples below
ou how to add positive and
negative numbers:

Ex. 1. 2 4 (-2) - 4
Exa. 2. 2t (rl) - {
Ea 3 tlon(=2) - 1
A L.Lal sevte could neve. b

1 1"

lower tran "-o" or nigher

than "1 3 '

Linwwdaaa gl o o« 41

and chie. k t 1 any math <.

“15','““'( t Lol buoL g woolld e
the mous. pusi.ive t.tal s or.

[T e Lot L [
the nl&hu:L tucal cut 1.
nol  you ar pirob.bly u.
vonsideltuyg tactors a
cqually lwp 1 tant Be

you o ooal .l:.:Anl'ly j\. St {.
dIloere (e Lo y dro: I
dte prepar o d tor oany f L

et Lfuatitny oo



Steps Key Points ¢
6. (Continued) - 6b. If two job possibilities are

tied for the highest total
scare, you.can either try to
select one over the ather or
seek both jobs.

R ‘ 6c. If you have only one job

: possibility, you can use the
following decision rule to
verify your job choice. If
the total score 1is zero or-
grester, the job-chcilce
probebly o ressorztle cre,
1f the tctal scorve s reget
ycu should probably consice.
other job ‘possibilitdes. Y«
will probably eitheT not Lbe
satisfied with éh.&:, job cr ¢

) be able to secure Ythis jcb.
; L g gy,
Lo b, can yuu are ndw réady to start yo.
carch a. tiviole b search acitivities will be

cur personal dat
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MODULE 2
PREPARING AND USING A PERSONAL DATA SHEET
~ . |

. . . . ot ke Job yon tave scleatod?
T B A N O T R TR e peslog wove {Pjpdling your persoual
dava sleel o, tesu.e, o 1L Is foimally ¢ led, is job seeking skill
fally by yu\ng persons, A bplsonal{duﬁa
and embarrassment. This reading
its advantages, hoo

should ot b dgnoved cope
sheet can  av  you mu b Frustration
module witl explal, whao o personal dat.a sheet 1s,
;u’plcydrc ,uut per sonal Jditae sheet us}ng ydur person.l data sheed .
aud wiltdon, covor lettar Tot your porsvnal data sheet

( .
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. What Is A Personal Data Sheet And Why Should I Prepare One? !

A

A personal data sheet or re5ume is simply a one or two page .,
description of.you and your qualifications. Your personal data sheet.
should be prepared@ibecifically for the job or jobs you are seeking. If-
you are seeking twd® entirely different jobs you will need to -prepare
separate personal data sheets. for each. The problem of preparing an "all
purpose' personal data sheet, rather than a "job specific'" personal data
sheet, is thgt some facts you list as qua11f1cat10ns for certain Jobs may

actually be d1squa11f1cat10ns for other jobs.

An'éxamolb nf a b°r¢onal d~tg sheet ie shown on the next page.
Tais exanpla illajfrakzs ad>esEn: darss-al data sheet >f our character,
Jody Joxas»>a, night ladc. Tais zaaga:tae tested a aunber of job
possibilitias i2 tae »revious n>dulz aad coacluded that a sales.job was
irdzed the dast joo to start ais/aer caresr. Many of the qualification
listed oa this serssonal data sheet con=gdirectly from the first example
of the "JOB SELECTION AORKSHEET 2.3 - JOB QUALIFICATIDNS'Dn page 3I. »

As mentions=d cailler, pruparlug a persvual data sheet Is a

»

tantastic investment. It .ffers al least four advantages to job seckers,
The first advanlage 31 o persvnal daLd sheet is the help it can give you
in startiug up your join search. tou chn give cupies of your personal

data sheet bo 1elattves, frieuds. school staft, and other persons who
might be able to help you luocate availabre job opportunities. These »
peopte can becter help if they kuow exactly what job you want and what
your qualiticaﬁions-dfc. They may Le williug to give copies of-your
personal data sheet to tL ir f,lends or reélatives who are in a better
position to halp you Betorc duihg any leg work, you may waut to mail
your petoousl data sl Ut Lo cuployers who are likely (o have the job you
are (secking This will  ut down your time identifyiung unlisced job
opealugs and ay b lp y. .0 a oid vasting tiwe complcliné application
procedures with uplo,eis who etther dou't have any job openings or are

.

just ot fntecrceoted In yo qoaliticatioas
b4 i

TN T S P ! L P T S S T O T P R R

el B.\)Vidc wuowhion pl [ o ]..lb l.y ha\r.ug you. pCLSUlldl dat .

shieet ~dth you wicen Thilila, oue e, bovme o application Lorms, you can o
sute the Iotorwative ;o0 11 0 1 accuarate aud conplaete Mauy job appiic
arg . Miwtaated twecdiately bo wu.e their wpplication fows Je.e focomple:
ul tgu slouppy tevaus. ol ¢ nractions A personal daca sheat ahOuld also
fu 1da ¢ your chunces yloa sacccostul w Joymeat aater few Pregaxlug

a petfson.] daia shoet wlol Lol you ¢ ganlee your thoughts aead'of tin,

Lo will prooviae ;oatc th p od g4 suces Lo wan ol chie Quest tous ashkal by
frverv! we o cul oo oot dala o otat Pl oncaln wach f Che concenn
For yvona Vel o oo
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, . ) JO DELANO JOHNSON ) *
POSITION DESIRED: '~ Salespérson .
PERSONAL INFORMATION: ” '
Date of Birth: May 25, 1959
Residence: , 1832 Finley Avenue . i
. . . Micropolis, Minnesota 55999
Telenhone: f12-adi-7777
socii 1 3e .uci oy Nz S AR B
JOI “RELAYED SKILL! : T
-~ T .
Sales AbilﬁLy: lop sales ( vmner employees) in past positi
» / Kegtlonal finalist iu Junior Aéhievemcnt
) "Salesperson of the Year! competition
A averagd i distributive ‘education courses
Gotunmllcat Lo, Skt . Mowber of Ceutidl High Debate Club
ts lu’bl:un_uh 1
ALt L, o Lo l'.h‘n.lyul'a Honoo Kol

Will graduace in top halt oL Class

Wolin Labtbnt &t

/1o Lo 8/ /0

Pooorota [ [ TR U S B S S IO 4
Lol oy o i ' Lol s Dot tat YN
[ i .u]w\')\n] dall
N Pl Mloncood . RN S
i vl v dya, Asosar L aa by . L
e .
ot . R .11 ales ot (.’Iu&llluﬁ Lo D aentolhid
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EDUCATION:

High School:

\ B
Graduation Date:

Speciél Courses:

ool

FLIANTIIL:
Crgdart.ou,
Sportle,

et

Tuterce.

[E TR B T UV YR T S

JO DELANO Jd&uSON -

-

Ceatral High School.
50N - 1st Street N
Micropolis, Minnesota 55989

May 31, 1977,

Distributive Education I and II, Business
Mﬁ\-h T AanmAd TT Crnaarh T

SR ¥t
o1 N S TR
BRI [epartmen, o0,
IJ? ﬁ:’ah‘iLa Mall
g Pall, M. 559y
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1

A third advantage of a personal data sheet is that it will .allow

you to apply for jébs not otherwise available. There are certain

jobs that” €ypically request (which really means, REQUIRE) applicants to

submit their personal data sheet as a condition of consideration. .

Most professional, sales and management positions are in this

category. There are even some high level clerical and secretarial jobs

that request a personal data sheet be submitted. If very few job

openings exist in your immediate area, you may want to apply for the de-

sired job in other locations. Mailing,your personal data sheet with a
—cover letter is the route tn oo if thie dictannra ie Fas Madlioa 3~

ile f,
Y oedl preg
3t the per:g
plepdareg a et .

abuout obtaini.y | H E
opportunities w |} . T Y L. !
employers will = | : | : L'y ad . k- esp ¢ 2
those who dv a1,. . 1 Poos . :ata hee.s fr.m jib
applicants.  Psy. 05l Qi1 bty 1 shouws that first .moc:
(good apd budt) ar: loave La L0, nd . aa 1y be broken by over-
whelming coutrary Litsrust . ‘hu , s 211 organized personal ia
5hé¢t witl give you a tecr i FL: dvaut age I. will set yoa apart f..

other job Leekers ¢ ually (asl led and liuy make the difference in
obtafuing a job oo which vou 1. : ouly winiwally qualified.

o . - i e o bt whieet ?

|
)
[N | 15 | P b it Bhieoy 18 Lo oadvottloe o gnd oold i
quastiloate us . Coployeos oaun owrder tu be cousidered four tihe
avalvabl: J.b opond go ol vacanct o $ou, p rs.nal data sheet can Leot
J do tuis b, p1 sentl. g pliture of o0 whith is as positive as truch
Ppeiwmits LU wust be v bulet o possltle, and ohoauld not contuin any
pudeces . vy L uegal tve Latot wal von It y . ur persounat waia sheet is
effective, w0 11D poov de you §.b Lo fewp where you wilt tey (o
obtalu juu ticrs »
] L I f . . i ' i by [ LI
. [T O N S job ¥ " oun chd . aar ,.hl!llu.l
Looo wale ibe wy o0 t [ ' Lo bt o1l v th ]UDI " L :‘llhlu‘
aas et Lo ow o chiis 0 TS N l‘l...nl oo U obe T Lted fa! v petsonal
data s co. L N O R T L TP S SO teaat o4 tL thie Job,
clah bochoo 0 L by 0 e ade. By a L. s an puos
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/. \\‘ , '
at about negative information such as poor grades, problems with- *
the po ice, medical conditlons, or getting fired or laid off? - Oﬁn'advice
is do pot .1ligt such informationyon your personal data, sheet even though
it maylbe requested on an application form and dlscussed in the 1nterv1e$~
"Your personal. data sheet is an advertisement of), | YOUE qualificatiens, not
your dﬁsqualiflcatlons You can.be honest witHdut providing 4 complete’
list of your faults and failures. This recommendation is espe01a11y
importaptr bhecausge gome emplovers dq use the personal data ,sheets®to
screen eq Job applicants. benerarly, emploYers don't expect their"
employeks to be perfect. However, they usually do expect job applicants
to look nearly perfect. Therefore,.try to anticipate and meet these

« .y P R S

QUAlIEItATTONS"

fnformation’ you need in p: epan Ly your personal data sheeg.

you compl ted

)1 bt ib ]qu

It

SR "0
yioopal) oro '
B, odrr odcai g o P B N SR N U B .
crdef escriptic: £ L R pupe S In revi
sz de griozion, Ly WS I W ur boas o b
fazlad ¢ ln l)ll:)l porsayil da: 51: Xe zmy2c, foar prrional
data s get snoald g voaoad i aréli.:1 poditive rone azive
faformigion. i ,
[} .
. leC]s starl zkaml o, v 0 o0 A.,él L) oudar Lo prepare yadr ped
lata shdet. You.r primary Lol EJL )re>,ring your p: rsonal data shes,
besides |your own head, is ta:z JOB SELEZLION WORKbHEEI 2.3 - JOB

ains nearly all tiu
You may b .

additional info.mativn ;01 were uanable to list in th: limit.d spacg on

the workshcel .

the
pe

PEEERER Y

.

s.nal

s

FRE

data shceot .

o

R}

L.

'

Lo vmal o

s o4

¢ !

wai

U

[

prepal Ldy

Lie forw.t | reseuted heie Is uscd Lecause it

" lc‘tbtul.l aud lntentdoually not fancy.

Yo,.

1o sthafighit £

.wa,u

torary

oL Youl pclﬁnudl data sheet If you wish.
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Persong Haviﬁg a one-page persondl data sheet may simply 1list the
e jof desired as the heading and list their name in the PERSONAL INFORMATION
’ section~-this format would eliminate the next section, POSITION DESIRED,

;’)gnd save gpace. \ _ .o :

- ‘ . W

‘ ' JO DELANO JOHNSON .

R . ' - ] S [ :
- ’e/‘\sf"\\_/’\\_/’T‘\\_,4/f—"‘fT"-‘\\,J—f~ﬁ¢”—\\~/"\q_—"\_/'\‘
. 2-. \MQSITION DESIRED..#This is simply listing the job for which you %
are appl g. If you want to be considered for a’'group, of related jobs
rather than one.specific job, you could.list t broad bccupational
heading which covers the jobs you are seeking. This “second Strategy

".should be used 1f-the exact title for your desired.job changes from : .,
employer to employer. ' o : 'ﬁ@"

e

! '* : ) . " T N . ;-’
POSITION DESIRED: ) Salesperson
-l or 1
. »
o . N .
POSTTION DESIRED IN: . Sales and Distribution ‘ r/‘t

H . N . - . o . , X

' . 3' PERSONAL INFORMATION. This sectdon can‘contaiq.gg much personal
information as you wish ‘to provide., In this example, the anly infoxmation
listed*i's the person's birthdfte; address; telephone number and sotial -
security number: Providing additional infSgmatfon can be risky. It .
may help or hurt your chances depending on" how ‘individual e loygrs

. Interpret and dse. this information--screening ig'or Sgree g out
applicants. If ybu think it .will, incredse your chances,.you could #list
information such as Jour ethnic background, religion, marital statws and

" dependents, health, ght,. and weight. BE -GAUTIOUS IN PROVIDING ANY

+NON~ESSENTTIAL INFORMATIQ " i

R

PERSONAL ' INFORMATION: . - S ‘
‘ Dade of Birth: A May 25, 1959 - | ;
1 Résideﬁag: K .., 1832 Finley Avenue N -
o " ‘ Micropolis, Minhesota 55999 -
| aTeephome: - . ¥ 612-901-7777
| social Security Number: 782-12-3346




4. 'JOB-RELATED SKILLS. Here you will provide information coficerning
any of your skills, abilities or aptitudes that relate to your ability to
~perform on the job. - List only those job-related skills that can be '
backed up with concrete evidénce such as grades, awards, promotions, and
t®st scores. Aptitudes are skills that a person has not yet used or
demonstrated, but is supposed to have or can learn very easily. Your
aptitudes or potential may be one of your biggest selling points, but
they are hard.to prove.  If you cannot provide evidence or indicators of
‘.your job-related skills, then perhaps you should omit this section.
However, this section is usually the section that most impresses
employers. Use your "JOB QUA IFICATIONS" worksheet in writing this

Section. ' ' )
JOB-RELATED §KILLS: .

Sales Abi\itY' ~Top sales (part-time) in current position

G Regional finalist in Junidr AcKievement - |

"Salesperson of the Year' competition i |4
: . . ~{
A average in distributive education courses’

.Comfunicafion Skills: Member of Central High Debate Club
s . B B in Speech I. Ve
Ability to Learn: Printipal's Honor Roll

.t Will graduate in top half of.class .
. (¢

| L//ﬂ\\\9/’N\"-"f“\\"/’\T*f;;\“"A\\i/;\‘~/’——"“\N.J/"—\\‘fr"—T‘—"\~— :

. past work e&periénqyaﬂ \Eo t limit yourself to paid jobs. Work experi-

+ endes also include ‘any stignificant positions in sthoo¥ organizations or

" clubs, volunteer or churc experiences,,and job training programs. Work
experience is notrmally the most critical section in "a personal data
sheet, 'but most employers won't expect recent high school leavers to "have
considerable work experience. TIf you don't have any related past work
ekperiences, you! co8ld omit this section.. Howeyer, it might be better

- 1ist qthera.significant work experiences where you did well 4 Doing

« this.will show ybu've fad some previous work experience yhere you have °
develppéd skills and good work habits which will parhaps apply also to/

. -

. 5. WORK EXPERIENGE. I this section, you should list your ref!ted
5:7

‘this jab. ¥ ) _ ¢ ) . N e
. ‘.. ’ n . . : - ’ -'\rr.
~In listing work experiences, start w your most}fecent or
present work experience and work back to your first s gnificant or

related work.experience. For each work experience, you should provide
‘the dates ofqugloyment, title of the position held, employer's or
+ ¢pmpany "s name and address, duties of the job, and any significant «

.

v ’
4
Y W) ) J . M Q
4 B . . : v




achievements. Be specific and brief’ii¥ffi5;ng this information.

Again, your '"JOB QUALIFICATIONS". worksheet i1l provide assistance in
‘writing this section. Py , ' v

’

WORK . EXPERIENCE : ' ) - : ¢

5/76 to 3/76 - p
- ' Posftion: Sales Clerk (full-time)
Empioyer: , “J. C. Perkins Departmert Store
_ 100 Deadwbod Mall (g
- ’ ) St. Pall, Minnesota 55998 .
Supervisdz; Raymond Caydin, Assistant Store Managey
\ Duties: Re;ail sales of clothing, home furnishings, #
-1 ) ¢ 4 landscape supplies, and statiomery products
* Achievements: . Letter of Commendation from stdre manager *
. LAY for dhtstanding wor& performance, top sales
of summer employees _

A"

9/75 to 5/76
o : fosit&gp;/ ) Vice-Presidént of Sales

~ v . .
-”Employer: Write-On Company (a Junior Achievement
Company) - e
-Supervisor: Gloria Wittam, Company Sponsor
Duties.: '."' N Door-to-door sales of cémpany made products,

“training of sales persaqnnel

Achievements: Organized one day Sales Expositipn which
prdduced over $500 in sales

.

4

6. EDUCATION. If you have very littl#& wark experience, you may be
able to substitute education for work experience-~if you did well in
school AND if the ‘job requirefme emphasize educational or scholastic
abilities. If you did not do well in school or Mf th job only requires
the very basic educational qualifications. (completion &f primary school)
you would give only the basic educational information: name and address
of highest level of school completed, graduation date (er expected date),
and a list of related-coursés (if any).. If you can’ substitute education
for work experience, you would expand this section. 1In this-case, you
could provide additional information such as your pverall average, grades
in.job related courses, and any scholastic achievements or awards. This

.
n -




example is prepared for th& situation where scholastic abilities Are.
somewhat important, the person's work experience and educational
qualifications are fairly good.

EDUCATION: . '

High School: . Central High School -
. . 500 - lst Street No.
» Micropolis, Minnesota 55989
Graduation Date: May 31, 1977
Special Courées:, . ’ Distributive Education T and II, Business,
Math T and II, Speegh I

y /

Achievements: Principal's, Honor Roll, elected Treasurer
o of D.E<C.A., perfect attendance record

Overall Average: B

-

« - 7. ACTIVITIES AND INTERESTS. Some persons don't treat this kind ',
of information as ‘a separate section but place it in other sections,
usually the PEﬁSONAL INFORMATION and EDUCATMION sections. While eften
appropriate, this approach may, encourage you to put in other non-essential
information which might hurt your chances of getting a Job'ﬂnterview or
offer. »' (

A

_ Employers are usually very 1 sted in the. hobbies, activities,
interests or organizations of a po ential employeé?because these may
affect your performance on the job or suggest work activities you will
enjoy. It is almost always to your benefit to list amy sports or organiza-
tions, especially those where you held offices or speg;a&~ﬁ051t10ns These
activities can suggest leadership potent1a1 physical f1tness, and your
ability .to get along g#nd work with others. Be careful in listing your
interestsr—they may help but alse may hurt your chances. If you must work
with people, avoid listing tod many "loner" activities.

ACTIVITIES AND INTERESTS:

[y
3

Organizations: Junior Achievement, D.E.C.A., Central
- A High Debate Club
Sports: Tennis, basketball, skiiﬁg

Interests: Play piano and sing, camping, C.B. radio
. *




v .0 . . ~ \ .
8. REFERENCES. 1In this section, you'will identify persons who'will

verify ‘'your qualifications and good character to employers. Before

13§§ing persons as references, be sure to ask their permission to list

t r names. Also be sure you can give their correct titles, work address

and telephone number. These persons may even-be willing to write a

"lg¢tter of reference/recommendation' which can be attachedto your personal

daga sheet. 1In listing the information on each reference, be sure to

iddatify the person’'s relationship to you. This tells the employer how

well this persdn Knows you and what credence to give this referente. I

your personal data sheet can be completed,on one page by not listing )

refererices, you may want to eliminate ligting references. TInstead, you

would write, "References available up equest." .
N\\,—\\4f'\\_,a"‘\-4"\\_,//~\\_:/"‘\\_/"‘;.af‘\\,—/:f-—,/”"\———~\./;‘ ’
REFERENCES; ' \“‘ . . g )

Mr. Raymond Cardin
’ Assistant Store- Manager
J. C. Perkins Department Store
" 100 Deadwood Mall T
St. Paul, MN 55998 -,
Telephone: 612-903-1100

*

L ” 'Relationship: Supervisor
- Ms, Gloria Wittam : B
rict Sales Manager w7 -
~ 2§ Corporatien ¢
) P.0. Box 79 ) .
) St. Pall, MN 55995 ] ‘
ol s _ Telephone: 612-881-3569 5 "
: . - ' Relationship: J. A. Sponsor
4 . - ‘ ’
. AN TQJ Mr. Charle
. Distributive)Education . Coordinator ‘

. : 500 - 1lst
: o . Micropolis,
N ) . Telepj®ne:
’ ‘ RelgXionship:
.
7

- .

’ Now that "you have received a point-by;point Hescription and
explanation of the information tg-be included in a personal data sheet,
you are ready to complete your gz;sonal data sheet. On the next page
is a list of steps and key points,to use in preparing your perSonal
data sheet.
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Steps . ]
3
1. Complete "JOB, SELECTION WORK- la.
* SHEET-2.3 - JOB QUALIFICATIONS” ’
and other preparations.
. SR ~
‘ [}
J -
1b.
, .
- .* 1d.
. T de
/( 2. Make\e draft copy. W, 2a.
A
\ . ‘
2b.
. ° . .
- 2c.
- 2d.
1
> 2e.
2f.
. .\‘
3.°. Get some persons to critique Ja.
! your draft copy.
Ve
’ > : 3b.
J
. -52-~
Q N .

. Review the purpos€es of a

™~

- Key Points
[

If you selected your job
through the methods recommended
in the MODULE 1, you haw
already completed this work-
sheet and are at least minimal-
ly qualiﬁied for this j
Review your werksheet and add

!

any new evidence of quaIifica—”.

tioniy

If you have not completed the
selectidon activities-
MODUEE 1, do so now. »

’.
personal data sheet.
Decide on a format or style.

* Review the given example and
the guidelines provided in
. this module.

‘For each sec&ion, starf
writing information from fhe
above worksheet.

Be precise and ‘brief. No

unnécessary words.

Use action or descriptive
words.

Spelifng must be perfect. Use

a dictionary.

B& consistent in your format:
margins, spacing, indention,
capitalizations, numbering.

This is,yg;rofirst draft.
uDan t exge$r~xt to. be your
final" copyy - e S e
“ oo A
Before show1ng your draft copy
‘to others, double check 1t
yourself and make any changes

necessary

Seek out persons who know you
well (and can be hopest with
you), ow somethiég about the
. job dgéired, and kndow Row to
+ prepdre a good resume or -
sonal data sheet.

.
’
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Stegs.
. / L
(Continued)  ( . . 3c.
. "
{
] ‘ \ 3d.
& . .
. ' .
N ’
- v ) .‘
% f//ﬁe‘
‘ - ('l
3f.
' 3g.
L] ’ ’
Modify draft copy. 4a.
4b.
Type the final copy. i . 5a.
e . g . ‘
~ 5
' : 5b
- Sc.
>
\ A}
!
L ~
~ £

. _53_

|
- Key Points

Give readers a’xerox copy of
your draft, so they &an note
suggested changes or corrections

directly on the copy.

Ask readers to look for unclear
or unnecessary informatipng
unconvincing qualification
evidence or indicator, spelling
errors, inconsistencies," poor
organization and ways'to
shorten it.

L

Tell readers be honest and
critical. They should feel
free to write on the draft

copy. .

\ -
Set up a time to meet and
discuss their reattions,
comments and suggestioms. |

Don't forget to thank the
readers--regardless of their
comments. ' o
Objectively evaluate the
temarks and suggestions of
the readers.

Make the necessary structural,
informational and grammatical
changes. Do not let your
"ego" or pride prevent you
from making needed revisions.

Your finished personal data
sheet must be typed. If you

. do not type, ask someone to

type it for you--EVEN IF IT
COSTS MONEY.

Be sure the typewriter used
is clean and is in good
condition. A new ribbon is.
best. :

Use 6nly high quality bond -
paper. White for the pro-
fessional look, colored for

the creative look. ~

o
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Steps ’ Key Poipts
w f
* 6. Proofread the final copy and 6a. Get orjiginal readers to pro5?t
: re—type);f necessary. read the final typed copy.

\ Don't rely only on the typist
and yourself

6b. One or two minor mistakes
'(misspelled words) can be
corrected, 1f done neatly.

6c. If there are other changes or

‘mistakes (elimination of
! certaxn items, chhnge in

structure, mapy ''typo's')

. the final copy should be re-

) typed. If you're paying for
the typing, agree on the needed
quality before the typing starts.

6d. Remember, g poorly prepared
personal dpta sheet is worse
than’ none! It will create a
bad first impression.

use a printing or offl-set
process or even a quality !‘
photo-copy process. Y .

7a. In making copies, yo{can

*. 7b. Check.in your local "Yellow
' Pages' under the headings of

-~ . "Copying and Duplicating
. Services,'" "Photo-Copying' and
' "Printing,'" for the locat ,
tions of the services closest )
' . to you. )
\ . . . .
. : ,-»’7c. Check the prices for the

different processes. Try to
get }he best quality for the
best price. The more

coples, the cheaper the rate.

2

7d. Examine the first copies for
blurs, smears, black marks,
et¢c. Change processes if
_— the quality is poor.

7e. Be sure to make enough copies.
A second run is usually much
more expensive than one run
with extra copies. Make at"
least 20 coples"J If you plan
‘ to use a malling campaigm, this
» minimum will need to be S
increased.

- , L4
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How Do I Use My Pe onal ﬁata ShEet?'
v ty Pers A

Once you have prepared your personal data sheet and have made copies
of Lt, your next task is to get your persénal data sheet into the hands -
of employers: and other’ persons who can help you locate job opportunitdes.

. You cdhi distribute your personal data sheet by personal delivery, or

mailing. Both approaches will be brie#dy™ explained. Primary” focus will be

given to the mailing approach because it is potentially a very useful
approach. Also, this method 1is not well understéod or even used by many
job seekers. ? , >

, B
The fi&ét approach personally delivering your personal data sheet,
i8 probably the most frequently used method of distributing personal data
sheets. This method 1is definitely the one to use in contacting those
persons you feel may be able to help y@u locate job opportunities.
Peérsonally giving these PEersors your pé%sonal data sheet allows you and
these persons an opportunity to discuss your situation and exchange
ihformation. These people may want you to elaborate on your qualifica-
tions, limitations, important needs, and what you expect '‘from: them.
This approach will provide you w1th\more detailed information»on job - -
opportunities than other approaches) however, it also require’s more time
on yoyr part than needed for other approaches, ‘ -

Many people present their personal data sheets to employérs during
the actual application process.- This will impress the employers and, if -
you're Jlucky, your personal data sheet can even be substituted for the
applitation form." This method of distributing a personal data sheet to
employers works, but what about the employers'you don't get around to g

contacting? Slnce you obviously can't knoek on gvery employer's door, will.

you just write off these employers and their possible job opportunities?
Hopefully not, if you really want the bedt possible job.

The solution to the dilemma above 1is using the second approach,
mailing. Malllqg a personal data sheet with a cover-letter to ekxplafn
why you ’are sendlng it is clearly an idéal method'of contacting employers
about job opportunities. In thﬁLiong run, a mailing ,campaign can save
both you and employers time, effo¥t and expense. Many people feel a mail
campaign is strictly for executives and profess1ona‘! -Why do you think ’
these: people use this approach? Because it works! Mailing does require
some addltlonal work and planning on your part, but it is well worth the
effort. This extra work can_actually save you money (less gas or bus
fare spent on visiting the wrong employers).and can give you much more
freedom and flexibility in your job search _ e
In mailing your ‘personal data sheet to employers, there are some
cr1tica§ pdlnts you should keep in mind. The first point to consider is
the' scheduling or timing of your mailing campaign. Your personal data
sheet. should be mailed out at least one month before you need to‘start
working. If you don't glve yourself this month, you may not have time to

" folow up ongall of your mailings. This lead time is especlally important
"1f you indieated in yoyr cover lgtters that you would wait for employers

.to contact¥you. The hig advantage of mailing is the flexibility it wilj}~"
give you in searching for a jpb. By magllng out your personal data sheet

[y
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before you dctyally start searching, you can check oyt various 4ources of
jop opportunities whikes you are waiting fo( employer responses or before,
you start following up on your mailing.

Another key point in mailing is developing a sufficiently large
list of employers tqo whom you will mail your Personal data sheets. Ydur
listing does not have to include every employer in town, but should include
more than the two or three employers you may already know Remember, the
fewer employers you originally contgct, the fewer job intérviews or offers
you can possibly receive. Since there 1s no Ruarantee that any of the
contacted employers will have any job openingS at the time you contact
them, we recommend that you mail youtr personal data sheet to ‘at legst
ten employers. If unusual circuhstances exist in your case (yowr job
quallfications are limited,, many people are looking for the same job),
you will want to mail out personal data sHeets to ﬁbre_than ten employers,
perhaps twenty-five employers »

Mailing to at. least ten employers will help insure your chances of
receiving more than ome job interview or offer. Not all employers
respondigg to your personal data sheet will ask that you visit them. Some
will politely respond that there are no current op nings and that you will
be contacted should any openings occur. \ You could assume that employers
not responding are not interested; however, a quick: follow-up phone call
may prove this assumption wrong. They may simply have filed your personal
data sheet. “ 2 ’

A final point to consider in mailing (or any type of employer contact)
is identifying the best person in each company to_xeceive your personal
date sheet. " Too often people send their person data sheets to no one
in Earticular, but rather just put "ATTN: Pers¢nnel" on fhe envelope and
address. the cover letter as ''To Whom It May Con Irn" Yol can't expect
the same specilal consideration from a personnel worker that ygu might be
able to.get from a person who is responsible for the job you are seeking

‘and who doesn't normally receive ''letters of application" frqm job seekers.

Supervisors, managers and even top executives may be very impre§sed by your
initiative and even flattered that you chose to contact them. 'So, we
recommend that you try to find out who the beSt contact person is for,
each of your listed companies or employers.
There are many ways of identifying %ho your best employer contacts
will be. 'The people help1ng you "locate job opportunities will probably

be able to suggest appropriate contact personS, and may even be willing to
arrange for you to meet with these persons to discuss employment .
possibilities. In this case yoy must decide whether to first: mail a
personal data sheet or just bring one to the meeting.

'

v

L

. Another way to 1dent1£y‘these gontaet pers nsfls to telephone the
company and ask for the name of the person whd 4s in charge of.the job
area ybu want. The Teeeptlonlst or telepho{ perator may try to tgansfer
you to the personnel department. If you are transferred to personnel,
re-state your question. Be prepared to be told that you should apply
strictly with their department. Be polite, but’ firm. Maybe you can send

2
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your personal data shéEt to both the personnel department qu the person
in charge of your job area. However, 1f the personnel department 1is hot
cooperative, just mail your personal data sheet tq them. They may not
givq you special consideration, but they will consider yoy and d? so fairly.

wooo. '

A final method for identifying employer contacts 1is using business
directories/Iistings at your public library. These directories will be .
especially helpful 1if you are interested in the larger companies or if you
want. to send your personal data sheet to the top executives: Some people

+ think sending one's personal data shegt. to the company presidedt is the - ' -
) only way’to go. These directories usually list the top company officers,
*  thelr titles, branch office ocations and telephone numberé, and a brief
descriptiog of the company's products or serQices.. You could consult with
the librarian in selecting the most useful .directories for® your purposes. \

~

- How Do I Prepare A Cover Letter For My Personal Data Sheet?

When mailing out yéﬁr personal data sheet to employers, you cannot
send 1t out without, some explanation. What would you do 1if you received yﬁ
someone's personal data sheet without any explanations? So would an
employer. Cover letters must tell the readers who you are and why they
are receiving your personal data sheet.

Two examples of cover letters are provided on the next two pages.
The first ™ver letter (block style) uses a very assertive approach, while
the second example (indented style) uses a modest appkgach. Presently,
the block style is most frequently used in business. Some employers are ,
not impressed with the assertive approach. However, this approach is still

afpropriate for many employers and certain kinds of jobs. -
. . . . N
' A cover letter i§ a brief business *letter which has three primary

goals. It pust get the reader's attention and develop interest in you. It
must introduce your personal data sheet. Finally, it requests.a job
interview. These three goals are usually®written in three separate
paragraphs, each conéisting of no more than three or four sentences.

g Your cover letter must create intérest. The first two sentences should
make the reader want to read further. Frequently, these sentences are - o
used to present one's qualifications and state the job desired. These
sentences should point out your potential value to the'company without
appearing conceited ‘and should also contain the company's name. Two .
examples of possible first paragraphs are: : .

"Controlling shoplifting is a vital conc%ap in all re- ’ v
,tailers including Watts. Use my unusual expenlences and talents
to decrease your losses and increase your proflits."’ o

NG ) ‘ or _ .
"Eff.|iggglﬁcareer-minded secretaries are increasingly - .
hard go . find. f% enjoy seeretarial work and my recent completién. ///,/

of- "Model Office" progpam at St. Pall High School qualifies
me for. the available secretarial position at Huberts."

¢ - . “t
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Example 1. (Block Style/Asgertive Ap&roach)

1832 Finley Avenue
Micropolis, Minnesota 55999
. Aptril 1, 1977

Ms. Jan Buck ’

Sales Manager

Davis and Frazier ‘

440 Crystal ‘Avenue '

St. Paul, Minnesota 55105

Dear Ms. Buck:

Wauld you 11ke to increase sales volume and prof1ts7 Put my sales
experience and abilities to work for Davis and Frazier by taking on
a young, ambitious person ready and: able to sell your products.

The enclosed personal data sheet presents my quallflcatlonsqln
detail.

I will call within the week to schedule an interview appointment.

Yours truly, - ' .

s : '

, ;o p
\-‘ L .
“Jo D. Johnson

=

*Enclosure -
2
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Example 2 (Indented Style/Modest Approach) <

. ' : P /
A~ : e )
1} . [4
. ‘;' . . ) i -
3 . » 1832 Finley Avenue . -
‘ Micropolis, Mihnesota 55999
(" April 1, 1977

" Mr. Robert Powers " . \-//// B /
Sales Manager : B . <
Reynolds and Company r \\. g
7831 Fifth Abenue N.E. o - '
Minneapolis,. Minnesaota po430 {

Dear Mr. Powers: ’ R S -

) A

Presentlx, I am looking for a career in sales and Reynolds and

Company was recommended td me as a growing company with many - oppor-

tunities for persons willing to work.

As sﬂg?n in my attached personal data sheet, my experience "in
sales is quite extensive compared with moét persons my age. .

: I would appreciate:an interview ar your earliest convenlence
‘ and will await your reply. My telephone number is (612) 901-2777.

. ] a ) >

’

C .. T Slncerely,

B

-

v . Jo D» Johnson

Enclosure : . ’
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d 1ntroduce your personal data gheet and

. Your second paragraph'sho
hopefully stimulate the person t d it. For\3xamp1e, you could i
write, ' .

. ; . ~— .

t which outlines . 9
v '

dr

”As you can see”en my attached per} onal /data sheet, I
~ haye had a large amount "of part-time and\ summer employment’
‘as a stock clerk."

After you have been working for a few years, your quali ?ons will have
increased and likewise, the lenggh of your perspnal ta sheet. Whe
—person's personal data sheet petk larger than two pages, this parag h
in the cover letter can be expanded - to summarizeg or, h1g light its,

contents

~ When requesting an interview in the th1rd paragraph you may either”
leave the ¢ heduling of the 1Hterv1ewment1rely up to the conrvenience of » -
the employer ang,walt for a response or you can indicate that you will
telephone withif the ‘next few days to arrange for an interview at a *

. mutually convenient time. For example, you could write, -
would appreciate an interView at your earliest
. convef{ience and will await your reply concerning a
, convenient time and'ﬂate " . « /;
* ' ‘Or v, : .
- ' \
will be happy to discuss my qualifications w1th you and
will telephone for an appointment w1th1n the next few days "
The second approach is generally recommended fod most persons because it 1s
positive and also you don't have to @ﬁ&t for a response ‘which may neter
» come, ! . ' : : &

- ‘
, This disyussion of preparing a cover letter relates spec1f1cally to
_the situation where you are mailing out your personal data sheet to .
employers tn order to identify job opportun1t1es You are ma1llng out
your personal data sheet unsolicited. Another s1tuat10n where a ‘cover
letter is prepared is when you are responding to- ‘a job opening notice or
advertisement requesting a mailed persona® data sheet. A cover letter
in-this Sltuatlon, where the personal data sheet is sol1c1ted may be,
different than the oné discusded above, depending on the spec1f
Lnstruct1ons given in the advertisement. You may be 1nstructeda§
- . discuss your,qualifications "in light of any weaknesses or deficiencies.
Also, you wifll probably be teld the exact job title.of the position, i
duties and requirements, and where and %o whom your personal data 2
should Be sent. It ?s crucial that you respond 1mmed1ately" and

and completely fovllow any listed instructipns.

o (\ ':607 " / ” . *
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The process Qf writing ‘a cover letter is easy compared to'that of

prepafing a persojal,data sheet. Pengons familiar with business ‘English

»# or who'd regular busdneé%.correépqnd nce can.help-you write this letter.

> Once yod have decided on the best stylk and apprgach for you, you can use

the same basic form for“all of your -letters.: You could even use the same
Rasic letter, just inserting the cofipanypames where approp%iate.

Most of the steps and key poigts used in writing yoar personal data .

sheet can be used here. Write a draft cover letter in pencil and have it

read by someone who can judge its: content'. organization, leppoth and

sell 1y i owling @ TR T Tpe gt
Cove . L et an opd ol gl €pla it who g ]
S yaul pedec i weva tleett., If Yot anshinp ts i vare average .
- write theso elterd rather thar (v{:1g but neatress is essentd
. , - S

i Befcre mailing, remember t¢ sign your name tc eMdeh original

8ure to keep a copy of each letter sent for your own persomal, rgc |
Attach your personal data sheet behind the cover letter with a~pa |
Use white, legal, size envelopes for your mailing. The addressing o/ t
envelopes should be as neat (typed) as the letter and irsonal data

sheet., The address on the envelope should be identical @to the insid:
address. Lastly, be sure your -return address and corrécfpoStage is on
all envelopes. - . . " . <

/. '

—r
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Aruitoxt provided by Eic:

MODULE 3

SERRCHING F&OR JOB OPPORTUNITIES
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What Arg;My‘Best'Soprqes 0f Job Opportuﬁities And Hdw Should I Use Yhem?

It's not, always the smartest. approach to immediately start telephoning
or knocking on the doers.of employers looking fpr ,job- opportunities, Even-
tually this method of job segrching will lead fg job offers, but how many
Headends will you have to fdce b‘tore you finally get your first job offer?
Probably quite a few, unlesé you have quaiSficétions employers cannot refuse.

’

. N ’ . .
To reduce the number of deadends, the are a number of available sources

. . . BT U set wena #a lanata inh Aannartunities. Most
an bl
It mln:r:»nl.)fluzlqlﬁh;
51 nze bz Les Anron gkl
1 opor awbe:les S:houe aied

4

awloyers, school scalf, furkpdy,

1 i and casual acquaintances. WMH:
' ’ L
Caoso s EBag . =&, your scheol and counseling/p -
oot oldl e, p . nmenl ageuncles, civil service '
. fho=y, Lubli , i 1om halls. . '
. Lo k3. Nowspapes CHol v}, tiade/industiy wag.awlues or
.l newslelte. u, (el prone "Yellow Pages,'l;business
divectories, o o . bulletin boards, window disPIays.

ol wheoe tawy Saaiowa b ) | Jpvigunlitiess the tlve sources most
i1 ,eendly used by jub seewer . bhe @escribed. For each, advautages
and disadvantages will be lisiad ou rucummedﬂhuluus will be given&un how
Lo use this sourte. Tug dive priuely sources are: T

L 4
I befeuds, v ot d vw o Aacd wihers
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This source of job opportunities is your own personal gold mine; one
that no other person has accessg to. These pqople can tell you about job
opportunities that hdve not yet been listed with.any other_sources’ (''Help
Wanted" ads, winflow displays, placement.- agencies or servic Through -
these people, you can even learn of Job oppogtunities that are still de- .
veloping on papér or in an employer s h +For thHese reasons, many job .
seekers use this source as their prlmary dource of job opportunlties-
Studies on the JOb search show thls source of *job opportunities to be the =~
most productave of all sources. Mo&t of the people’ who used a variety of

job opportunitv sources indicated that thev obtained their nresent inh

W
oo kL !
Ll’ W ‘,j: . ' 1‘

. I "lz [\‘ ﬁ

Eewore 1 o 0 by T R
p ST | Pyl l‘“(hl
nowhere. ‘ | |
. , ‘ W |

A;xC}thl probila Co Xl [ RABE 2 f%H ‘\ | [Ar{
They may hnou ¢f jcly | now e | nok enhp FaFVOGHW7ﬁJHﬂPd
try o persuade ypi. . o0 | xK tl I ! p Yy aaﬂ to bie persy ﬁmepiby
friends who really w ul by d, sumé L hiag you. The fact tgat a job is

ideal for your frium , (o¢ n' e nean .fhe ﬁ;will be ;deal or even good fou
you. Don't throw out >cu§ o1 iginal jot sylection just’ beL?use someone is'
offering a "good deal." : -

~ o’

e '
lu contacttng thews poople, Lo B\Jr! to giv:: thew coples uik yous ‘
pun.nal data sheegd. ) Immeiidéely f.llow up on ahy coucrete Aegqg Liy Lk
twice bgrorg . hecking vut /loug shots ) Bewqyp'r, $h¢rg Aare oLhex pource
you cdn use ) ’ . [
. v
Minn.s o Lynge by eIt anVl\mu Lhe Minpesul a Lup loymant ﬂhlv‘kvd (i H 9‘4
—=fles Lankt fu MEREL SuA VAL e Lo

was a wide vir.ety of job services |, ailuble, at n. cest, to 411 job sggkﬁpﬁ

and ewmpluycts ta Lhe otat M.E.S has branch orfi.eu Lnxoushout the state,.
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Examine your qualifjcations objectively and consider the availability
of "the job. Based on the conclusions you draw, set your target number of
» . job.-offers to be obtained before accepting or reJectlng any acceptable job -
offer. When-receiving a job offer before you reach your target number, you
should request the employer to give you time to detide (and to get the
remaining number of job offers). You should start plann1ng how you will
recetve all ioh offers in a short period of time, ggnerally one week, One

rea wrs sl paine e oo
. you showld be abile o sewda
ro leghoot: S0 al leasit meo )
1o . I l T
4
S il ffeis, don't feel ashamed, mo 11
Ca gon ull . 1. igh unemployment when there ar
ot . Jol e da b ised with yourself that you
vegh abiy ta oo Ly zrsous, especially those witho
ju -}.ccki..l‘; MRS » 5¢ 1 re thelr. job ghoices.
cabog, i mul cotimdte when you need .to start
b LU on o 1 ) wili ,give to-your job searchlr, The
YRS T R B FR Ple. luiw’you go dbout searchiug and the suc.ucss

cearch. with 11 ¢le 1w (.me to search, you will feel "pressured
L(‘) take duy jul.. utbe ol ‘

{
o U T T . : a4 vively oearch Lur Job uppultuultluu
‘. v lwie o b 4 o) Joe o we o f asearching befure yoeu rind thé job
yo e by a b v oo 0 de huudLed hou.s of Searching Ly wUrklng

Feowoosunad coto s tow til o ol otfer appears, your plan may ba.kfire.
By u dug Loo La.d you il ) e caiaust ,ourself physically, meutally aud
e Livnaly You. thychies s o bu seean wc cmploycl:s as laziness or . bad

atcdtude o dpac ity enbhiaue Tow vl affect’ the Quality of your thiuking
aid dec b o wakang Lu ocdes L 1.oond belng exhausted. you prabably shoul.i
plv, yonrzol  at dea a wentl U g lote your job search. By giving .
your elf e b lwe . o whll Lo uble to lhlnk Cléul:” Whi t¢ You are -
seatc by, and u C Jus s e b an bealay veying to beat your work deadllnc
angd any wooedboges A. o Jue L, ub Lpportundties N.ill emerge eévery -day '
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‘ieed. to make.
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']

Onlx you can, estimate the target number,of employer contacts you will

were recommended ,as a minimum number.
all other employer centact methods.

minimum émployer cohntacts will be your decision.

In discussing a ma111ng campaign, ten employer mailings

This recommendation also applies to
How far you go beyqnd these ten
Teyhaps, even more ;

important that your actual target’ number of employer coentacdts, is the

‘fact that you have identified a minimum %wmber of employer contacts and

will,phopefully, commit vourself to makine thece rontacta

y .
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cofdversation, you may want to ask: By son it he/she wduld like you to \
mail your personal data sheet prior the' interview, This shows the
person that you have prepired a personal data sheet and that you are a serlous
job seeker who knows what you know. v .
! P )
Regardless of which Lontdgu method you use, wou ébbuld consider which
employgrs you want to contact first, Do vyou dhnt tu)bgb éf er the best job .
. T I Ve B A o t‘hn ansuer’
'
1, f
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How Do | Prepare To Mect An Employer? G
. & . : . ’
While scarchime for job of Fer, vour | {Tst face to face contact
with an employer or emplover rcprésvntutl&v may -ococur when you go
directly to the businesyg looking for posaihle Job opportunities.
oo may occur safter you have. determined that ‘the employer has h
vacancy.. You may bo responding to an udvvrtlsemcptfwlth ‘1 pergonal -
vialt or yau may be follnwlnvfthrodgh on a job referpal, a previous
te lephone ¥411 or letter. -I@n'ny case, the person you meet will fotm
.an opitlon about you by evaluating your appearance, the appearance of
. your personal data sheet and apptication form, your .responses to
questions, and your questions about the job. This first. face to face

5.

It
job

contact will-¢ertalnly affert vour chanceg of getting a job Wfer. . ' )
' Preparatfon 1s essential. « o ‘ Y
~ o Preparat ion tor a Uhagt fng with an-eaptflyer i's pleally more
difficult if you are’ sigiply out looking for=Nb oppoértunities. You. .
“  will have less timg,’ﬂﬁ“nnyﬂ tgtearn about the employer or the
business.  You may even INGIIGIY s .- 43 propbnrv’?", sinde mdst employers won't .
have. any*jobg. You,smaﬂld'p” huecause favorably impressed employers
* may remember you. [Evef thaugh Wipdovers cah't offer you a job at a
+ .pagticular time, they may -cd1 1" you whien” their next job opening occurs. .
T We strongly recommend tha all sjob  seekers prepare for their first, .
W,
 epghoyer contact. The steds ™elow oMeline preparation activities you
e SN complete. ' - : o : . ‘
L LW N, v . .
R ET Vg : Py ‘ . 7
IR X “ - : . ‘ o . “ ot
e e Nyt Styps Key Points
s, VoL e -
N - about thv'tmmloyvr oo la. What-does the basiness produceé
. . Y u
« o Leompany)-dfrom fricends, private or do?° o .
- smp Loyment agencies, placemert PR v
CIp oyt %ﬁntlt R L 1b. How large i& it?
. services, business diregtories, i L.
L newspaper Tartic les, and - lc. 1Is the company growing?
¥ . -
., somparniy annual r rest ' - A A
4 company aniy 2.?‘- 3 1d. Where. will yBu werk? -
; gy 7 N ' 2 . : ¢ . S
PR L oo le. Are the“company's products and
. 5 R /" . services going to continue to
e T ';, ' be in- demand? . o
[N 4 ~ = i
. » . B 4] , , .
; - VA e 1T. ~The interviewer expects you to
fe - ' ~ ggow;somerinformation as Y
P . ) . ) idence of,interest, '
-"\.; . B . N . . N ‘n . E - * -
) 2. Prepare to, answer questions - ® * 2a. Reviewsyour personal data
S Cvou/may be askedy . ’ ' . sheet. 4 ' ,‘:
L. . , . 4 . . H Y . - - . . .
S \'@ . » 2b. Study the "'Questions Commonly
LN < X . Asked Potdntial Emgployees'.
. » » N w o . -~
. - ) - 2¢. TDdvelop~your responses to theseé
;o - ‘r . typical interyiew questions.
q{ - ’ Bl TPARED, NOT SURPRTISED.
L, - - . ”, . P
‘ 43 . . AN , v “ LI Y
. . v . . . X . T R
Y ; R T "y T
. .. - "", . .’ Lot - ) ‘ Iy o - ) --‘ .
. - i . . -y L A N
oo ~, 1 Fa . 2 .
v . ?_ 3 , :—76—‘ ‘.:n. N -~
' . - . N
- . e . \ .
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Steps ‘ ‘ Key Points ’

2. (Continued) ) > . 2d. Open ehded _questions are

! . freqyently asked Just to give

T - C you an Bpportunitv to express

& . - ) yourself. This is a cha
“for you to indicate your

> . . p w . . -
© viij ability to think quickly.

,igmployees R

»

'"i‘ . [

Quest {on i RgsEonse_AEEroath"
' "Tell me about vourself?" E ' Pregént thf information about your-
o L v ' ?fgﬂ which is related to the job, you

’ I are seeking. Review your perSOual

data’ sheet.

13

"Why do you want this job?" o " Explain why you can do this ob R
. L SER
‘ ' why you like this work and whar - oo
you hope to accomplish,.

’ A Y . . v . -
K . 5‘ N .
"What can I do for vou?" .~ TelPk thé interviewer you are applying
- ? K ' for a certain joh, yquw want to i
, ‘ * present your qualific tlons and -
: L - answer any questions about yourself
: . v . . '
"What do you want to be dolng Hopefully, ypu.know wQ r you want
~vfive years from now?" ' _to be doing. Abllity plam p
. - Cos . ﬁ}ahead is important. Haylng goals is
. . o
: ‘ ’ . -'. a desirable quality.
- w2 *\'
~ x v v - ;
MWhat Jdovou think abougt t he, .é 1. "Be hones but do notego into
, economic situation?" and ' , detail. ' The- persgn s%
related political questions. ; . asking these.. quest o ind -

. . s out if you have extigfy vi€us - N
7 . i which might affec r performance ,
o : . of the job. .

~“y o oM, B . - [ . ‘ ) . LY
) B , S - 2. Remember you are entitled to 4
-A ’ , v -7 <your opinion. .
. £ . ' . : )
P oo o 3 “Ask the int& iewer's opinion: ‘9
‘ . i . ﬂ ‘
"What tvpo of person was vnur " ‘%o not make crude, sllghtlng
formbr omplovc or teacher?" '\i + remarks about th person. o,
, . &% S . 2. Be as posi P .as” possible, ,but
# - A4 ~ . . . ‘ 3
) Yo ‘ - . honest... ' s :
L Tt o ' o 3. Blamlng\pro ems on others gan
.- . , o . . L be a habif o A
) : < L. ' N o o

S ‘ v ‘ .

-3 <

. . d\ EN F) . .

' . i 5

. “_g‘:-', o e . ' "(;’ ‘ ) v Y

- R A . it i - >
' \ N ~ =7 7= * .
o » ‘ \ . v .
‘ ; ~ bl
Q - ‘as.
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’ Qgestion ’ Response Approach :
o A e g
"What job do you want?" Indicate a “job or job area ] T ' ' i

prufvronvo carly In the int’ rviow

)
.

1. Digcuss or consdder thg
locat fon?" . .“, ) . possibility before interviewing. <

Y

v Y - t2, Ohtadn information about the '
l St L Ty : possible locations.

. s 3. .Consult with family if necessg;y,'

U L 4. Respond appropriately or if-
o N necessary ask for time to consider.
4 ‘ ' ™ -T’\a ' .
-"what salary will you. accept?hy . I. Do not wespond immediately with !
L or "Will §__ be a ® . a dollar amount/or, a yes or no.

ssatisfact tarting s&lary?" ,
matistac nry star g s ar: ’ * Hedge your response with

questions concerning: _

g a. Benefits--vacation, insurance,

. : : etc. . .
b. Pay increase scheduleq or

_ * union contract statements.
¢. Advancements, etc.

o

3. If the person pursues the salary )
¢ . issue, respond based upon
standard salary for the job ‘
and your salary needs. You
. . R o should have a reasonable
' ' 4 ' g ' " . estimate of g salary desired.

' ' o o ‘ 4. Maintain a bargaining position.
) ’ Do not accept the first off
) ~ 1f it ds reasonéfle to expect
. ' . more pay. ‘
f "
S'Why did vou leave vour last - P IndlcadE why ~u left the job:
job2" ] . o for example & look for a better
T R * jgb, to go ‘back to .school, laid' ]
off or fired.. Bé honest, but -
do not go into detail. '

- : T s 2. 1f laid off--explain the ‘.
. ' ' . ”qltuatLon work cut back, \" T
. o . v _ e others 1aid off, can return. .

»
4 -

, N . = 3. If f1red~¥%xpla1n what happened: |
e ' IR $ ", #.you mlqgndersgood your role,
’ . you made. a mistake. .1f you

PRV .o : . expect a former ewployer will °

: | - ' ;” give you an unfalr retommendation,

r o .+ . . explain your po‘51tion and B o ‘

o v . recommend, a reference who widl
verlf‘y it. . @’

. - - D ‘ . -
§ : . . ' « ‘o ~ . - ¥
« o ) * o btz h ' - DT . .

Q o ' | -

ErlC , . e
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« Question : "+ Response Approach ¥

’ T
“ o v

."When can you g()vmtwrk?" : ' I+ Be frank and flextble. Allow '
) ' o , yourself time tdé seek-and/oxr .
- . . AP .consider qther jobs. '
] . 1
’ 2. If vyou muet g,ive notice to a
' - " current emp]oy or-are
i , . ‘ B completing school, explain yout
, » ‘ sityation. : e
. -« 3. Perhaps, you can start worklng ..
o : ) papt-time.
) 12
Other questions vou mav be asked: ] ,
Evidence of Interests Other Than @gﬁ_ P . -
. ‘ . ) " , e M '
Do you like to- travel? 4' o . A}
How ‘do vou usuallv spend Sundavs?
Do you participate in sports?  Observe? e
What types of literature do you read? - L ' o
How do vou spend vour. s'pflro time?” (hoﬁ()i(*'s) L ) T

What hl;,h school subjects did you 1ikes best.? (lens/t‘) Why?
wmt e\ctr‘apurrlrulgr office have you h;\d" : :

‘ - . - .D R

Evidence' of Interest :i_n This Job or. ()(‘(‘upatlon : v v

When (lqd you decide to 100L\ for this tvpe of work? . .

How do you planita become a be ttcr employee?" o o

Do you hlvv apy training for this job? s S

Why- did vou take vocational classes? L .

What characteristics are needed to be successful in this q:? i t

-What will this job do for vou? . ' \ '

What jobg have vou enjoved most? A - ‘ «
L4 . . . .

wﬁ’fl(_.Rf_‘_l_’&‘_t.'}E,d Vilde$ -and Attitudes .‘ ' s

A

ERIC
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How much mone¥ do vou h()pc to catn Jt"'rlj_,(‘ 307

What (letormlms 4 person's pro;,n-ss In a good company?

Can vou (.lkv instructions/ci'iticism wathout feeling upsct?
~

'»-_.How long do vou expect to work? : ‘

atare the dLbﬂdVlntng% (1dvanfngos) of your chosen field?.
DA vou think that grades should be considered by employers? Why or why not?
What have you done wh1<h shows 1n1tlnt1ve and, willingness to work?

Will you wOrk overtime? ' i ' . _ )
What tvpe of people do vou flnd Jdt:difficult to‘ork with? .
Do you prefer to work alone? . : ® ) .

What woul(l an ideal supetrvisor do?

at do vou do ¥o keep phV%l(IILV fit? . Lo
Do, vou 1iké rogular«work hmn'c." ' .- ~/ !

‘ ‘ )
- 2 S ® oo

e N - . - :

- s H . * °
- . - * " »w . v
A, . ’ . = C L y v L, - *
v *b > \ ;’- ’ - d e,



Pegsonal Questions .

e

Note: Some, if not all, of the questions listed here may be technteally

illegal sincdf they probably aré not directly related to the job you are

‘trying to obtaln. You may wish to consider them as though they are ’
“simply asked-to encourage the development of an informal atmgsphere. If

they appear to be asked as the basis for gelection of employegs, you .

need tp consider: (1) whether or not your answers wilk help or hurt : .
- your chances of getting the job offer, (2) the risks in 'answering the

questions and then asking tht person how this informatidn- relates to

the job, (3) the risks you take by not- answering the .questions or by .,

partially answering them, and (4) the moral dilemmds creatgd by proViding"
answers to .illegal questions in order to.get a job. Rather than answerjng
questions untruthfully, contact the Minnesota“Department of Huma®Rights )
Lf Wu:?nmpect,1llega1’discriminationf ’ : oo :
: L o
Aré you married? . 4/' e . - .
Do you have a boy/girl friend? - -1, * S
What are your parents ocrupaﬁgons? v -
Did you have a happy home. 1ife? ~ : C L
. Who are your bdst friends? . , ’ . - Voo . ! Q
Do you own any ldife insurance? ‘ R . . : .
_ Have you saved any money? P . . ' .
. Do you have any debts? ‘ . o J - S
' How old were you when you became stlf-supporting? - : ~ ;-
what is your major weakness? ) . "
WTT% you fight to get ahead? : - L o %

.. How often do you.enﬂertain friends? o . N _

. * To what extend do-you use liquor or drugs? 'l ot . j “
!+ "Have, you ever begm arrested? . - e , .
ST ot . T T L &L

. T stepy f\/\' ’ " Key Points TR

- - N . M . , . ) Ce . .
+3. Develop a list of questions . 1a. " These questions, when answered,’
K?bg nced answered aboutﬂ'm{ . - will help you decide'whethgé e
'ﬁz‘;?%' - " S . fo accept or reject a, job offer.
AR LI . .. - . Capchis job meet ygur _
b S . . . ¢ impdrtant job needs? Review
- ' e ) g ‘«<{' ~» «ydur idportant job needs.
¢ N . :
' ' . ﬁ%’?‘?’" . 3cn Ygllr"qués,tions ‘should.not'

S : . ‘ offend thes interviewey. See

St co ' ’ i ~ "Example Questions You Want
* 1"
. . Answered' . v

‘ . Fxample Questions You Want Agswered _ !
* ' s . - o -

s Will I’hnve,an,}mmeaiate supervisor?: What is my supervisor's positionytitle?. JL

‘ Wiiy_ be supervising other persons? Howmmany? (This question probably
i11- dot besappropr¥fite for entry level Tobs.)" . ot ¢ y
il}mfin?vbrking individually or as‘erz,o?gn team? With whom will T°

ny 'worliing? : : T, ) . ' _ .

. o ] N O . .

v'f L. " . . . i _ 1 ' . ' " : ‘“,
I . - e p'“ . —80- | ‘/ - “ ‘ . '
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Where willv]

be working? (Tt the buslnt'g‘w has multipte hull(lln;,s .0
locations, this Lfgumn appropriate question.) - - )
Wlll T hnve different tasks to pnrform"’ .
Y
Will T bd working in one offtve/plant area or WLII I be moving about in
the work area?
Will T be asked to make decisions on my own? - . N
) How are people selected:for promotion ot advancement?  How long have
most of vour (job title) been with vour firm?
Will T have the opportunitv to make sug;,ostlons about work procedures’ or
participate in problem solving activities i
What huuru w?l] I he \\'\\1'1\‘1'{)‘1{" How™do «hitts rotate? Fringe benofirg? Wages?
. Steps “Key Points ? ; '
, 2tep: . ey I ‘
! A ' ; - . ™ - . Y
b h., Anticipate mterial you™mayv 4a. Pen (writes neatly, full of ~
need.  Secure it, and takdv g, - ink) and sharp., pem:ll with
it with vou. Kecep it outfs. s eraser, - _ , )‘
»f sight during the T : )
| B BOEN 4b.  Note paper% u‘sual-l'y Io‘r notes
- mterview . -l .
p . ‘after the-interview. ' .
*. ~ &e.  Social security ‘ard/numbefi‘ L il
'Y ¢ ot ) g o L ‘
o 4d.. Birth certlﬁlcnto or oi‘}h{i
M ) proof of age.
4 . N . gt
vo. 4be. Military revords, if ap-pllcab\le
T ¢
4f. ' Licenses, union cards (where
. s , . (necassarv). . tt .,
" N -
- . bg. mefe rral cardu‘ From g‘mplov—
- oo o /pl fcey If ° ‘
& (\nt p ncement serv ce I
. reforred .
. . . ° "V{f. i
W # 4h. Coples of vour ps-r‘?onal*'dnta
. , sheet. - )
" . < g -
: : . “4i. Letters of recommendation, if o
- . © vou have’ any. ‘ o W
. - < -
. . ’ - s
, oo Prepare vouarself phvsicallvy S5a Fmployces r(fprqsent the business. i
")‘[_J"@ . T ) Do not cau,g.m-the j,n,tor,_v1ewer .
oA ' . . , - to be, .rcmcerned aba,ut Ypur:® . ¢ i
' c T R B ' ‘ groomln@an’d d’ress. ‘/’Your - -
M L % X appearance 1s thsd leS't factor ot
L : . BN 4 . the . Lntervj,ewer: Feacts, tQu ;,‘~sf’;;-~;,.,.-_,. .
) . . Make#t a, poéltlv% reéaction!
A, Use a grooming-chevklist. AL Cle:m and trlm flnge‘&'lall‘:
e - 4 ;o . . i
. HOPEFULLY, this list of &
: , STy e w o A2. Take-a ba%‘h"/shower, que deodorant
S _activities is part of.
8 .7 vour regular g!’onang AL Prbpnro ha‘ "."” a .
o A : N
. 73 . - ro tine. . ; ~ I NN
9' . . ‘4 . S AZ‘ Shavo. . Con .. L T ,,‘5'
L T ! .~
. . . T - ‘ , e . .
¢ N T RNt
. . . : £ - , .
RS . .o e - D %S
. . . »® - . ) . e Th
L N . A _—81- s . :
. ' : L ., . o ..
\)‘ N ’ ,-l. ) - N o . N
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I

Steps , ‘ﬁ . Key Points,
SA. (Continued) ) ) AS5. Brush teeth, check breath. ’ .
: . A6. Avoid excessive make-up,
. . (‘.olgp,ne,' etc. | ‘
~ . B. Selectiproper clothing. ~ . ° Bl1. Dress a little better, than -
t, o . others do while working at ?
. . - “
- ~ 4 the job you are seeking. Few .
people overdress. .
- o B2. Clothes *should be clean and ~
5 , k not wrinkled, not t‘ flashy.
. P * . .
- - , B3. Polished -dress shoes. J:
i a B4. Wear dress socks or hose. &
. - b«"‘. ‘ ..’ .. . ' “;. -
‘. C. Be.sure you are phy51c*'111y Cl. Get a good night's-§leep.
. g nts t. . ‘s ’ -
and mentally aler 2. Eat food you jormally do. - .’
L] . . ¢
- C3.© Avbid depressants-or stimulants,
", ) ., such as alcoholic beverages °. ~
e ) . . or other non-essential drugs.
. \ = )
’ 7. Leave for the buslnesa P - . Ja. Allow time for traffic slow .
- hlocatlon early. . . ups. Plan on-being at the o
’ & , : business location 10 minutes
- - : early. ) ' o '
] A ' . 7% 'Stand on your own. Leave '
- R ' ’ s ‘frlends at home.“ If they give
' ’“'-“s;.";j". ,* -you a ride, ask em to stay ’ P
o ’& : ‘ "o , out .of the business area.’\/’"—
. o 2, 7"
.- o - . . \ e .
Lol - ‘ ’ ’ -, . 5, N \‘ T e ’
’* - 8. Be at the specified appoindment, - " 8a. Before going tg) the appoint— *
' L ér_ea five minutgs early. _ . ment area, relax andgget your-..
. '% oo self together, comb r
P a S hdir, seraight®n your'
' . ) clothing If you smqke, have
? _ . your last cigarette now——rg K
“ . L smoking ot gum duripg %ges
A - * . - . interview. = - T
N . L ! . . " ¢ [
: ‘ 8b.- Do not be late, BE E/g5d
9. 'Introduce yourqelf state your Ja. "I am Jo Johnson. I am here =
oo purpose } and'ask to talkgto Y e rec 1. (1) looking for a jgb :
the ‘person whg hires, or who - as a. - , «(2) to.apply
will ‘interview yoy. . . . . for the, _]Ob you have For PR
. , , Y K . s a’ . ‘(3) to interva.ev} S, !
. ‘. _ . = for the jab you have for w0
: T - E e .a - ,.or (4) for an :
. EE e re——— . 9 . B
! i . . . e R ERS lnterview‘ﬁ with . ) . R
fa- T ' Vo~ Sy : . . : b
. . . _n_ :' - . .- » - P -
- v, . . PR 2 LIS , .
¢ . i ' . ° N E}D - a “"&_.' il

: ""-.. . ] = . - .
EMC . : o . . - e T 8 Y O
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. R ‘ .

- - " .k, < .
Step's ff_ ) ) '557 Key Points . L
. . . . e
9. (Continued) « - - ) 9b." If not informed of whom you .{
should speak to,“ask, '"May I
see the person®who hirés . y
~ , (job you want)."
. "L . 9c. Remember, even thbugn you are , ®
iib ' . speaking to" the receptionist or
' m R4 secretary, this person's \
< ﬁ opinion df you may be important.
’ - R ' ) v
10. *Carefully follow the "= 10a. You are the guest.
instructlons of the person '

directi 10b. - Remain standing unti1 asked to
cring you- “ be seated or until you receive /.
aHditlonal 1nstructlons

- ' “ ; 10c. “®ou may be asked to (a) complete
3* - an employment application,
(b) take an employment test, .
(c) wait for the employer or
emplgyer representative, or N\
i 4 ' . (d) f6llow the person to the .
2 » ; employer's or employer .
N . * N representative s work area
. ‘ . (office). - .’

LN .
‘ - - %
.

s How Do I Comple;e Fmployment Application ﬁprms’

~

Most business firms require all job applicants té complete employment
application ¢forms. .Such applieation forms have many purposes. The main
) rpose of the app]l(ntlon fotm is to gather complete and accurate

Lnformquon on job applicants to determine the-qgst potential employee
Anothet purpose is simply: to discourage the person not serious about

getting a job or too 1a7y to do the job. ¢ ) l, T
R 7 . . t . v . \ .
° The information Tequested on application“orms is similar to that ’ ) .

found in your personal,data Sheet and usually includes: personal informa- , -
tion, job deslrea work histary,. educationy physical/medical records, :
and reférences. 4ou may even be asked to 11st any potential problems or .«
weaknesses. A]so, some emplovers stM1 “use appllcatlon forms which ﬁave*
questions on your age, race, sex, marltal status,  and other factors-which
legally cannot be . used in sglectlng or ellmfhatlng persgns for a job. :
- . . .
ting app11catlon forme, it is generally to your advantage ‘ /
. to answer all™questiong If yeu do pot receive the jeb and fagl any
o information reqiested was used 1llegally to discriminate agalnst you,
you can file.a caomplaint,with the State Department of Human.glghts
T Guidelines coﬁcernlng what questlons may be asked on employmeqt S .

qappllcatlons are- available from !be M1nnesota Department of~Human Rgghts.\

A ve
~

) . . : v
A PR . ‘. - N [N . 5 : .
. ey . ' C e - Lt . « R .
. ‘ g . - v, . a
E . k2 . " T
} .
. . . . P
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Take your personal data sheet with you and use it when completing

the’ application; answering the questions. It is easler ‘to-copy . >
“information than to remember it. Even thomgh appllcation forms dor differ « ‘
considerably, there are a number of basic steps and related key spoints to »
consider when completlng employment application forms. The primary .
point is: ”Complete the appllcatlon a(curately and neatly '
' e ' C) - .
T Steps ' __l ‘Points
) - ‘.
- 1. Read everything on the la. Watch for ''DO NOT WRITE IN
¥ application before responding. . THIS SECTION" or "COMPLETE
' ’ - _ONLY ITEMS 1 TO 25". -
. , S 1b. Reading before writing will .
) . . often avoid cohfu51on and ' T
- . o . mlsunderstanding and elimin t
K _ mistakes. .
. 1 member, the job is not given
4 : " ¢t the person:who completes
. the application first. Take
- : your time. . i
, - 8«
2. Print using ink or use a \~_¢,_ 2a. Be very neat. Do not switch
tvpewriter if available. -t _ pens.
' 2h. . Show that you can do neat work. "t
« . 2c. Neatly line out any errors. [f
i . you make more than 2 errors, ‘
- " ask for a new application. You
- . may want to ask for twd appdica-
- ' ' tions at the start. -
. yw;. L . B ] “
T BN g . 2d. 1If your printing is not good,’
. i ' and your writing is much better,
N &/ " you sbould write your responses.
3. Select and usegwords you 3a. 'u iﬁ spelling errors. For o
, can spell. x’ ' e "jobs, this is an essential
' skill. .+, ~ o R
: : : . s - ¢ ) ol
. 4. Complete every item that ' 4aﬁ See the sample appllcatlons' ;‘.ﬁ”»
v ' applies tg vou. , -0 v pages 87 te 92. . : v
. le s A N & 4b. If.there is a question which
- \ ‘ . ‘
7 h . ‘ - you believe is illegal or not
.- ' - ] related and you do. not want
cn ot . p ’ to answex it, drqy a line in
L A ’ : o
- _ W . thﬁa§pacé N .
, . . L " .. . . , .‘ w ~ .-
3 " " " v :
5. Pndtcate "NONE'" or "NA" (not R Ja. Th1€~GhOWS you, did read thealtem .
applicable), -if an ite s @ .
;pi ;qu e), -if an 1tem»§oe? e 9B ;WQEn an entite section of items }
“ - ey .apply- . 'd S ‘ -"does notapply to you, write’ ' ‘
s D W, g e 'NONE) "§A" in the first: item
. \‘; K2 X B » s . . . h
N B Q‘r‘ .. - &, -..'w . o . Spa_‘dl'ly . ‘,-‘\3‘;!.’@‘ ) '2..\\ ‘
Tee Ty e e . n U ;i‘ O S %
ST Y . . A : L . . Jo
- ,' . 5 e L e . RN SY5) Q ) . . N ) 'v,.l@I ’ ’
o 7 ! - R RS S SR ’ .« -
* N T : : - ‘ o ’ O
" . 458, A S £ . - : ' ¢
y ' SR o . -8 & AR : Fos
) D'."' : 4 ° s . .. Yo v f.:\ « ¥ . : s
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N . s Ste g . . - . “
"+’ 6 Pepint your correct name in . © ba.
- the order specifieds 6b
- . < CoLe ' . y‘ L . . .
¢ \l{!:}-
N -“
7. Eprer'yOUr complete address. 7a.
< ) .
7b.
1]
( n »
£
a"/
8. Specify the job title & 8a.
type of work vou want.,
1, '
[ ]
8b.
o -
N ]
/ %Y. List school(s) attended - 9a.
{ . 7
! - ’ . T
100 Report pré‘ious cmployment . , 10a.
— . 10b.
v
- AN
. 4
¢« y 10c.
I - H
St " e
M s -
BT ’ :
4
ll. "Provide references P " 1la:
@ 5 LN [
* 4 ° ’
» h ‘ ‘ g * v
. '~-'. . e , ' . ‘.
YT .« v, ! oy
- WL, . - g & oy
!, , :« N ;;' _*._:,, . : [ L PR “a (
I ¥ Ty . Y '}
) I . L 4 : :
' . v \ :'.- ) . _85_.
\)‘ . / > - ~ v
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W, o %
. )
+ Key Pointg .
%

Nicknames are not appropriate. .
; . .

‘When signatures are requepted'

* later fn the .applieation, write

your - firs't name, nfiddle 'initial,
and last name unless your - full

. middle name is helpful for

1dentif1cation

Include the zip code. .

If your present address is only
temporary, be suré to also
give an address where any
correspondence will reach
quickly. ¢

Employers want people who Qant
a specific job, not people who
will try anything for a'while. |

If you don't want to .limit
yourself to one specific job,
then list .two or three different
jobs. Don t 1eave it blank or

indicate "open."

-Ust your personal data sheet.

9b., Provide information requested

such as location, correct name,
dates ‘attended, date of .
graduation, subjects or maJor,
and diploma or degree

USe your personal data sheet.

Read the instructions¢on which
employment to report Kirst and
what. type of employment\to
repart, Usually you do®not
report short periods of
employment, two weeks or less.

Provide_informati6n~r§ﬁuested
if reasonable--name and

address, jof§ title, duties, 4
dates of employment, reason for .

leaving, wages and supcervisdr™s name.

.,

Use your irsonal data sheet‘; .

b



PAY " ~ N
. i
' . . .
e . . ‘ —
5 v, )
. . Steps
. I v
. o }
n (Continued)" _
. -, v 4 ' .
P >~
1’ a ra -~
. , . ' 1
;
. ° Vd '

12. Be honest and serious in
responding.

v ~

13. Slgn the ‘statement of.
v authorlzaiigg//,/
L4

‘

14. Arrange to proyide informa-
tion you camnot supply .
immediately. .

’

.

q “
The varlety of omplqyment appllcatlon forms used: by employers 1is great.

1Ib .

PR

v

11é.

12a.

12b.

13a. °

+13b.

.

14a.

S _ L&

! [

. ¥ Key Points L

c .

Good references are formert i, &
“employers, past feachers,
friends H6f the family.,cl;rgy
and otheYs who know - you well,
-and Can.effect1”hly‘com— R
municatf their gbog obinlons

» -t

Include_gddress, business A
and/or title, years kngwn,
‘ and relatiionship.’

Don't try to cover up or lie”
about any experience.

"PLace of birth" is the city | aa:
and state, not the hospital RN
"By 31gn1ng this statement .
‘you atre allowing the employetr
to check the accuracy of your

facts. . O
§ " - N .

This "hottom line'" statement
is on practically all
application forms and must be
“signed if you are to be,
considered for any job¥

’

'Ask to take application home
to complete or call back with
the information.

' The form 1nc1uded on pages 87.to 90 is used by a major United States. firm. » ‘
Fhe application form used by the Minnesota Employment Serv1ces is shown on

pages 91 to 92! '

Q , 2 v
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To insure that your appllcatlon will-be properly evaluated

please answer the questions within this appllcatlon for”

employment carefully and completely.® Do not include
ation which may be in violation of State and “

any mfor:&/
'Federal laws which forbid discrimination jon the S of
race, religion, sex, nat:onal origin, and age. i

szkr\su\. ’ Jo ' Delan o

] F;ps'( Name ' Middie Name”
. . . &, ‘: - r

. / o .

Position Applied For Saleg @Qrsa ho ¥

‘v ’ e . ‘ b " : .

Date_Mau 17,1777 g &

'S
¢

Last Nam» e

. )
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Héw Do I Take Emp16ymeht Tests?
r“')'

Mad& employers require potential ‘®mplovees to take tests which are

designed to predict’a person's ability to perform a given job. Under

 federal and state (Minnesota) lavy &mplovers are permitted to use tests
‘to determine qualifications for employment ot. advancement. As interpreted
by the United States Bupreme, Court, each test must be individually
evaluated and employeps‘husf have and make available evidence showing
that each test does measure abilities actually required in the job. 1In
other words, the people receiving better scores must be able to. do the
job better than pedple receiving poorer scores or the test is probably
not measuring abilities and other factors required for job performancé.
If an cmployer asks you to take a test, you have the right to ask for
such evidénée before or after taking the tést. You may offend the
employer if you are rude or make a big issue of the matter. There are
risks involved when you resist taking or refuse to take a test, but you
certainly can exercise yyour rights--especially if the situation suggests
a ne'ed to question the intent ‘of a test.

There are two general:tyﬁes of tests which you may be asked to
completé: ability tests and pefsonality tests. The types of ability and
personality tests used vary considerably from one employer to another.

". Some employer's use well-known standardized tests while others rely
solely on their own "home—mgﬁe" tests. ' 1’_ N

Ability tests are written to measure your ability to respond quickly
and/or the extent or'level of your skill and knowledge. Khe~first'type,
the "speed" tese, will usually h#ve many more items that can be completed
in the specified time. When taking this type test, how fast you can work
is as important or_ more important than 100’ percent accuracy. Filing, -
typing, shorthand and other clerical tests are typical "speed" tests. If
‘you do not completely finish a "speed" test, do not panic or .give up
trying to get the job. You may ‘have performed very satisfactorily on
the test. ' ’

. -, RE

The second type of ability test, the "power'" test, is normally st
up with items or questions becoming more difficult or complex as you
proceed through the test. Eventually, you may not be able teo apswer any
more questions. When taking this twpe of test, do not rush, bug‘catefully
consider each question. Be cdreful, there probably will be some®very tough
questions. Usually, you will be given a reasonable amount of time to
complete this type test. Incidentally, many ability tests include both
"speed" and "power" measures. o ' . (S

'h

" -

A few gened™ points should be made about taking ability tests. If

you think that you will be asked to complete an ability test for the job

you age seeking, you should prepare for the test. For example, if you are
applying for a job which requires typing, you should expect to be’asked to
demonstrate your typing skills. You might be given a draft copy of a .
letter or a more formal typing test. If you have not been typing regularly,
it is just good common sense to practice before you start cont cting
potential employers. Practice makes perfect. ’




. ¢

Manualq designed to help people prepare to take paper and pencil
ability tests are available for nearly all commonly used tests. You may
find these manuals very helpful partigularlv if you have not taken many )
ability tests. Your local school or public library should ‘have testing
manuals. If nof,.check the -area bookstores. If you are integested in civil
service positionms, be sur¢ to study the manuals specificalf& ritten for
individual civil Servigstaosltionb If you have problems taking tests, |
using these manuals' will be particularly helpful. By working through sample’
questions, you will know what to expect in the test. As a result, your *
anxiety and possible fears about employment tests should be reduced:
Many people have benefited frqg this type of practice.

If you experietée a great deal of. anxiety taking ability tests, to
the point where your performance ig really below your potential visit

your school counselor or psychologist. This person should be able to
recommend a number of procedures available to help you improye your test
performance by lowering vour“anxiety. )" .

L XY

The key point to remember in taklng any type of ability' tests is to
work as fast and accurately as possible. Always read the instructions
carefullv and follow them carefu]Ly They often tell you to expect a

"speed", "power" or combination speed power test. If you do have the
skills and knowledge to perform the job you are seeking. you should be ~"
able to score high enough to satlsfy a potential emplover

If you are taking a test w1th true or false statements., read each item
very carefully. Watch for catch words such as: g}}. always, every, .
completely, equally, except. never, net, ‘1o, more than, ‘less than. .
Consider the effect of thes€ words carefully TIf words are underlined in
a test item, consider these words as very 1mportant in® deciding if the
statement is true or false.

1 v .
IS ' i "'p

When answering multiple choice items, read all the poss1Hle answers
before responding even if the first choice appears to be a correct answer.
Also watch for the instruction to select the- most correct “response. When
guessing at answers. start Ry tirst gliminating responses you feel. are not
correct. It is usually an advantage to guess but some tests subtract
points for 1ncorre(t answers. .

<

{ . . .

Pe;sonallty teésts are frequently used by e 1oyers to determ1ne the
1ntcrest values, character Gtremgths 4r weaknésses of- Job applicants.
Any test can be used as long as it does net discnlmnnate-agalnst people on
factors unrelated to the performance of theﬁfmb. An employer wantg to
know not only kow well & person can perform the job,.but also how well a
person can get along with co -workers and .customers. and what personal
Factors may affect a person's job performance *& "

_ . s Y

You cannot practice for a personallty test like ydu can for most
ability tests. There are not supposed to be any right 6r wrong answers
on personality tests, but realistically there are answers that employers
are seeking. What are the desirable or unde51rable personality traits, -
values and interests for the job you are seeking? g’

¢ A ; s
g ' 141 !
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Before taking a personality.test, objectively evaluate your strengths

' and weaknesses. Separate the facts from fiction. Be sure your opinion

. about yourself is fair and realistic. However, when taking a test, think
positively about vourself., All people have minor faults that ,appear
occasionally, but not regularly. Do not respond negatively about yourself
or profess weaknesses other than those indicated to you by persons you
trust. Do not feel obligated to volunteer a list of personal. faults.

" Very -few, if any, people tell all their mistakes or faults to anjone

. who asks. . :

4 '
o
M

Some tests may have questions that appear silly and,unrelateé to the
job. Other tests may ask’' very personal questions. If you ‘have aqusts
bout the usefulness or purpose of an employment'fest,‘yOU'have the right
o ask for evidence showing the. test is related to the jjob'sought.
Again, you must realize that there aré risks involved $hen questioning
the validity of the test, An example uF;an unlawful employment test -
is the polygraph (lie detector) test. An employer using such a test should
be reported to the Minnesota Department of ﬁhman:RighEs. ' L :
The final word on test'taking is'simﬁ¥y REAb THE INSTRUCTIONS . .
CAREFULLY. You will learn more than }ou expet. "You will be %Even hints
on how to take the test. For example, you may be told how-mqéh time you
have and if you should expect'to answer A4ll the questions, or whether or
not you should guess on itgms when you are not sure of-the‘adswer.-
2

T~
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How Do I Complete An Employment Interview? .

.
s -

- An employment interview occurs whénever, a‘person meéts ahd talks to
an employer or an employer representative. An employment interview can.
be an event which was planned im advance by ‘indirect co tact (letter,
telephone, other persons, or agents) . or an event which occu#s without
previous planning such as the walk-in visit-looking for posé@ble job

opportunities. . . s o

~

A very detailed employment‘intervigw would_ingludq_ques;ﬂoqs
concerning your educatjonal dnd work accomplishments, your interests,
your job.performance potential, your value to the' busine$s, :your future
plans, and your qttitudes about work and people. '

[

Interde@grs will develop opinions about you by .evalpiting your , )
'responses to their questions, ‘'your questions and.appearanéé;’fYour primary’
purpose in the interview-may- be to secure a job foér%'parfic.ularly if it
looks like the employer has the right job opportunity. }TFQ ly way ‘to

Secure the job'offer is to actively sell yourself and'your jo ‘qualifica~ .

tions. This is done, notvonly'by what you say, but hbﬁjyau“h dle yoprself
and your appearance. : ¥ e .

[}

Another important purpose for the-inteq;}éw is for you té pbtain the
information needed to decide whether o yot you want to wérk: for this
employer. When the -opportunity presents itself, ask the Intéryiewer _
specific questions to help determine how weill the job will satisfy your

important job needs. - -
2] ! : . N
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* .Intérviewing Problem Situations

Singe an interview is a one time communication process, you cannot
try. again if you mess it up. You will need to rely on common:sense and
concentrate on following the intéerviewer's cues or leading questions.

A humber of problem situations which you may epcounter and should be
prepared to solve follow. ) .

Problem ﬁi -~ Nervousness. If you don't feel a bit tense or nervous,
you really are cool. Most people are a bit nervous prior to interviews.
‘Remember, interviewers are looking for people to hire and are not out to’
‘get you. If you have never interviewed for a job, you may want to arrange
for a practice interview with someone you-know or an M.E.S. staff
person. THis will allow jou to prepare for interview situations and also
get helpful feedback on how you are pfesenting yourself. Practice helps.

'If you are nervous, do not try to cover up and act like you know it
all. Overconfident people usually turn interviewers off: Superiority
complexes of fend people more often than they impress them. Over
aggressiveness expressed by leaning on the interviewer's desk or asking
blunt questions will also,pgpduce a negative effect on most interviewers. .

N

- .
If you experience-nervousness to the extent you feel it "is not allowing

you to present yourself effectively, you should seek ‘assigtance from

your sthool counselor, placement person or psychologist. This pergon

should be able to suggest procedures designed to reduce nervousness Or

.will help you find:someone who ¢an help you. A skilled interviewer

usually will help the nervous applicant overcome this problem.

»

Problem-#2 - Suvprise Questions. The firsf, last or any other question
fiay be a "swrprise' question designed to see how you react. Answer it as
-well as ygiﬁéﬁn. Do not be upset if you don't answer it as well as you
think you could have. Interviewers may be more concerned with your

‘«reactions than your answer. .Always think first before answering any

‘questionl -Don't talk yourself out of a job. . -

. Problem #3= Discouragement. It may appear to you that the interview
is not going well. Do not give up and stop trying to ‘sell your qualifica-
‘tions. There are many wdys to make a sale. If yoh spop-smiling and start
. frowning, you look like "a quitter, not a hard worker with enthusiasm.

_Remain confident and work hard. You simply may be getting a test to see
‘ how you reagt. - .. . - . ,

2

N Problem #4 - You are late.to the interview. Apologize and give a.
brief explanation of why you are late. Be honéﬁt.v Do not make & big
"stowy' out of the reason. , Intérviewers are human, too. If you realize
you will be late to the interview, telephbne the .interyiewer and explain
your situation. Do not waste time looking for the phone if you will be

~able.to arrive within.two or three minutes of the scheduled time.

. .
. B a~

/
Problem #5 - No time to change clothes. 1f you are leaving work to go
‘directly to the interview ¥ do not have time to change, -simply explain

" your problem to the interviewer.- Be sure you are honest with yourself in

sayihg there was not enough time to change. . .

.. 150
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Problem #6 -"Need to make a note. If

possible, wait until after the

interview to make your notes. If you must write something down, simply
state, "Excuse me, I woulkd like to write that information down.'™ Then,

quic

offe
you
stat

because they easily ¢

the

| o

kly make your notes.

Problem: #7~- Turning down unacceptable job offers. If you are

red a job which is not acceptable, does not satisfy any of ypur needs,
will want to refuse the offer. Be gracious and tactful in yout:

ement turning daWpy the offer. For example, "Thank you, but after
discussing the job with you, I do not.believe it is the type of job I want."
Try not to give specific reasons for your decision to reject the offer

job and the-firm. However, answer any

be misinterpreted by the emplover as criticism of

questions the employer may- ask |

“about your rejection as specifically as possible. Be sure you are not
rejecting the best possible job available to you. Your stapdards of

acce

thin
tion

o
gene
inte
inte

to. the interviewer or have introduced- yourself e ..

1.

2.

ptability ‘must be reasonable.

B d
.

The Interview Process

The actual interview process. is not as difficult as many people
k. It-is basically a two way communication process. That communica-
is both verbal and non-verbal. Interviews can be either structured
or unstructured depending on how the interviever proceeds. During a
. structured interview, you will be asked a series of questions, some .closed

others opened. During an unstructured

interview, you will ‘be asked

ral questions or may simply be told, "Teli me about yourself.'" Most

rviews are structured to ‘some degree

A few important steps in the

rview process follow. It is assumed that you have been introduced

3

Steps

Follow the interviewer's 1eadf . la.
1b.

lc.

THINK before answering. 2a.

~

&

Key Poincsf

Shake hands if the ipterviewer
leads. Be firm, but do' not
crush knuckles or pump water..

--The interviewer's questions or
statements are clues to the -
-factors you should stress. °

React appropriately to the.
‘interviewer. Lodk the person
.in the eyes, but avoid staring.
" Smile when appropriate (not-a
silly grin). .

" Avoid saying things .you do not
,mean .to say.

Be direct and honedt, but do
; not provide uhnecessary detail
~oT any negative. information



. Steps

(Continued). < 2c.
, & 2d.
Sell yourself. 3a.
. 3b.

i
3c.
Obtain the needed job ‘ 4a.
information. (Wil] the A

job satisfy your imporqant,
job needs?)

o

4e.

be.

If you get an acceptable job 5a.

ofter, ask for time to decide.

*\.. | 819

" Ask questions to determine_iY.

- ) o 4b.

Key Pointé

you, understand a question and
politely ask the interviewer

to repeat if necessagy.

’ ]
Follow your answeps] ¢¥ith
related questions./ This shows

e company's

position,
Be prepared for the unstructured .
idterview. Emphasize the strong
poits in your personal data

sheet.” . = _*

If you are not asked about your (,_-
strong points, take the initiative
and direct the interviéwer's
attention to these points.

When pgssible and-appropriate,

use the interviewer's questions

to lead into your points. For .
example, your response to

questions about previous

employment should also include

‘related volunteer work or '

extracurricular activities.

Dggnot start asking‘your
qﬂ%stions about the job until
the interviewer invites you
to do so. C \

Ask only those questions that
provide important data for your
decision about the job.

‘Ask for specific information, .

not general facts.that could
mean anything.

If salary is "open" (will vary
depending on your qualifications),
don't ask about. the salary.

Wait for the interviewer to

address salary. ) .

You may need to wait until the”
job offer is made, to ask all
the questions you have. ’

See MODULE 5 - DECIDING ON A

JOB OFFER for a complete discus-

sion qf how to get enough time ‘
to make a decision.



-

Steps Key Pbin;s "|

6. End the interview. - . ba. Be alert_to’inferviewer,e!;fe—
) ‘ments or actions which indicate
the interview has come.to an
end. Such as standing up,
sorting papers, lookieng at .
watch or clock, asking hoy to
reach you, etc. ’ ‘

6b. Clarify the method .of checking
back with the interviewer.
a. Will call you within a
¢ .specified period of time.
b. If you may call back for
"~ the decision ' -

6c. Express your appreciatlon for
the interview. Summarize the
reasons why you are qualifled
for the job.

,6d.  Thank the secretary or receptionist
for any help, provided.

How Do I Follow Up On The Interview?

When you leave an interview, do not sigh and forget it, unless you ¢
dp NOT want the job. DO NOT be discouraged if you do not get a job offer
during the interview. Interviewers often are not authorized to offer jobs
until checklng with their superiors. The interviewer also may have to
interview other pergons fot the job. Too many people give up on a
possible job offer too soon. . Do not be afraid to call the interviewer to
check on a possible decision. Obviously, you can contact a person so

. frequently that you become irritating. On the other hand, if you are

told at the elosing of the ypterview you' do not have ‘the necessary
qualifications or that you w111 be contacted 1f anythlng opens up, do

not count on getting a job offer from this company.’ Keep on searching for
other job offers. . - N o

" You can learn from every interview.if you analyze and evaluate what
you did and did' not say or do during the interview. Check-to be Sure you
are learning positive, helpful behaviors and not reinforcing and repeating
behav1ors that hurt y If you feel you are hav1ng the same problems in

- all 'your interviews, t help from someone. Nervousness, memory lapses,

and other behavior preblems can be corrected so don't let a problem get
you down. ’ ’

* A number of reagons 1nterv1ewerq give: for not hiring people are 4
listed on the followlng page. Use this list as ‘an interview evaluation
check sheet. If you display any of these factors or condit1ons start to
work ‘on overcoming them. You can improve yourself

1458
-99- ' ' ’

.
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: Reasons Jab Applicants Are Rejected

s

1. Messy appearance--dirty hands. face, clothing and poor hygiene.
2. Little interest in a particulaf'job or company.
3. Poor grammar or speech.

4. onty interested in the salary.-‘ . ‘ |

5. Wants to start at the top, now! ’ o

6. Lack of manners, tact or social skills.
7. Blaming others or events for your mistakes.

8. Major dislikes for school work. - . )

.

9. Not qualified.
10. Limited interests.
11. Strong prejudices.

12. Indecision--hesitation in responsesg. ?

 }
-

13. Scatter brained--foot in mouth responses.

14. Speaking poorly of past employers:

15. No questions-about the job or cémpaqy Lno interést.
16. Nervous--little confidencé.

17. Outlook {s sour or cynical, 'th 4re bad all over". 1

Y w

- 18. No sense of humor or never serious. -

19. Name dropper

. 1
20. Acts like everyone is attacking or will attack or hurt him/her. .

-
.

21. Values are véry different_from other workers in this job.

22. Lazy or sluggish in responses or actions.
t
23. Cannot make own decisions ’

29. Personal problems which appear to interfere with job performance.

il
.

1' ]
J v

. -100-
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While evaluafing‘your interview, ask yourself if you have communicated
your job qualifications. If you did not, you may wish to contact the '
interviewer by telephone or ‘a follow-up letter. Explain any points not
covered. If necessary, ask for a second interview. However, do not bother
the interviewer with minor facts or insignificant items of limited. impact.

" Some people feel that it is not necessary to Wwrite a brief follow-up |
letter, but it certainly will never hurt. Use the letter to thank the °
interviewer, express your interest in the job again and mention any points
you forgot to bting up in the interview. A poorly written, sloppy looking
letter can be damaging, so'do a good job. A sample follow-up letter 1is
shown on page 102,. ¢ '

a : . -

If $gu 'are working with any placement services, private or public,
report thq;ieSults of your interview to-the persons helping you. If
they are E@jqoﬁtinue'hglping you, they must know what happened and why.
If you don't}coBperatts with these people, it is poseible that., they may
refuse you Eﬁﬁﬁper,seryice%. .If you were asked to report, do so without

\ ) ' '

delay. { Rt L - .
. Y . ‘ g

-

LRV . T Lo : > L . .
If the4int§§yiewer promised to contact you at a certain time and does
not, do not panidy. Wait’ a day before contacting the interviewer if you
have the time or™-are not faced with a decision deadline on another job,
then .¢qall the inteﬁﬁiewer. Remind. the person of your interview and ask if i
any decision Has been: made. Hopefully, the interviewer will anticipate your
concern and indicaté hy .the response:was delayed. If the interviewer
cannot give a decisiéﬁ% ask when you can expect an answer.. If you have
another ‘offer you need o respond to, explain your situation to the [
interviewer. The interviewer will tell you whether or not you should take
the other job offer or wWait. .

1,8




'1832 Finley Avenue .. ‘
., Micropolis, Minmesoth 55999 -
' May 15, 1977 .

-

Ms. Beverly Person
*. K and L-Department Store .
302 Dome Street
‘D{nﬁytown3,Minnesota 59455

Qéar Ms. Person: . _ ' ‘-
Thank you for the time you took o {ntervféw mé for the sales-position
~in the:sporting goods department. ‘ '
o . .
Your entire operation 4t K.and 1 Department Store 1is really quite
impressive.  The business vrgauication ‘appeared extremely efficient
and the people I met weme very pleasant. )

S R o ] . . .
a1l am very futerented in your posltion. If given the opportunity., 1 -
- belicve I can coutribute ty .ven higher sales volume in the sporting

gouds departmenty ' d '

A
Yobi constderatlon Las dp, teddated , )

)

D‘lll«kn\.‘l/ :

/o \[)%04 . v .‘

Jo D. .'J\{hll%’l

[

%
<
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MODULE 5 |
DECIDING ON A JOB OFFER ‘

‘ 1
Lhils modale deals caon o Laae otage ol oa Job gcdxfh ﬁhere'yuu
v« Interviewgd several em, loy ts a.d HAVe rca hed your target numbe: of
job wffers. As .et, you have nelither accepted nor iejected any acceptable

job offers. In this mod.le, .ou willj learn how to get the time needed to
dectde, uep iace for the beut pussibie job offers, select the best job
offer, and (ommunicate vour jot. decision.
. !

v o Dkt gy v 0 L ve b vant G abl Job wockese ae thile Clue and
Lo aot, pf6BJL1y are iua, pr priate f. 1 pers.ns ho cann.t realisticaily
expect more than ne job offer Su h porsons will probabl, be given litcl.
or no (ime (o0 wmake a job offer docisi.n. The, will also be in no positioan
to negotiate 1ot butirer ;ub conditions their best decision. on whether or
not to take che tirst mrimally acceptatie job offe., is to take it. Thei.
onl, attern.tiv to this decision is to take tie very laige risk of ot

tecetlving auy tucther jui ofters The . ommunicacfon f a job de. ision t..
these per..ons should bé/dn fiyned! e d‘CCpLdHCEZ However, even these
persuas shodl v vaamine thie skills beause of thelr future usefutuess. A
some lacer tlw | these por ons pr .bably will be in a posiclou where ti
shilio wre appr . 1tlate aad et cmely as tual
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How Do I Get The Time To Decide?

So far, you have been instructed to delay all job decisions until
you have reached your target number of job offers. Requesting time
from an employer to make a decision can be a difficult task. Some N
employers want an immediate decision because they need a person to start
tomorrow. Other employers may be willing to give you a few days and maybe
even up to a week for a decisian. One week to decide should be considered
an 5bsoluqb/maximum time requeqt .unless special circumstances exist.

The major factors that you should conslder in determining how -much
time to request for making a decisi»a are (Il t'm ro u el to  the;
needed remaining job offers, (2) tn2 employe al e a . (.) koo
well this job offer compares with previous a e te b offers. This
last factor would be used to determine which .: . e fi:st two factors ’
should be considered the fost important if ta2 . ite needed and given are

not the same.

It you wau? to be sure that you aie getting the best possible job
otter, you ueed to get several job otfers and compare them with each
other. Without job ofters for comparison, you cannot determine how good a
jub ofter really is. "Also, you will obviously not be able to negot iate
for the best job offer if you Ouly have one offer.

Siluce you probably cannot capcat any cmplypyer to glve you more than
une week to make a decision, y.u have to plan on getting the remainjing
job offers you need within a week. This requires an immediate follow-up
witt, previousl, contacted wuployers who have not as yet offered their jobas
In additivn, you need to ochedule soversl job interviews during this week
anJd work hard to get job offers during these toterviews. The risk or
losing an accept.ble job offer s highest for your fifst acceptable job
offer Lecause the tlwe n.eded (v get the target number ot job offers is
reduced with cach addicional )«ib wifor \

SRR B TP L B N S S N P L et e b Ul o wake
o fon wille some wpl. e1s eed a w rker immz,di tesy, 1o 1. not lienos
that you wil: be ashet Lo wake o ol (hé :spu." decision. If the jou
otfe: wa. del.ye, untli o day 1 after the J.b fntervic, was complorad
the ewplu, et prob.bly ol re.pe U var dosire for time to Jdecide.

|3 T P CENA poon R A RN N . beee balon wlit ko ar oo the Ul .

, yer wil. glue y o oy ur o1ug e U sugpesis Lhot o you oula tak o,
leave thes j o otfor 1 ¢opiroy. 1 wmay d.wmand aun tawediate deciston o
cven o ftudiaw the ot o Be positive .bout (e job ofter  hen askiog 1.
time to deddd if s Lt dy haee o job fres that you want to thilk
ovetr lu cowparl TR job o ‘his 1tespoige I. us .ally acw eplabi
to 4« ployat Y (1 teo, voe aboat v oar committ.d (o anter lew for
an Lot Job Wil aran b oo op o able Lo oot employers  porticutandl It oa
fTuver vt w o a0 Jd L withtu the 4 ol two  t three d. s Whea ddl&lpﬁ 1o
| S S S . oot . vy [ N ¢ o ttret ol cater ood 1
ot o [ . . 1 . ) Vs | T SR TR At

PRSI ol ot t Lo [ B c. NP R S ) P i
i , Lo . . . TR fon s b s woikes S0 Ly oA
Logand o0 coas ) , t . e, e i s eaadory avaln s eape L X au Lo
I GEN V] VRS o G fon S Lo e v dnt ¢ P b oottt 1rs by (his ol

b



next week and will contact this employer within 24 hours of receiving the
last job offer. 1If this explanation or other explanations (e.g., you
will be out of town, ydu must consult with family members, and you have «
other scheduled job interviews) do not persuade the employer to give you
the necessary time, you have a decision to make. Either remain firm in
your time request or accept the employer's deadline.

Your choice in the above decision should be based on how well you
like this job offer, how well it compares with other job offers, and if-
you can expect to get better job offers. TIf the conditions or satisfac—
tions of this job offer far surpass your expectations, vou mav nnt wish to
risk losing chis job o1 o by not tip‘eeing to the employver'’s dec. . on -
deadline. If you can't expect other job oiifers to be any better, you may
want to lower your target nunber of job offers to accomodate this
employer's deadline. Hcwever, the fact that his job offer is so good
may indicate that your chances of getting several job offers and of being
able to negotiate for even better lgﬁ conditions 4re good.

It the ouditlons ot sattslactious of this Jub are just barely ,
aceeptable and the inform.tion you presently have indicates that vy
should be able tu get better conditions from other employers, yuy/QU
probdbly shoul. remain firm in your request tor time to decides” The
cegployer may question you to see why you want this additionad}flmt‘ and
try to gel you tu chauge your time request. Be polite), but firm iu your
posttion.  This wuy eyen impross tne cmployer to not only extend the
deadline, tut Also twprove the conditions or satisfactions of the job

offer. Bul remembor, {1t way alsv brritate some employers.
L Caate aa b Bouo Poouosttle bbb ULl o
. el e 1 aa il mepetlatdog To the besy posslble Jolo it
L.t Job seeking shfll appropriate to 411 job scekers. If y.u are
A0 lnoa posttion to wegot.iate, you ma, very well lose all acceptable
jub ofiers by tryiug tuo uegotlace, In sddition, (here are certdin jou.

whe. e o . poctlallng s posoll]e (e jub (unditions Ui ad‘iafdutiuna.
ate specitfied aad se b contracts or :ompany ‘policy and cannot be
cha.ged How.ver {1 your job is spe.. to negotiatious and you have L.. ..
successt..t o obtaial g tw. or moie jol. oLfers with tilme before haviug
make a decist u, yu vae aund snould try tov pegotiate for the best
pessible j.b off 15 '

l. - B ' ' . . Lot )b Lo . . . a by IR RN

o N : .
« ots oade capliye 00 Lu oo Ui i Jor wo ditrou w1 belier salisty
yo o dwport cat otk L Vouw u e telilog employers ha amoug othes
fart 1o, your jLb oacirse 0 Wil ok based 0. how well a jouL offe. meet..
your Iwmp 1tlane Jor aecds It 1 F2 wdirt ou to vake Cho i1 jobs, v hey
shioard orter 3 WLt L p :::S“;.u condttious (Lo statclug poy oo
puat aaceed o1 4 RS SV d pdow tiaaal Lpporcanities Lhci\‘x?si. J
worh obdft Gatau Lol cawcdts Gl ) Even though y ar job gay
gpen Lo oac titact veaw Lo thao o Lt oot y ubt lap rlauc Jot ae Wl

wd oy (S BN )ll‘ll‘l..
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Negotiating for improved job conditions is not an easy task. It
requires considerable tact and timing on your part, Negotiations must
start immediately following your last job offer, or even better,
negotiations should be started while vou are obtaining job offers. This
is done by using the conditions of the first as standards for the second
job offer to meet or surpass, and so on. All negotiations must be
finished prior to the agreed upon decision deadline for the'job of fers
received. v

Probably the most difficult part of megdtiating is getting started.
¢t g od strategy to use.in starting tegoti#tions is to first contact. the
employer whose job,off%r meets the least of your job needs or
expectations. With this strategy, you are starting with the job offer
where you have the least.to lose. In contiacting this employer, yog)iaﬁldh
first confirm the original econditions and’.clarify any questionable points.
You might then intorm this person that yp& actually prefer this job offer
in many ways, bLut vou have a hard time coftvincing yourself to take this
job offer when other job otfurs Dbuooyide déher'beLLer benefits and
conditionsy This employct may symp thice with your problem, but
ullfu[‘(tllliilc.,ly indleate that this ]ug ut"fcrj('canuot be improved Lo mecl ol
exceed the conditions 1 olherfjob utf¢rsﬂ Tf this happens, your best
action Is to tell the umleYUp thatf you wﬁll continue to consider this
job ofter and will report vourd job Jdectoion as soon as 1t ovcurs.

LI 0t g oo vvoabal b caploycr will adjust Lhie Jul olter o weel

i hopdtuliy . atpass all onditions ot the other job wffers. Some

cuployers who tuprove choto job oftrers will . xpect an carlier deelsion
deadline pernaps 1igit the e and then ylf this huppons, you will hav.,
to quickly cotpdt. thie fuproved Job otirer ith vhat fwprovem nts wight
be expoected of othor Joo olters Uniess this now joul offer obviously

witl exieed all otheo pto »ibte imrru»émeﬁts, you should compfomise wivt
this employ oo au coptable Jecision geadlinc somewhere sbetwedn Lhe
otigingl deadtin aod the Jdeadiine the Jﬁpluyux How wdnls. It necessat
you an udwave do Lo thios Iul olter tetore yoo tlaish u;b,LluLing\fUI

oth 1 k).le_’ll 1 b e

R T PR { o - . e Lyl TR TN l

O N T S R W i o the ot vt the: per o uo
fugn sscd waitlhe cone gy Voo al . o oL L bha o the grea oot yvlealblatey
o cppet Ut Lo v ) b s adibo b Fou way be at le 1o get lopro
conditieno Lo thon pab cver 1. 1. dlo 1esn utiy th bost ojob
wlfer voa v av woa e ( ool ool ooy sltategy, nup tiat1ons
shoal v, 1ol R T P REEE T PRI v bed Ail caplayelr s ana
hoave ato, a1 N oo toaa )

L]
[} 0 .
ooy T CL I P S T
[T oo | Ly Y I Y T . by o
b [T [ ek o ! t wast oo H o rev L. 1w ace 0
doaoren o boee - e the bLou o oeitl bt e andd
e O T VT " oy S0 1 a toale o Baadt H aialn
P T O PP S S O FR Lo i I o o oy boyer tiads \).li.xlu:..
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keep re-c9ntacting empioyers‘to inform them of the latest improvements

and requesting the same or better from them. Another negative difference <
between this negotiation process and auctions is that emplqyers will
probably not be dealiag in the same commodities. They ﬁay be offering

very different conditions'or,satisfactions whieh are not easily

- . comparable. v

Tf you continue trying to get better.and better improvements from
employers, they eventually will tire of your "hounding'" and tell you to take
s another job offer. You talked vourself ont of their inh offers. Losing

1 i wa o suu try to keep
e; . :»first negotiation with an
mp ., ..1pts to negotiate may force the
mp . oyet . ance requiring an immediate
decision fr . 1 v 1at where you want your negotiations
to lead. To. . .1e, 1. © 5. 3t halt you attempt to negotiate with
an employcr ns . ure thy. . lhe vigks are too great of losing all
job offers or turining of uplo,y ses shea you try to negotiate more than
twi\;e. /. :
W i e T T TN A P PR VS O RO

tLr Y N T, uepotlattons, you wiill be pulug latu

s Selechoon ploceSs Wi Lee belt possible jou ofters. In this

sele tiou process,. you wil cos.nt fally compare these job offers oun how
well cach satisfic, yo.u lm vrtant job'necds,' Lumplibé;i”ﬁs arise In
thesseleci fou process oh. . ceploycis are offeiing different conditiono
u1L éutisfu.Ll,na and  vea cheon they Lre Uffcfing the same conditiouns b.
(hhikclmluuluéy t Llangua,e is Jitf rend for eacl employel .

Ol ot cag b0 b e e ate do dilberent Lot .
ko employer wos unlque vl ditles, o neerns Lad problems sod 1ty
uuil.nzkhumPJ.y policics und practi..s have evolv. d, tuv a degroe,
Independently «p other o wpaics Ihece is no gﬂs'ﬁdgi‘ tormula .
nsut iy sue. ss or pr.fot which o0 the goar o1 ‘ali employers.  osouwd
caployer. tiand tiat providiug wa .y prowmetiocasl Lppoitunities tu,ethe

with vari.us p cfot auv v bonu.es . 1aises Is 1 he way Lo rea.h this ,

and et the ool vat ot L helt cuy 1., eras vthot ewplo, er. wigh' feel
thao pu viding caten dv. fitu,e benetits and :Hucllénttw”rk gouditl . .
el ls th: b st war (0 resch (s goal Jot. conditivus or satisfactis
can vty oas oo h cate e o St cmplo v f o fdentical positions, as
the ﬂlltq;.LV o Jditver toe o catte ly ditier. ut binds of jobs. lher2ion.
O Lol chae o b b0 Lt satiota, tlous are wmo L taporlaat Lo yLu
v L 1 [ Lo
I T . . N NI ST [ YRS P N VR TIS NV TR
N N L N T S R PR Hferouit
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Aside from the obviously different satfsfactions ,or conditions
that employers.can or will offer, it is fossible that identical .
conditions may be presented or explained by employers iam wvery differ®nt
ways. For example, the policies on sick pgy:;nd {nsurance coverage are
often very hard to compare between different employers and companies.
Sometimes even the starting salary or wages for differént job offers
are not immediately comparable. One compgny may.ofﬁér'a job with a .
starting salary of $3.75/hour while another company offers $600/month. *
Are these starting salaries the same? No! .If you look at Figure 2--Wage
and Salary Scale, you will see that an hourly salary of .75'1is equal
to a monthly salary f $s3.. Iaz furst :;npany's jiggﬁéiézbe higher
starting salary. Wh n negociatin for the bést job offers, be sure you
translate the improviements of one job offer into the terms cmearable

to your otff&r job offers. - —~
1y M . \
Flguae 2 Vs and ool o veall? .
—— . e '_..ﬁAA_“ N
Hourly | Weekly | Monthiy | Aotiually ouilyl Weekly Monthlf g Annually
51 65 |5 oo QU | 2277 20| 53,326 40 S4.20 | $168.00 | $ 705.60 |$ 8,467.20
1.80 72 00 302 A0 3,628 80 4.735 174.00 730.80 8,769.60
1.95 78.00 327 b0 3,931.20 4.50 180.00 756.00 9,072.00
2.10 84 .00 352.80 | 4,233.60 4.651 186.00 _781.20 9,374.40
2 29 90 00 378 00 | 4,536 00 4.80 | 192.00 806 .40 9,46.80
2 40 96 (0 50320 4,838 40 4.95 198.00 831.60 9,979.20
2 55 | 02,00 4d8 4ol 5,140 80 5.10 | 204.00 836.80 | 10,281.60
2 10 108 0O 4513 ol 5,443 20 5.25 210.00 * 882.Q0 10,584.00
2. 85 114 00 4718 8L 5,745.60 5.40 216.00 907.20 } 10,886.40
300 120 00 S04 00 6. 048 00 S 55 222.00 932.40 11,188.80
315 126 OO 529 20 6,350 40 5 /10 228.00 957.60 11,491.20
330 £42 0o 594 40 0,052 80 9 89 234 .00 982 .80 11,793.60
3045 1 138 00| 5/9 o0 | 6 955 20 6.00 | 240.00 | 1,008.00 [ 12,096.0Q
3 ol 144 00 oul BY /. 251 60 6.15 246 00 1,033.20 12,398.40
5 /5] 150 0ol 630 00| 7,500.00 6 30| 252.00 | 1,058.40 | 12,700.80
590 | 156 00| 65y 20| /,862 40 b 45 | 258 00 | 1,083.60 | 13,003.20
405 lo2 OO 680 40 8,164 80 6.00 264 00 1,}08.80 13,305.60
S G O . Lo ) [ Ll 0 v e b e salaca
Loto U o R S T vy b La o fo  a d du s ate
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of a job.

The procegs of selecting the best job offer is very
the process used in evaluating how well all of the job poss
originally considered would satisfy your important needs.
Here, you will be evaluating received job offet

Rat
-

lﬁf .'. “' '

I

»

different job possibili;ies.

)

£ 5

"To assist you in making the best

0ssible job decisio
best job offer, the "JOB DECISION WORKSHEET" is provided.
example of this worksheet is shown on the next page.
this example, you will note that the worksheet is designed
three job offers and Inwolves both an elimination and seled
This worksheet can be adapted for your situation if differ

From

i

imilar “to

ibiiitﬂgs you
exﬁectationg

5, not ° s

N, selécting the

A completed
obseirving

for comparing
tion stage.

nt.f If

"you /have two job offersy you could use the second sStage as the;siégle
selection process.
expand these stages to eliminate-additional job offers.

-

Before you complete thils worksheet, review Your impor
A few may be so impdriand that if only they are satisfied,

/

can be sacriticed.

To usc

Uf.g:l

[

the "JOB b
hey poluts tisted beluy.\

If

If your needs or satisfactions are all
important, your best sclectlon stirategy would be tu select
offer that satisfies the most of your lwportant job: needs.
the dlfggrcucc betwecan minimatly satisfyin
complet®ty satisfyfng chat need.

&\.l:)luN

Ol e

Ly,

Vo

Lo

WUKKSHEL 1"

~

“~

i

-

you. have four or more job offers,

you cquld

:ént‘job needs.

thedothers - .

equally

the!jeb
Tbére is also

g a certain need| and

Y

., yoeu ' would f(jlow the steﬁb.dnd

Rey P_«)l“LP_

Ldenc i fy jobs oftercd Ly
writing the company names 1.,
Spaces for Job A, B, aud ..

Wilte
impor

I'he mo

down

ant

al

-
leasl (lve

job needs.

sl lwportant jobb ... 0

should be listed first
11,00 vuly have Lwo )L
ofirers  jus. work th.oug
Stage 2 (Step 4). .

Caretalaiy conolder | o,

foformacion ou eact job .

For ca

vt o iant Lecd

‘he b (P therjob chich o

salisifes {U.

Chie ok

Lot ok
chieok

VP e

oul

add
f\)l
pLo

Dl

ule

If pusst ic;‘

Jor

[ . N

cact. job 1u (.

idtd bcl w achi

N



¢ »

job & Fiaht- B G
"\ d -\

My importanﬁ Job Needs:

—
;E ’
|

Y

-
é\
- N

sent

S Yo

2.

o

~

Stage ! Eblwdaation 1t
wiliaa i ook
1
N

‘igf.zf s

by un?} ZA.

*

.U OB DECTSTON WORKSHERT

: -

_# ;Job B M_‘_az\c_ .

Y

Job A Job B Job C
x !
vt o P
- i i
L — —
L )
L
Lo,
.

Lo [ yobh Uftet

[ V4
4 S
hie 24 ...ufc%m
T Lawé z/f (Aral 2o

-
Jobca@nﬁota/rgé@eaoi’

Stage 2

- Job ' Job &

_
v i
g
. .
L [E
e 4 L
e A bt
.\, *
. &
woN
!
1o da 3
1 ] i




l
- z
1
'
t

. Steps,

3. (Continued) ‘

4. (;\'Illplg,lg olay. : 5o boo [
of the Bost Too Ot ter

ol '
l [ S 1 1 '
0o aet L vl I
3 ' »od | L i
Lo et Lir, . | !
jo.o ot P ,
-S(A},_-;(l.: Pt
ottber,

ERIC

Aruitoxt provided by Eic:

’ .
¢
~ Key Podnts -

3e. For each job, write down the

rank numbdy of-the most |
important ngéd checked under
‘the job heading? (For
example, if Job A is the job
‘that best satisfies job

" meeds #i #3, and #4, then

" - entef'#l'(n the Sbacg provided
under .Job A.)

3f. Identify the job offer you
decided 0 eliminate and .
give your reasons. Eliminate
the job which comes out worst
in either Steps 3¢ or 3d.

4ua.  Tdentify €he two remaining
jobs.

" For each job need, check GA
z» the job which best satisfies
" the need. There should Be no
ties. ’ «
. lotal and ¢nter the uduber of
checks for each job in the
spaces provided below cach job.

1 Fou cach jub, wiite down the
rank number ol the .ost
lmportant nced che. ked undﬁl
the job heading.
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Rf you are not attempting any form of negotiations in communicating
your ij decision, the process should be relatively simple. Uigglly
you would: first contact the employer whose job offer you plan to accept.
This contact could be made through a telephone call, personal visit, or an
acceptance letter. The first two contact methods are most frequently
used, but a personal visit is the better Bf the two methods. Tt will
continue to show your interest and will also allow you-“to provide any
informat ion needed for post-hiring purposes. Be prepared to sign forms

related to incon~ *~~ ~=7 ~cojzl security witholdings, health and life
insurance coveraj. . .ontracts (if necessary), bonding (if neces-
sary), etc. . - 4 : a

. ? * -

After acceptin: .. job-offer, don't forget about the other persons
who offered you jobs. Even thqugh you will not be acceptlng their job
offers, you should contact these ‘persons as a mattet of courtesy.
Inform them that you have accepted another job offer and e&press-your
thanks for their offers. If any employers ask ‘you about the basis for
your decision, briefly explaxﬁ. You might expect these employers to
question the importance of your job needs or factors you ‘have stated as
reasons: tor your decision and to point out other advantages of their job
offers. Lf you have carerully considered your decision, you will have
already weighed the positive and negative aspects of 'all jobs and should
not be pressured into changing your decision. 1Im declining those job
offers, be pousitive aud courteous., At Some future time you may want to

seek anolher jub wich this employer . Do g%gﬁﬁieﬁg\f&ture dovrs by being

rude ot tidiculing those ..U otfers

Die v o b o s ptad )b b b Lo ook layg Lol other Jolb
cppostunicics  anl ss speci ] it uwstanes e.ist. For eaample, you.
fteel an emplo, or hous talked y u into 2 plemature a..eptance oNn i
mfuimdlly accept ble job ofiren. In this case, cVuLfnuc Lo sedich Lo,
better jot. vopportuni, ics You way use the . job’s actual starting Jate u:
yout o adline to obtain tooter job offers. Lt you do ottlain a bettiet

job .trer, which you plan to accepo, call the tirse cwployer and iudi dt
that you hove ¢ onsideted your jolo decision and will bpe taking another
job . fter. A when Licahliyg a ceddiog engagguent, this anmouncament
will probaLny ctodu ¢ bad reclings. Since you probably cannot expedt
Lo toceive an consids tat1om on fuloie job oppottunitie., with chis
cwm loyer . think Lwice betore f\«._-..ul.;iny) FTTR :]ub offetr ac, eplance.  LL.Le
impottantly, think twico l,ur..l‘); Qlic« cprang o Job often prewaturely
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LESSON GUIDES FOR o
- JOB SEEKING SKILLS INSTRUCTION

In the precediang . touules, o©u were presented key information
concerning the skill uttilous, tools and 'resodrceg/to use in seeking a
job. The challenge «. you 1s to use your professional competencies to
present this information in such a manner as to help your students
increase their job-seeking skills and their chances of obtainiﬁg their e
" best possible job. ’ /

X

-

A series of lesson guides which are sequenced.with the cogntent modules
are provided for you to'use. These guides are intended to aild you in:
planning your teaching activities. H8wever, the guides are /not designed
to provide you a teaching manuscript and all your teaching aids. If you.
transparencies you want. If you want to gn our student/s reading mate-.
rial, forms, worksheets, etc., you will need make thge negessdry copies,
However, each lessoe-gu1de includes the following compongrnts: LESSON
IDEA/SKILL, OBJECTIVES CONTENT SOURCE, OTHER MATERITALS EEDED TEACHING
TIME, IDEAS FQR TEACHING, CRITICAL LEARNING ACTIVITY. )

want fo use the overhead projector, you_gi%ieggif to prepare the

The other materials sections of the lesson guides do not contain
complete reference information. Information. concernirdg availability,
publishers and so forth is preéscuted in the CITED MATERIAL section which-
follows on pages 187 to 192. You will need to refer/to this section fof
details if you are not Ltamiliar with the material nédleded.

The teachiug (lwmes are ouly estimates to gujde/you in planning. ' ~
Approximately 48 hours (truditlonal class periods) will be needed if a
comprehensive trcatmen: of all lesson topics is+attempted in class. This
time may be rceduced (8 30 nours or less if out of class work and less
tnten$ivé tieatment of the tdPics Is approp ’

LVaJ.UuLJ.un avlivillecos wure not apct_iflcd in,these gdidd& How you \
p.,\eed to evaituate will e dictated by your proach and time limits,
The objectives and «riti.al lcarding activitiés should imply what to use
as the basis for evaluation N TN
Yourd Scliool Cowponolbi o L wdd tlwe sdhedule will be prime factors
1w Low you decti1éd to prescut thi wa.ertar./ If your major respousibifit,
{5 classroom teactdny, you will undoubtedly present this materdal in your
resularly schieduled clusse. usfag a dally lisson approach. If your majo!

resposibility fs u.t class.oow toa. hing, you may wish to team teach with
classroom teachers o couduct speclal woryshops or seminars with students
Some people may wanl .o provide futercste studuntﬂ independent study

oppur tuyltics.

‘A.,.I




Since schedaling' workshops. dealing with job seeking skik¥is immediately
prior to school leaving time is'a very common, practice, a few comments are
in order. A primary advantage of this workshop approach is timeliness,
many participants will be using these skills in the very near future. .
However, there are some disadvantages to this apprdach. If the challenge
of ‘deciding on a particular job to seek is not systematically addressed 7
until shortly before leaving school, students can do little to adjust the

L.l .:pool progryes of s:aly to [assrcd tae most relevaac courses are taken
as peparation for a job. [1 additioa, Ssaece will be little opportunity
to gain any relevant.-work m2kyerienze. Near the end of the school year,
it is also difficult to suhgdulu sufficient time during-regular school
hours and attendance during non- ~school hours is probably going to be -
limited
- . N

.Pilot studies conducted in four Minnesota school systems as part of
the S.P.A.C.E. Project suggest.that these job seeking skills are. best
taught as part of a regular class. Students most in need of job seeking
skills appear least inclined to study 1ndependenu&y They appear to react
more favorably to group activities. N

L4 .

Two examples of lesson pldans you might develop using the lesson
guides and MODULE materials are presented immedlately following the
lesson guides.

s
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. LESSON.1  °

LESSON IDEA/SKILLS:

What are job seeking skills and wpy are they important?

OBJECTIVES: Students should be able to:. - s
“\. ' . ,

~.

ﬂk N

. a
@
’

1. List the five stages of the process of seeking a job and
explain the skills involved in each stage. .

2. Give at least three reasons for developing their job
seeking skills. : '

1
) CONTENT SOURCE: ' _ -
= MbuULu 1, pages 2 Lo 5
. \ |
OTHEK MATERLALS WERDED: _ b
None
.
LEACHING Limbe. 0,2t 1 b
LDEAD LUK TLAGHING. PO -
Hls lesooun ot L Ld 0. 4, ol Cladtty the concept of the (job

seeking skiils Ti: coutent of che five MODULES should be out-
lined to emphasi.c the range of skills aud 3now1cdge required in
Yob seeking. Studints shpul. arso be acquainted with reasons

for developiuy job seering skills! Emphasize the importance of

Stress the fact trat job seeking skills are importaut in getting
the beast possible jol,

.o
Lol e, ant e data Cl Looraet b gwd, Dodweat by haviug
stuagept. tear Gk astaatt o d seelptioa page 5 MODSLE 1. The
exauwple worksicets, forms aud so on will be bas:a upon the

Jody Jotusou hara o

9 N [ [ i Vaage yol o [ B

ERIC

Aruitoxt provided by Eic:

- making a 5ou2 job selection or contirming a previvus job selection.



e I u . LESSON 2 .

LESSON IDEA/SKILLS: BTN . C S
What are the ﬁossible effects of my job? ' . » ho - .

>

OBJECTIVES) Students shou]ﬁ be able go*

«

. 1. 1ist and explain at least five possible effects of a job.
o 1 . ,
v 1 » ) 'O ‘. ' i t\.’\ ‘ ~ ' “
CONTENT ‘SOURCE: ' e T - ot
MODULE 1, page 6. . IR S A
’ , . : : N A
. v - .
OTHER MATERIALS 'NEEDED: .. ; , R
N . ) 4 L . N
None. ' . i - ) . ' s
. ” V ) . | : » s - ) 'l s ' . - .
TEACHING TIME: 1/4 to 1/2 hour. S e
//;!ﬁks FOR TEACHING: S | R
. ' OO PPN .
N 4 Identification of the various effects of a person 's job must be «
. " gtressed because too often only the monetary effect is
. » .considered. This lesson shodld driw on the students' information <

’ and experience. It should indirectly introduce the general
concept job satisfactions. It may be helpful to suggest students .
think about how an ‘employed friend's job:affects him/her

) LI -
~

QCRiTICAL'LEARNING ACTEVITY: - ¢ -, -
Students exchange ideas and opinions about job effects.
. » . . - . -8
$ . . . 2 .
. s »
‘ . o. T M - 4 ./,
\ A} ’ ) v
k . . \ 4 <
s . ‘ b .
< i ' R . ~ .t
L] Y ‘ . -
. ' . e qem '
. o - 1%3 't B
B .
=116~ "
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" - - ' LESSON 3

LESSON IDEA/SKILLS: .

What do I want from a job?

s}

T OBJECTIVES. Student should ‘be able to:

1. Identify their reasons for wanting a job.

2. COmplete a JOB NEEDS iMPORTANCE FORM identifying their '
important job needs.

CONTENT SOURCE: v . .

o ' S
' - MODULE "1, pages 7 to 9.

. "
OTHER MATERIALS NEEDED
e
‘A copy of tte JOB NEEDS IMPORTANCE FORM for each student.
v Use thé’ﬂmster following this lesson guide.

>
TEACHING TIME: 1 hour

Q : ‘. . : / s “,q
IDEAS FOR TEACHING: ’

The primary purpose of this lesson is to clarify the critical
- concept of job needs by helping students identify theAr own

' important job needs, what they want from a job. Students

? should realize a job is not selected simply because a person can
perform the job. They should -also discuss their reasons for
‘wanting a job 2}' they are gbing to Beek work.

You may wish to provide students with copies of the example

JOB NEEDS IMPORTANCE FORM found on page 8, MODULE 1, or clean
m copies of the form to~aid class discussion. Present the steps

and ‘key points in completing th¥s form while students are

completing their personal forms or prior to indifvidual student -

completion of the form.

CRITICAL LEARNING ACTIVITY:

-

. . »
Students complete.a JOB NEEDS TMPORTANCE FORM.

A .
» _ / . . o
. , & .

-117-" o




importance Katlng"~ Kank

[V a o
» £ 0 88§
Common Job Needs: 2 o e = &
N : N . ‘_1
1. ABILITY UTILIZATION: I could do something ;hat N L 8§ M G|
v makes use of my abilities. . ‘
2. ACHIEVEMENT: The job could give me a feeling of N L S MG ‘
* » accomplishment. R ‘
3. " ACTIVITY: I could be busy all the time. , N L S MG A
4, ADVANCEMENT: The job would provide an oppor- N L S M G /“ N
tunity for advancement. .
5. AUTHORITY: I could tell people what to do. ' N L S M G
6. COMPANY POLICIES AND PRACTICES: The company N LS M G/ )
would administer its policies fairly.' ' .
7. .COMPENSATION: My pay would compare well with . N L.S MG
that of other workers.
8.. CO-WORKERS: My co-workers would be easy to N L S M-G
. make friends with. | '
9. CREATIVITY: I could fry out some of my own 1deas. L S M
10. INDEPENDENCE: I could work alone on the job. ' sl N L S M G N
11. MORAL VALUES: ™ I could do the work without , N L § M G|’
feeling that it is morally wrong. ,
12. RECOGNITION: I could get recognition for the N L S MG
work T do.
13. RESPONSIBILITY: I could make decisions on my own. N L S M G :
14. SECURITY: The job would provide for steady N L'S M G
' " employment. .t
15. SOCIAL SERVIEE: I could do things for other @~ | N L S M G,
people. ' . L : '
16. SOCIAL STATUS: I could be "somebody" in the N L S MG
community. o :
L 3
17. SUPERVISION—HUMAN RELATIONS: My boss would back , N L s M G |-
up the workers (with top management) . .
18. SUPERVISION-TECHNICAL: My boss would train the .-. N L: S M G .
workers well. ©o .
19. VARIETY: I could do something different every day.] N L S M G% .
20. WORKING CONDITIONS: The job would have good N L S M G-
working conditions. o, .
21. ‘ » ; . N L S-M G
22. _ : LN L s MG/ ___
; : l
Conclusion: ) ' ' . .
My most important job needs are: (1) . (2)
(3) . - i(4)' - P (5)
6) - AN C) T T |
. 'I' v 7 . e,
. : -118- . ' i




LESSON - 4

LESSON IDEA/SKILLS: o

iy ~How do I seleet my first career job?

' Step 1--How shOu}d I identify job possibilities? 4

OBJECTIVES: Students should be able to:

1. Identify numerous jbb possibilities using various sources
* of help: people, newspapers, books and pamphlets
(available in most libraries), tests, and the Minnesota
v : Occupational Information System.

Z; List and order by preference at least 10 job possibilitiés
using JOB SELECTION WORKSHEET 1~- JOB POSSIBILITIES as a

~ gulde.

LR
v,

CONTENT SOURCE:

»

MODULE 1,&ages 10 to 13. 4,‘%
. ‘ . . .'~‘ N
~ \" Yy h -~

| A, B

W . A TN
OTHER MATERTAL NEEDED: s

T : . ;‘

A copy of the JOB SELECTION WORKSHEET NO. 1 - JOB POSSIBILITIES
, for each student. Use the master follbwing this lesson guide.

‘Reference material ar easy student access to this material.
"Help Wanted' ads.
‘Books: .8

Occupational Out look Handbook
Handbook. of Job Facts
. Encyclopedia of Careers and Vocational Guidance
Dictionary of Occupational Titles :
- Concise Handbook of Occupations

¢

Pamphlets: s . . ;

¢

Education and Work

3 ) : BN




OTHER MATERIAL NEEDED: (Continued) S :

Minnesota.Impoffan;e'Questionnaire

(See Cited Material for more details) Also, call your
Minnesota Employment Services branch office.

Tests: . R

'\ General AptitudedTest Battery

- : If possible, to have administered conveniently and
economically. ,Call your Minnesota Employment
Services branch office.

-
n a3 -

Computer terminal to allow access to the Minnesota Occupational

Information'System, assuming your school has agreed to purchase
the time needed. oo «

|

TEACHING TIME:" 1 to 2+ hours.

IDEAS FOR TEACHING: L.
Introduce the three steps in the job selection proceSs to provide
the students with an overview of the next lessons.

The students ybu have and your access to instructional materials
will certainly be prime determinants in how you approach this oo
lesson. ' You have & real opportynity to introduce students to 2
occupational information .sources, in addition to people°and
newspapers. . You may wish to take more time than suggested  above

to have your\students use references; the MOIS system and to seek
information outside your classroom/school. Be sure you have an
adequate number of copies of reference materials to allow -each
student access to the materials. (We would not - recommend use of
the D.0.T., Dictionary of Occqpational Titles, without taking class
time to acquaint students with- this book. .It 'is a tremendous

A

e referenee;jhut a challenge to'read ) - : S
. bR . .’~" o PO o . ‘ -, o \ .
' S sure you d4 eﬁcourage studente to exﬁlore joh poSsibilities o
they may. not have: considered.'  Considér:b: instorming on job.? He

*  possibilitjess  The® Xamplé oB POSSIBILIT s,fb;m,on pagé‘lj{ W A
should be disongkqﬁ S ;- . b ; LT

" Note: Tests such as the MIQ ar. GAIB’S \hl .
: for students to have the- resuﬁts,@ﬁc
1esson - If you do’ not have the 664

-~

o worth it! - _ ;k" . .

;

«

© CRITICAL LEARNING’ACTIVIT?:

¢
Students complete their personal JOB SELECTION WORKSHEET NO. 1 -fi.
«~ JOB POSSIBILITIES. . L)

u . B ) = .
. 'Jl . lud { ’ . L 1

_120_ . ’ ) ! . PR
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What method or source did you use to identify-
Rank  Job Possibilities "~ this job possibility? . .

'1 .’ ’ ‘

11. . : ‘

12. ..I'.

13- ’ ‘ ‘ o - ) *

14. : v

y
’

AFTER LISTING JOB POSSIBILITIES AND THE METHODS/SOURCES USED, YOU SHOULD TRY
TO RANK OR ARRANGE THESE JOB POSSIBILITIES IN YOUR ORDER OF PREFERENCE. USE
THE SPACES AT THE LEFT SIDE TO RANK THE JOB POSSIBILITIES IN DESCENDING ORDER
OF PREFERENCE. : R

‘
»

-
-121-148 o 2




LESSON 5

LESSON IDEA/SKILLS:  *

+ How do I select my first career job?

»
v -

Step 2-~=How should I evalpite each of my ;job possibilifies?

"™\

OBJECTIVES: Students_should be able to determine:

* 1. How well a job possibility will satiafy their important
job needs.

2. <The current availability of their various job possibilities‘ .
in their areas. oy

Y. How well their qua11f1cations match the minimum requirements
“of the various job possibilicies

v

CONTENT SOURCE:

N . . ) /.
QESB}E 1, pages 12 to 35. ) .

. \ . . i
OTHER MATERIAL NEEDED: L f
Copies of the JOB SPLECTION WORKSHEETS 2.1 - JOB NEEDS SATISFACJ
2.2 -+ JOB AVAILABILITY -and 2.3 - JOB QUALIFICATIONS Use the
. masters follqwi g this lesson guide. .
‘('- —-

‘Referehce material or easy student access to this ‘

ION,

material. ‘ b
See the, LESSON 4 listing. - The same materials will be used in
this I‘;son

« . y

Ll LN s, v

.TEACHING TIME: 3 to- 6+ hours.

e . ,
7 L]

IDEAS FOR TEACHING: | i .

You may wish to treat each of thé student objectives ‘for this
lessonfas a lesson idea/skill in your planning. '

» | . ) ].2:5) \\ | Y
. ‘ Al \

~.2
-122-
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7 Lo
IDEAS FOR TEACHING: (Continued) . o .

Step 2¢KFactor 1. How shpuld I proceed to determine.how well a
job possibility. will satisfy my important job needﬁ? &

o This 1s the first screening of*job possibilities. The students"

& must use-their personal‘ﬁob needs' jnformation ¢LESSON 3 - results)

: and obtain information-~on which job needs various job possibilities'
will-meet. If available, the MIQ will be very helpful in this
process. If people afe thevprimary source of: information on the
type of satisfaction- various jobs will provide, encourage students
to talk to more,than one person in a partiozlar job.
You may wish to use the completed examples /of the JOB NEEDS
SATISFACTION worksheets, pages 16 to 20, MODULE 1, when explaining
.how to complete this worksheet. Ideally, you will provide the
students with a new JOB NEEDS SATISFACTION worksheet and work
through an example using the steps and key points on pages 15 and
21, MODULE 1. . Students should 'then complete the same process, for
the1r own JOb possibllity and draw the appropriate conclusfon.

Step 2--Factor 2ﬂ How should I proceed to determine the
availability of a job possibility? . LN

1 ¢ )
DEFINITION: Job availability = Number of job openings - Number of
. » 3

job seekers.
J

This activity is very important. It"should help job seekers
realize that personal needs and/or interests in a job will not,
.mean the job is available, particularly at a given 1ocation.

The Minnesota Employmenthervices branch offices should be
contacted ‘for job ava1lability information such as the "Job Bank"" "
system. .News media information is often very helpfuls The

"Help Wanted" advértisements are a readily ayailabl? and excel-

lent Source of JOb openings . : o
AN ’ ’ ’
Introduce your students to the‘procedure for using the "JOB
LY AVAILABILITY'" worksheet, steps and key points on pages 27 and 28.
Pro }de worksheets for students to complete as you explain the ¢
. steps ./ . , . : - ‘ .

Use  data from one of the completed examples pages 23 to 26 (
. Present the other examples for student study.

Students should then complete the same process for their remaining
job possibilities, those not eliminated in Step 1 above.

>

- .
. . ’




’ 1}

' o L » < L ' .
(:% IDEAS FOR TEACHING: <(Continued)* - - (

v . . 1
f/ tep 2--Factor 3. How should I proceed to determine my
! Jua'lification,s for my remaining job possibilities? M o

The first stage of this activity is the identification of worker
requirements. “The Dictienary of Occuiaflonal Titles (D.O.T.),

and the GATB redylts will be very helpful at this point. The
second stage is a student self-assessment. Discus’s the imﬁortance
of objective and honest self-evaluation. - . -

. Use the steps and kéy points outlined'wn pages 30, 34 and 35,

* ' MODULE ]; the examples ‘on pages 31 to433; amnd "JOB QUALIFICATIONS"
worksheéts in explaining this procedure. Emphasizesthe need to
identify (star) those requirements which are essential and must |
be met to even be considered for a job/ ) ' !

i

CRN'ICAL LEARNING ACTIVITY: ~ ’ B s

Students should.complete-the-necessary number of JGB SELECTION
’ WORKSHEETS: . ' . o '
\u%

7 . 2,1 - JOB NEEDS SATISFACTION

" 2.2 - JOB AVAILABILITY ‘v L,
.. N ~
.2.3 - JOB QUALIFICATIONS. f
. ‘ ' »
_ Students should save their conclusions/or worksheets for the next
i lesson and future reference. . S .

.
.
LN .o i . . -
o :
. . . . '
' ’
. .
. - . .
. N . . N i

// . .. ——taa .
Ll . L . .
[V . - . . ' - kR

. . . . R . .
- N

-

=

~
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JOB SELECTION WORKSHEET 2.1 - JOB NEEDS SATISFACTION ‘.T) s )

#Job Possibility: R ’ ) '~ SRV
- . ' o, ‘ ' L O
o ' | o ‘ - Will This
Important Job Needs What is your information and its ) - Need Be
(1ist in rank order) source? ' Satisfied?
. - N '
1. ’ . - .
/ >
\ | v
2. - )
. p .
LI % .
3. ! _ ; —_—
* - :
- }
\ -~
./"’ i )
' - * N vﬂ
4. . 3 c o
A} - T L ——
N . 3
5. ! .
. 1. -
[l \5
6.
N ‘ 7
< 3 L
- (’ . - )
7. “ oo A\TNS ) ° A ' e ®
.! ¢ ’ bl "
- ) \ 0 -
Conclusion:
h . — .
~This job will meet: ' .

only 1l or 2 important job needs. (few)

C none of m& important job needs.

3 or 4 important ‘job needs. (some)

5 te"7 impbrtant Job needs. (most)

¢
- IF THIS JOB WILﬂ~NOT MEET ANY OF YOUR IMPORTANT JOB NEEDS, YOU SHOULD ELIMINATE®
THIS JOB- POSSIBILITY AND START EVALUATING THE NEXT JOB.POSSIBILITY.

R -125- 1-92 ' . -




' JOB SELECTION WORKSHEET 2.2 - JOB AVAILABILITY N

. . rooe .
Job Possibility: . - - T ;
" o . : . © .. , Worker ° Worker . ‘
Source ’ ' Informatiorf - Facts - Notes s Demand  Supply . :
+ 1. esota Employment K R T - -
. Sérvices o : - . : o : o
) . ' . . . _(
2. local News. Media > ~ : o e
R -,
3. Friends and Relatives
v ¢ * v . A}
4. School Counseling/ i ' . . : _ ‘
Placement Office ‘ : <\ . : o
and Other Staff . ’\“_' . - ' . .
)\\ ' ' . . . “ o ,, . N
5\ Occupational Out- o , - . o
-look Handbook/Briefs . . ’ o -
and the MOIS ‘ R . ' . ‘
Computer System ' . _ - - :
- _— ’ /
va
6. Unions or Local '
Employers ,
b‘ ‘ '—_.
% . . ~. . " -
7. Civil or Govetnment =~ - e g I - N
Service (Federal, =~ R - e R
[ ... State, County) SR i N S
a ! é (3
8. Other:
: L
> . (specify)
“Conclusion: '
It appears that there are: j ' '

no openings at this time.

fewer openings than persons seeklng this job.. (D<S) : ‘
as many openings as persons seeking this job. (D=S) ' .
more opénings than persons seeking this job. (D>S) ' '

l||g

IF THERE ARE NO OEENINGS FOR THIS JOB AT THIS TIME YOU SHOULD ELIMINATE THIS JOB
POSSIBILITY AND START EVALUATING THE NEXT JOB POSSIBILITY. . -
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_— : ~ JOB SELECTIO WORKSHEET 2.3 - JOB QUALIFICATIONS . . SRR

' A . B Ly
Job Possibility e . . .
Infgfmation Sources on Requirementef _ "
. 4 L
. 5 . - - - -
MINIMUM REQUIREMENTS .. ) : . YOQUR QUALIFICATIONS
-‘- . ’ ' : ., ' 3 ' '. -
f " ' " Can you satisfy ° What evidence can you
Special Skills/AbII%fies: this requirement? ' present to an employer?
. - / Y ‘ ’ '- , A
1' ) :)/ ' ) .' *
L) . . n B "
-
. ’ . Q‘
2, ¢ . o
' !
3. ’ ,
’ , : o
Work Experience: J
. , R
Y J __%—~ .
4
Education: ’ -
a / £ ) - ' .n '
. < N / ¢ * A & . : < -
Other :
B
1. .
s L, e »
2. .
¢ _ s
B N
" Conclusion: .
I can satisfy: ' " .
. none of the minimum requirements of the job. )
‘- some of the minimum requirements of the job. "+ (Q<R)
' all of the minimum requirements, most just barely. "“(Q=R)
o. all of the minimum requirements, most very easily, (Q>R)

“IF You CANNOT(MEET ANY OF THE/MINIMUM REQUIREMENTS, YOU SHOULD ELIMINATE THIS JOB
POSSIBILITY AND” START EVALUATEyG THE NEXT JOB’ POSSIBILITY -, -

. -127- I
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. V- Lo . LESSON 6 R
e ‘ ' L 9 . . _ )
. LESSON IDEA/SKILLS:. ‘ Y 4 6 e
. How do I select my first career job? . ‘ l
~ : s .
Step 3——How should I proceed to select the best job to«Seek? .

OBJECTIVES: Students should e able to:
¥
. .

.. 1. Explain the interaction of job availability and a person's -7~
4 job qualifications (Figure 1, page 37, MODULE 1).

yﬂ

( 2.',Decide if they want to assign different or equal importance to’
the three 'ewvaluation factorS' needs satisfactionﬂ RN
availability and qualifications.

3. Select their own best job to seek using JOB,SELECTION
WORKSHEET 3 - .CHOOSING THE BEST POSSIBLE JOB.

CONTENT SOURCE:

\

¢ ‘ & . -
MODULE 1, pages 35 to 40.

OTHER MATERIAL NEEDED _ .

A copy of the JOB SELECTION WORKSHEET 3 - CHOOSING THE BEST POSSIBLE

JOB for each student. Use the master following this lesson.
« ’ " . 5 .
Results of Sfep 2.- Students will need their data to complete -

this legsbn.

- “TEACHING TIME: 1 hour. ° , A ,

IDEAS FOR' TEACHING: = B .

'Discusg the prgeess of selecﬂ&ng a job. Be sure to feuiewl
' Figure .l to help students understand the relationship of job
- availability dand a person's job qualifications.

Explain the steps‘%utlined on pages 36, 39 and 40 MODULE 1. The
examples on page 38, MODULE 1, &ill help illustrate this process.
e Students should then complete their own job selection procesaes.

7

, : L]
* - CRITICAL LEARNING ACTIVITY: . : | e ;

. - { . . .

N ’ Students should complete their own JOB SELECTION WORKSHEET 3 -
. CHOOSING THE,_BEST POSSIBLE JOB. . y
v . . , .

. v \, r : . ' -
: : T s 125 o .




\ J0B SELECTION WORKSHEET 3 - CHOOSING THE BEST ¥OSSIBLE J0B

-

'QJ'

-

B SELECTION BE

5

DIFFERENT SELECTION Tu YOURSELF

I:IQ\V(Z.

Aruitoxt provided by Eic:

Vv
The job possibility I have selected to seek 1s:

IF
DIFF
YOUR

]

4

NTLY, MAYBE Yulj ARE ESPECTALLY SURE OR UNSURE ABOUT ONE OR-TWOFACTORS, WHILE IT IS NOT CRITICAL THAT,

JOB YQU CHOUSL: :K:hhl( 15 NOT THE ONE WITH THE HIGHEST TOTAL ‘SCORE, YOU ARE PROBABLY WEIGHING FACTORS*
ONE WITH THE HIGHEST TOTAL SGORE T I‘CRITICAL THAT YOU CAN CLEARLY JUSYIFY THE

N “..

]

 Factor 1 Factor 2 . Factor 3 Total
- Job Needs Satisfaction Job Availability Job Qualifications | - Score
~ . Worksheet Conclusion | Few  Some Most | D¢§ D=5 DiS QR =R QS
(Pactor Store) | (-2)  (0) @) [ 4 (2) O @) (<2) (0 .¢1) | - \
"v \ \
L / |+l | =
8 /. | l )
Lo , / a 4 | .
t ‘
. ) "'o
, [
1, ' ¢ ' - =
) \ ' ‘
. 4, 'S e - + =
;;745: -
v o ‘ .
. - . + \ "
) .
, —
Conclusion: ' ’
+ The Job possibility with the highest total soore is: ; '
’ X

~

197



/o

'LESSON. 7

' LESSON IDEA/SKILLS:

©

What is a personal data sheet and why should I prepare one?
* ' P ' N \

~ ‘

. . «
OBJECTIVES: Students should be able

t is. .

reparing a personal

1. Describe what a personal data sh

2. List at least four advantages of
data sheet.

CONTENT SOURCE:

- MODULE 2, pages 42 to 45 \
- o ] .

OTHER MATERIALS NEEDED: o >

\ -
Copies of Jo Delano Johusor's personal .data sheet, pages 43 and
44, for your students.

- Examples of other persoual data sheets, if desired.

TEACHING TIME: 1/2 vo 1 hour.

4

IDEAS FOR TEACHING:

Assuming the studcuts have couwpleted the study of the MODULE 1 -
DECIDING ON HE JOB Tu SEEK, and/or have identified their job
qualifications, emphasize that the personal data sheet is a vehicle
uged to present one's job qualifications and sell one's
qualifications (v an cmployer.

Discuss what a peisoual data sheel Us and review Jo Delano Johnson's
personal data .heet to .lariry what & personal data sheet might
contain. List advautages of a personal data sheet and clarify

each thr.ugh clags discussiou. Stress the advantage of a positive
impression.  RecOgnice that not all jobs will normally require a
personal dac. sheet, but many people may eventually want a job

where a Leisonal dats sheet must be prepared. It should also bLe
noted that ewplo,ment appli.ations are regulated and becoming

more utand.itdiced and personal data sheets appear to be gainiig

more ilmportance . th  job seccring process.

Vlvavat o she Lo g ' ' A TS DRy Y R i .



LESSON 8 : ] _

I’ » ,'l - ..
) LESSON IDEA/SKILLS: : y

4

How do I prepare my ;j;ﬁonal data sheet?
3 . " b
“ A ’ - r '

OBJECTIVES;Q Studenfs should be able to:

1. Select positive informat1on to igclude on their personal
- data sheets.

. 11} fe . tent to be ihclw?ed in
eact e.t2.y of \v ;. .t 4 ca & sheet: * HEADING EOSITION
DESIR .D, FEl.ONAI . FC(. £1(JN, JOB-RELATED SKILLS; WORK |
EXPERIEMNCE, EDUCATI(N, ACTIVITIES AND INTERESTS and
r REFERENCES, '

3. List the steps in preparing a personal data sheet and exﬁlain
the major factors to.consider in completing each step.

4. Complete a satisfactory ﬁersonal data sheet.

I\\_///” o
(;g NE SOURCE: . -

: j&
' , MODULE 2, pages 4> Lo dh.

OTHER MALER({ALS NEBEDLD.

Cop’.Ca of the ndarirat tve J\;bs;l".pﬁl n of Jo Deiéno Johnson on
page 5, MuDUir 1, and coupies of pe nal data sheet, .
Pages 43 and 44, used in LESSON 1.

Student s’ petoonal JOb dStl b(.‘J.l.UN WOKKSHEET 2.3 - JUB
QQALIFICALIONﬁ'fur the job sel¢cted in LESSON 6 of MODULE 1.

ThAGHING § L., ) L. L oL

LLDERD PO AL 2 4 a

Yilids desan . 1 ‘ ) o tw sectilous. The frest
sectiob I8 .eats un «. .uica oF LESSON 1 and addresses
OB.JE(,T‘.[\/ES 1 aund .. Eul, hasice th selecti,,q of pOSitj’.VC Luforma

tion by heipiug . tui uts apply cricerfia for tnclusion of ftems

In euch of tne et ns . f the personal data sheet while reviewia,
fo Dela.v Joln.on's wat.ative escripti o an.d personal d.ta

shoet Y. ulso wa wiahh 1o 1autiroduce otlier perb‘unal 'd'dL'dl

sheel o twaco at thi L




[
IDEAS FOR TEACHING: (Contdinued) '
The second section is t%é personal skill development
component of this lesson. The ability to develop a personal
- data sheet is,best aught by having students develop their own
4 personal data sh . You should present the suggested steps and
’ relevant key points for personal data sheet preparation,
pages 52 to 54, MODULE 2. Then, students should prepare their
own personal data sheets for the job selected ih LESSON 6 of
'MODULE 1 or by a similar process. If the majority of the
. students are not going to seek employment in the selected job 'in
the near future, you may wish to evaluate their personal data
sheéts after step four--1 modified original draft copy.

Be sure to emphasize the point that a poorly prepared personai- ,
data sheet is worse than NOT having a personal data sheet. It ‘//
» will produce a poor 1mpression .

' . Note: Students will need to obtain information aboug,persons
used as references. You may wish to have them do this during
class time or outside of_class time. You should also consider a § ,
strategy for identlfyingﬁﬁv/ofreaders such as other teachers,
parents or students. ) ,

’

CRITICAL LEARNING ACTIVITLIES:

Students identify and apply criteria for inclusion of informatlon
in a petbonal data sheet. Ve

4 . .
Students develop their own personal data sheet for a selected job.

—




. LESSON 9
L] ‘ ) )
LESSON IDEA/SKILLS: )
How do I use my personal data sheet? | , R

/29 . . ~
OBJECTIVES: Students should be able to: <
\

~.1.. Discuss key points to consider when personally delivering or * -
whien mailing a personal data sheet. :

ity a.a e

" pers. C L&

-

3. Outline . plem ¢, 4. duilang their own personal data
sheelts. '

peatot, (0 give thedir

/
CONTENT SOURCE:
MODULE 2, pages 55 to 57.

@

OTHER MATERIALS NEEDED: »

. /
Business directories/llstings or easy access to copies,

.

N

Telephone directories.

L &
". ...’t‘ -

TEACHING L'IME: { (o 2 houls ' o

IDEAS FUKR TEAGLHANG.
L

Lthls lesson 1o ta 1. . doalidug with a particular approach to
seeking a j.b. Discuss ‘he key pbints e consider when '
personally l.vering a personal data sheet. Since most people,

including yOQraclf‘ R;oLably do uot mail-personal data sheets
as suggested in the content ror this lesson, be sure to present
the positive point of view und also do not fail to stress the
fact that being ditfe,ent (han one's peers may be a real
advautage when seeklng a job. You might want to cempare éh:
mailing ar;iuu<h to an adverti.ding campalign.

thio l\)..n‘:i()ll e dhie wewr wblb prcvoent the dilemma; "Now Lthat i
have a pers ual dal . she t, wiat shourd I do with 17" Two u.e.
are , resented,  ud the adeia.tage. provides when épplylns fou

jobs will be nighlightéd fu MODULL 4.

L

ERIC

Aruitoxt provided by Eic:



IDEAS FOR TEACHING: (Continued) ’

Have students use available business directories/listings to
~ 1dentify persons to whom they should send or give their
personal data sheets. Have them ask friends or fellow students
*  for names of contact persons. Telephone directories are useflul also.

L

CRITICAL LEARNING ACTIVITIES: - i

Students develop a list of persons to" be given their own
personal data sheets. !

-

Students w1l 1@ . Oy ag their own personal
data sheets, .

.




: LESSON 10 ¢

»

LESSON IDEA/SKILLS:

How do I prepare a cover letter for my personal data sheet?

OBJECTIVES: Students sholld be able to: o

1. Describe and explain the key functions of the personal
data sheet cover letter.

. L4
2. Explain the maj 2 der when wflting a cover
letter.
3. " Recognizé the k t d ‘erences between an
unsolicited mai | Jicl :d mailing cov letter.
. ¢
4, Write i&propriaL: ers for their persopal data sheets.
el - ) r‘/‘. - ,—-Q-ﬂ\ -
- / R
CONTENT SOURCE: < N

‘
MODULE 2, pages 57 Lo ol

OTHER MATERIALS NEEDEDL:

Copies ut the caampie cover letters, pages 58 and 59; for
student reference.

TEACHlN(: TIME: 2 lLivur o
IDEAS FUK FbAGH L. ¥
the twmporlau.o 0+ ot | o .aal Jdata sheet cover letter should be

made ¢glear. H ip stuieunts reatize the example cover letters are
not the only styl s considered acceptable, but they are acceptable.
Yourmay wish to provide additional sample cover letters. Discuss
the fun. tion. or and the factors to consider in writing personal
data sheet cover letters and difrercnces between solicited and

unsolicited lett. s

Mave stadeanca ok [ ¢ b viwae Lo thelr personal data
sheets. Yoo ill o ca . Jdeota ft you wane to involve other peouple
in the (valuation pluq‘au uorf evaluate Lie cover letters\gersonally.
+ i’
oy [ Lovibaae. AL
T R . . 1 bae ., sheo
3 4
: A
l +
L

O

ERIC

Aruitoxt provided by Eic:
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; - _LESSON 11 . ' .

LESSON IDEA/SKILLS:. g : .
. . Y .

* What are my bestggources of JOb opportunities and how should I
use them?

b

/

’

OBJECTIVES: Students should be able to:

e

1. Describe advantages and disadvantages of the.five most

frequenti; . 4 ; | catdess it .
relatives at¢ (to i3 ¢ t i, .. jnent Servicek; . ... . &put
~—'Help Wantec' s sctcc .« un:¢lirgsplacement offices; and
prigate enployment agencle: . t
e

2. Explain the major factors that must be considéred when using
each of these five sources.

CONTENT SOURGE:

MODULE 3, pages 64 (o /L -

OTHER MATERIALS NEEDED: ' . . ‘
CUplcg of the content, pages 64 to , probably should be provided
for studeut use. - | : . '

. -

!

Newspaper "Help vaui ol ads, part;cuiarly Sunday egitéons, and
various p.ivate employment agency contracts (if available).

L

TEAPHING LIME. 2 b ] ' . .
. . »

LLEAS FOK Lbhaciiin v ‘ \
This lesson . . . v deal of uew dnforwatton for many
studcnts. 1L tay be v ry d4u fsable Lo have students read the
content marerial oo elnlug cach source after stating the objectives
for this lessou. Thoa, lisi and discuss the advantages and
dlbudVduldgdb ot cach akudtc aud note the important factors to
considdr wheun u:.ug or evalu.tin, each source. - If possible, usc

newspape: ads aul ewpl.ymenl agen.y coutracts Lo make the
discussfvn re liscic for the students.

1 R SR o . Loy, b A

Seteces 0] L o OPpa oo b Lz, doatures L wach i
N 5

. o

P
v
-

ERIC

Aruitoxt provided by Eic:



LESSON 12 s L -

LESSON. IDEA/SKILLS: -

How, I develop @y.seafch strategy?

N

. OBJEGTIVES: Students should beﬂabLe to:

1. Develpp a job search strategy which considers: their best
sovf(\e {\f inh Affave tha Frhnwvr~+ n.....lk,\:- C‘f 4Ck f\c.cﬂ""‘ - —-----‘l-
thte tire » | . te. b1 ool en o€, - onkuct,
the proce nge oo U v otdy ) cap Leyers, and ahinx_‘nplog
to centact ficsi.” - . 1

’ ‘ LRSS

2. Use ad appicpriste tilqflcre procewure to contact employers.
Y v

CONTENT SOURCK: _ ‘ ,

MODULE 3, pages 71 tu i4 : : -

\ 3
\]

OTHER MATERIALS NEEDED: , .

a

Teiepheué receiver practice aets if readiiy avaiféble with.
recorders., ' '

' TE\ACH[NG T IME Z houra ] .

LDEAS FUK TEACHING.

~ Bresciut the Jde vt (hat weed Lo be made prior to 8 Yob search,
Discuss the key aspecis ot each decision. Have students develop an

outline for their pérsoual job search strategy.

Prescutl the majo:r sleps anl poluts to uonsiden\yhen telephoning to N
contact employers el

| / ‘ e
LI pussible aud ue . wwaly . provide opportunity for role pfaying/ ! “)

siwulatdon . f tie procedur. of telcphoning to contact emplqyers}

\

L4
t;\*lln,.ﬁl blabaddae ' .A\&‘AAA.A

Sluteutos 1 Ly ol o M Lo e Jol seaaeh sliutloegles
Dtadento L . AR vlave Lo telephoulug cwpluyces
o compl te 5 a0 0 ol a0 piay of oal eaployer conta.t.

w Lo

O

ERIC

Aruitoxt provided by Eic:
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. 'LESSON 13 '?l . . 3
LESSON IDEA/SKILLS: S ‘ S -
How .do 1 preparemto meet an employer7 
OBJECTIVES: .Students should be able to: n
. “1. Gather meaningful information about an employer and/or the
) 1: - :
ﬂ; 2. ANuswer Jasc. L. [ tointaal eﬁﬁloyees. ) '_‘ Ny
\\ . i -
" 3./ Develop a li: v ja2 :l> o sk about- a potential jb?.
N . : T S
’ 'Aﬂ; Secure matesrizl t.ey nead o takevwith them when meeting a
~ % potential employear. Lo ’ . -

. *,
5. Prepare physica11§ for a personal meeting wiqh_an employer. "*

’ ] Y
6. . Meet a busiiness represeutative/employer in an acceptable manner.

i
4 .

“CONTENT SOURGE:

'MODULLE 4, pagew /6 (o 83 ’ .

OTHER MATERKTIAL S HLLDLD, . 4‘ 3 . 8
You way Llad L0 (o codcut Lo provide students copies of the
Coutenl Sour.e wateiials i..ted above. ' N
LAcat L 0t Do e
LDOBAL o 11+ oo
Phao, oy . . o cug b Jed b aul a simple
pro edute thor.. .t s gath tiag dnformation about the
cuployer /b e 1. «a1 .riefly outlined in the ¢ontent watoatad,
page 16 Mooull 4 I, o st deat should be encauraged to lgarn aboul
thegap!l yar/bLu t o s ut stick Lo basic indicators of financial
.. ST ’
{

ERIC

Aruitoxt provided by Eic:



IDEAS .-FOR TEACHING: ~(Gontinued£~ : ) -
¢

- ‘
. ‘

The'preparation needed to answer questions‘employers.may ask should
invdlve student performance--response to questions and discusgion;
of the response approaches. Personal data sheet questidns should

. also be included. Role playing with students responding to,

. different questions is perhaps the most desirable teaching
activity if two® or three hours of time can be designated for this
actiGity.' L -,

The development of g list of apprdpriaEe questions to ask about a

Jib sy i ! i
job noe2is a0l : S T T
job will e - . s Loy ozade sun 1
Alert sizadent. 0 a3 ¥ 1.3 5 aunl tae need for craci.
? .
Discuss the ma::rials s :1 »:>..: ae:d £o secure and take with
them when meeting an .apl>r::,  JStidents should identify the
materials appropriate fo1r tineir job situation. o

Proper.physical preparatim before meeting a'ﬁotential employer
ds obviously important. [t-may be helpful to ask area employers
- to visit with students about physical appearance, but be sp(g‘ghey

. are representative of most employers.

N
Discuss the impertance of arfiving on time for an apgointment to,
meet an employer. Review the procedure to follow when arriving
at the buginess, - iutroducing you:%rlf and asking to see the person
you want to meet. REle playing or' practice by each student is

K recomménded. Lesson 16 deals with completing:an interview. a

CRITICAL LEAKNLMG ACLTLVIT ‘sx\ : o .
- Studeuts sallsla .®ullly respond Lo typical employer questions in

a role playing situation.

i
b'lludcula'pnci:unc and weet u opotentldl employer in a role; playiugg
: situaLiué? .
v -

ERIC

Aruitoxt provided by Eic:
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; LESSON 14

4

* LESSON IDEA/SKILLS:

How do I complete employment application forms?

OBJECTIVES: Students should be able to:

[ 4
1. Exvlain the rrim->v puvragen af aqplaymant gnnldipgeicn fo-mr,
hos applicat o: .1 fi¢ [r . . etu:nal :ta sn:et 0. witt whe
’ to file a czupl it il apatl utrons apper to discriminate. ‘§§;j

. 2. Outline the steps ard explain the key points. to consider in

c?mpleging enploynent application forms.
. - . .

. : ,
3. Neatly and sys%emaéically complete -employment application

forms.
COI‘}TENT SOURCE: " - . . -
. ’ ) ‘I
4 MODULE 4, pages 83 Lo Y2 '

OTHER MATERIALS NEEDRED:

Cuoples ot employwmeutl appllcatlon forms for student use. A aopy of
the cuireat Minnesot, Employment Services application follows this’
lesson guide. '

»”

, , : !
Coples ol the sample cuploywent applicacion and of the sample
Minnes.la bspioyment Seivices application, pages 86 to 92, MODULE 4.

L4
LLAGIHING L. EAN PR
3
o
LHLAD Lol LA v ks
T R SRITIT o, st gobl o seceharoe willd Cumpl\tc
many times, it ra.t oo b wreated lighily. ) .
/ )
Be v ot Lo tazo o b b o tane v ot belngeacar and accurale.

Di cuss th legal gue Clons fnvoive when empl..yer. request
dscrfuwnar 1y fo orwation o @bplication forms, but emphaslac (ne
tisks 1ivolecd dn uwot providiog informati n.

O

ERIC

Aruitoxt provided by Eic:
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.

. .

IDEAS FOR TEACHING: (Continued) :

.
'

‘Review the steps‘and key points to consider’when coﬁﬁlétinQ‘Emplo&mehé
. application forms, using the examije rqferéﬁges“may.help,clarifg

this procedure. Lo . 5 4 '
Have students complete an ‘application and critique’their‘c1asSmates
¢ Appl teatbun foomn. % ) " .
. il .
. r.
CRTTTOAT TRADMTNA ALPTUTTUV. | - .
i o .
5 . .
1. 6 e I Ui (crmiandfor the’,
Miines ogd i 1. :atuon. R A
. . )
. ~
?
. ]
@ . . e
? .
»
. , , ..




. ' \ - v ' WUKR EAFEXKIENGE [ ' e

LIST BELOW THE QUALIFICATIONS YOU HAVE THAT'RELATE TO YOUR JOB OBJECTIVE . N

. amiLLS : . <L, P - . -

o - v . . : :
F R e

- » ] . , '
V.'.-nwc'-'.k:uv.t_p ~. AN T ~ T y - T
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LESSON 'IDEA/SKILLS: = .~ = i | S

c How do I take employmcnt tests? . N

OBJECTIVES: ‘Students should bg able to: .

v

1. Eprain the legality of employment ‘tests and the risks involved
‘ in questioning or not taking an employer's test.
2. Describe the purposes and characteristics of ability ahd

. pé;sonality tests. .

"
/ S . s
4 ‘ .
3. Prepare to take employment tests. ¢ ‘
0 - . ! -~ .
. . l’
= * 4. Take employment -tests.
- -t
(o o

CONTENT SOURCE:

I ,

" . MODULE 4, pages 93 to 95

- OTHER MATERIALS NEEDED: '

-

hd 2

'-Manuals/books for preparation for employment tests or ready accéss to
these materials. _ W, .

8 - ’,

;& " Sample or specimen’ copies of common ability and personality tests.
‘ Tests to take or the results of previous tests.

- . .
TEACHING TIME: 1 to 2 hours.'®

i -
IDEAS FOR TEACHING: / . ",
This 1ess0n should be a basic intrdductyon to employment tests.
\ The content source material is basic, but by no means exhaustive.
e ~ Stress a positive attitude toward "tests. Students should realize
' the importance of doing their best, but not becoming too tense or too
uticoncerned. Discuss the rights of questioning the validity of
tests, but be sure studengs recognize their risks. .
"If you . are a classroom teacher, involve representatives of the
schooi counseling program when possible. These people should be
able to: provide; sample test forms for student review; discuss
.| test- taking strategies, particularly for personality tests; administer
and/or explain common tests; and provide you with information about
L tests.

T




~
‘ \

. ' : Nl-\‘ ~ /-»\‘
IDEAS FOR TEACHING: \ (Continued)
You may want’ to role play a situation where a job seeker has been
informed, "You did not pass the employment test.'", and the test is
of questionable validity.

- . | N
CRITICAL LEARN%FG‘ACTIVITIES:

1. Students react Eo'problem situations involving employment
testing.

2. égaaents describe the purposes and characteristics of ability
and personality tests.

3. Students plan their preparations for employment'tests.

b .

-
L

. TLas--



LESSON 16

]

LESSON IDEA/SKILLS: //) o »
' . ' . v
‘ How do I complete an employment interview?
A} ) . ] , . . l . . ) . L . @

. OBJECTIVES: Students should be able to:
‘ N

1. Define an employment\TEterview including its purposes for
employers and job sseekers. : . %
2. Respond appgopriately to employment interview problem .-
sifuations. , - .
. : r/‘7 . .

3. Complete an employment interview.‘

v A . . e
CONTENT SOURCE: . : .

MODULE 4,,fage 95 to 99

" . % . R
4 » \ . 4'

.- QTHER MATERIAL NEEDED: | SR _ [
.n"‘ g " ® .

! .

Copies of the INTERVIEWER GUIDE SHEET which followé this lesson,

4 Video tépe equipment and tapeg 1if possible'og.audio tape recorder.
. - ‘. / . B <
& . . . o . < )
NTEACHING TIME: 2 to 4 houts.
. oL P /
‘ .
. IDEAS FOR TEAGHING . ,
N Many job seekers w1ll ot expérienke formal and lengthy interv1ews.

Emphasize the ‘need prepare for t
"as well as the formal interview. Discuss the purposes of the interview
for each party involved. .

'biscuss the problem situations u81ng demonstrations and/or role
playing,when feasible. , If time permits, students should be placed
in the position of dling these problems, and you and the other
students should diﬁzﬁ:s their responses ('"fish bowl" technique). a

Discuss the employment interview process. Demonstration interviews
followed by analysis by. yourself ofr resource persons such as
employers and placement personnel are very effective. (Video tape =
equipment will increase the efficiency of this learning activity.) '
. The ideal situation is to have eacssstudent complete least one. :
b interview., To accomplish this, yowwill need a considerable Zmount’ l ‘\

. ) .. .‘ : .155 q - e o S NEE . 3
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. ) ) Y , K .
IDEAS FOR TEACHING: (Continued) < ) ’
. 1

of time.and will have to use resoilrce persons or your students as
interviewers. The INTERVIEW GUIDE SHEET is provided to h.lp
interviewers, particularly students. . Review the sheet with

persons using it. ; It may,be helpful to have additional people use
items 5 to 9 as an ‘evaluation sheet for cohments. & ©
-Note: The.self-evaluation activity in LESSON 5 below might be
irncorporated as a pﬁ\t of the interv1ew evaluation.

\ : i ,r\ ' ‘..'
CRITICAL LEARNING ACTIVITY: \ ' : b
ey
1. . Students complete'a‘ employment interview in a role pla¥iing
situatdon.

-~

-~
v
¢ ]
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For use by a job interviewer in atole playing exercise. ®

(

- Steps - : - Y
1. Ask ;th'jthtne person will be ~ 1.
inte ewing for.
' ‘ )
<o
-V l ‘-
» " % //’ -
. 2. 'Ask.for the person's Personal 2.
" Data Sheet"..
¢ 3, Structure an interview 3a.
- environment. :
N 3b.
-4, Indicate you are_ ready to see 4a
the person being interviewed.
5. Allow the person to introduce 5a.
) him/herself and offer to shake
hands. 5h.
6. - Delay your invitatiod to be S O
seated--be seated and count to
_ 10--then ask person to be
e seated. ’
7. Ask 5 or 6 questions, such as: 7a.
EE "Why do you want this job? ‘
What vocational ‘sducational
;- classes have you taken?
. Do you have work experience
at this job?. 7b.
Do you have hobbies? - .
Will you be willing to relocate?
* Plus others--you believe 7
appropriate or. have obtained in ¢-
Step 1. - 1 »
' ‘ 7d.
A \
, [ Y
[;
Y ANy f

Q. , ' - -148-~

' hand

. . e
'INTEﬁVIEWER GUIDE SHEET ' ! /
- o

Key Points

If you are not.fapiliar with

.the job requirements, ask the

person you are going to inter—
view for a list®of questions -
appropriate fok use¢in -
evaluating persons seeking
this job .

This should help you prepare
questions--ask for clarifica-"
tions, more information, etc.

N

Secretary, if appropriate. .

Desk and chairs

. Ask the secretary ‘to call the

person or indicate you are
ready. o

The person should introduce
him/herself

The indiv1dua1 should respond
to your handshake with a firm
No pumping.

A The person should not take

a seat until invited.

While appropriate answers are
important, watch for behaviors
which are negative (nervous=-
ness, posture) and positive

(eye contact, appropriate smile).

Did the person provide use-
ful information not -
requested?

Did the pérson answer d1rect1y,

mot hesitatin

g
Nid, the person/;sk you any -
queetions?

[<d¥a}
[]

-



\ " Steps Key Points
. e o ' P
8. - Give the person an opportunity 8a. Allow some silent time during
to ask questions about the : your questions and the person s
j%b. i \ response in 7 above. |

8b. Simply.ask, "Do.you have any
questions?" - ~ 4
I : ! . :
9a. Look at your watch or the clock,
- shuffle papers and then close
a file folder, and so on. ,

9b. Did the interviewer get the
messagq to leave?’ -

¢ ) ' . -
10a. This information dhould be
repeated or questioned by the

person.
10b. You @hould be thanked for your
timé. . -
10¢. ' Interest-in the job should be
expressed. C

10d. The secretary should be
thanked (1f usdd).

1la. Key points for SaAthr!Lgh 9d

11. Report your dﬁser ations to
’ the person interviewed. ‘ : above can serve as a short
7 ‘checklist.
=~ . 11b. Suggest practice or procedures

which may be improved; for
example, leaving the inter=
view. '

‘W
" a
f—
RO |
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1 . JLESSON 17 © = . . |
. o, " . L] "
LESSON. IDEA/SKILLS:
. . " -
How do I follow up on the igterview? .
¢
OBJECTIVES:y Students should be able to: _
B
QV Identify the key activities to complete after ‘an
' - employment interview. .
2. Complete a self- evaluatlon of the 1nterview completed
. in LESSON 4. _ ' x
. , he ™
8. Write an appropriate interview follow~up letter.
o = | e o
¢ ’ K 4 Lot 0]
CONTENT SOURCE: SN\ v c
MODULE 4, pages 99 to 102 . SR w.
’ . . : . ~d >
QTHER MATERIAL’ NEEDED: ‘ S

Copies of the example follow-up letter on page 102, MODULE é-
-3 A - . N
Video or audio tape of personal interviews from LESSON 4, if enough-

tapes are available. \

TEACHING TIME: 1 to 2 hours. : - .

IDEAS FOR TEACHING; - .‘ix BN )

Y

. -
~ . '

A common mistake is to stop worklng after one completes the interv1ew
or personal contact made while seeklng employment. The self-

evaluation activity is perhaps most impdrtant in terms of future
interviews, but it can also serve ag¢ a check on what additional
information one might want to communicate to the interviewer.

This activity is an 1mmed1ate extension of the ihterview or part of
the interview evaluation process in LESSON 16. The individual will

~be the major eva]uator in the future when actually seeking JObS

The follow-up letter is only briefly introduced in the content.  You. .
should have students write a follow~up letter for thdir interview .
nd evaluate it Consider- good business letter prpcedureq and »
techniques—frev1ew MOE?LE 2, pages 57 tg 61, cover letter.' .

[y

\

-

- . 1 5\3 " .‘. - . m

-150-



- LESSON 18

¥ » '
, | ,
LESSON IDEA/SKTLLS: - i
. . EE
How do T get the time to decide?
. . . o "
OBJECTIVES: - Students shouldibe able tor
1. List and explain the major factors to consiHer in
determining hHow'much time to request for making a decision
on a pr ~ 1 -
J ' ' ¢ g . L L '
2. Explain the risks involved in asking for.time to decide.
v .
N < - . -
3. Request time to decide in an appropriagte manner.
~ CONTENT SOURCE: ° . - : ' .

MODULE 5, pages 104 to 105 \

OTHER MATERIAL.NEEDED:

~
Copies of TIME TO DECIDE SITUATION SHEET or similar form for students
to complete and discuss. Use sample form following this lesson.

\
( | )
., TEACHING TIME: 1 hour. SN
' S ~ -
IDEAS FOR TEACHING: . ;

L

. L4 . .
. EMPHASIZE the importance of making a good decision at the conclusion
of one's search. Discuss the importance of time to decide’; the
. risks, and major *factors to consider when requesting time. The use
of a-TIME TO DECIDE SITUATION WORKSHEET or similar format involving
student evaluation and reaction appears to be a successful teaching
technique. - -

After discussing the process, demonstrations or individual student
role plays of requegts for time to decide should be presented and
evaluated. e L

P
/‘ S r
S
. > N .

. PR N

.CRITICAL LEARﬂING‘ACTIVIfIES: <

-

Students make detisions on a time request (s) uging factsdpnovidéd.

Students request time to decide in a role playing situation.

v

159
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~

TIME TO DECIDE SITUATEON SHEET ,

N
‘e . -
v 1Y . s 8, r
I 4 » :

/ t

1, ﬁﬁﬁﬁber of job offérs you are seeking.

2.  Number of job offers you have received to’ date.,

«

3. Time required to get the needed remalning job offer(s).

. b : AJI .o ‘.'~
4, Time you -think this employer will give You to decide.~

. A
5. Employers' decision deadlines you have now. e ’
. Eﬁplozer , Day and Hour

’ ) i
v
. ”
e .
.

- .

{

6. How well this job offerlcompares with prevfbus offers and expected job

v offers.
—
Job ! . '
T ' —
L) Job \ ) ' - - ’
Job (

7. HOW MUCH TIME WOULD YOU REQUEST? WHY?




. ' LESSON 19

. . g : ‘ P
' LESSON IDEA/SKILLS: ) .ﬁ%g ‘
. . / oo J

Hpw do T negotiate for rhe'best possible job\offers?
o B ' / .
,o%jECTIVEs:' Students should be able to: , - ' '

1. Explain the purpose of negoq}ating, when it is appropriare,
and the risks involved.

2. Outline strategies for negotiating to get the best possible
¢ job offer from employers. =

s

. T . ' ’ %
CONTENT -SOURCE: - )

- - B

MODULE 5, pages 105 to 107

PTHER MATERIAL NEEDED:

- None

TEACHING TIME: 1 to 2 hour&.

o | | -
* IDEAS' FOR TEACHING: t-

Discuss the concept of negotiating. Outline negotiating strategies.
Ideally, you would -have a few students work through. negotiations for
different jobs as class demonstrations. This will require the

development of background information and considerable time. t

r

CRITICAL LEARNING ACTIVITY:

. ) . ' , v
Students outline a negotiating strategy. . *
o )
"?.— » 4
- t

! vt

w2

. R y

. <
* .

e , .
a3 - »
=B ‘oL 161
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LESSON 20 . }//
_‘ o - . . ? N v
, ¥ . . }, " . .j —
LESSON IDEA/SKILLS: dT L™ : A
. P Lo ’ , P[ . R \,',
How do.I select ‘thte best job gffer? - IR
I » ’ .. ' ) v “.
OBJECTIVES: Students should be able to: ‘' . R ‘ . Q\.}

. . . - hd

1. 'Obtain comparable'fnforﬁation on job offers. -

2. Use. the JOB DECISION WORKSHEET to eliminate their least: desirable
. . job offers and to seélect their own best job offer.

- CONTENT SOURCE:  ° - - -
y - ', ! 5 C
MODULE 5, pages k07 to 111 - =
. ‘ . -
. OTHER MATERTAL NEEDED: S “ ‘ L Do
‘ ; _

Copies of Figure 2, Wage and Salary Scale, page 106 of MODULE 5. ..,

Coples of the DATA FOR.JOB DECISION WORKSHEET SAMPLE 1 and SAMPLE 2, .
ollowing this lesson. '

Copies of the example JOB DECISION WORKSHEET, page.llo of MODULE 5, '
for each student :

Ed .o
Copies of JOB DECISION WORKSHEETS for student use. A copy follows |
this lesson'. - . . . » . o
Voo ‘ o : = . , d “ ‘
TEACHING TIME: 2 hours. ' '
. A | e h (
IDEAS FORTEACHING: ) S S o

» Lo ORI .
Revidw the importance of adequage information about jobs, emphasizing
the need for comparable informat1on whery selecting the best’ job

offer. Use the Figuye 2 data to 111ustrate the need»to be sure you .£ﬁ§,
are interpreting information correctly. Study and evaluate the DATA S
. . FOR .JOB DECISION WORKSHEET samples 1 ‘and 2. , .
¢ ‘ ) ! * ' [ ﬂl'
- Explain the procedures and important points to consider when ’ -

. completing_a JOB DECTSTON WORKSHEET. Have students refer to DATA ‘
FOR JOB DECISION WORKSHEET - SAMPLE 1 or 2 as you work through the
process and enter the data on a worksheet. Theralternative is to
simply. provide the s example worksheet ¢ y '

1 '

el 12 - ’

o o - ‘ -154-




, Lo L ’ ‘ e
' IDEAS FOR TEACHING' (Continued) ' : S ; .
N\ . S .o
If a sr:udent or’ studan”\s An youk group have reached a decision point
. on job offers you may want to use their information in class : .
: ﬁscussions ObviOusly, this ista private matter and discret®on .i's
1 order. T - & > o
* BE SURE thati_.sﬁi:dents have copies this form for fﬁtut_-e referente.’
. : B R
. oo R . . e -
CRITICAL LEARNING ACTIVITIES:. _ ) . %

v

Students use the JOB.DECISION WORKSHEETS and, agsociated procedures.

. . ) , .
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Aruitoxt provided by Eic:
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J © . DATAFOR JOB DECTSION VORKSHEET - SUPLE 2 - < o g
' - ' ‘ \ "‘ [ c." ‘ '
’ | "li‘ ] | ' ’
108 NEEDS o ©oImy 03¢
Lo i | ' ’." : ' - ; y .
§ority ‘ Ne dc.i1 gxstmitttczfof epancing Nt | ion, 10 Years i
' Cpraatd Hres T A divisic, 1 expanf]jmg,
L ~senforit | .icy, policy®
/ : | o no lay-olfs last '
| | § years
,d /
| ‘ S - ST A :
l, Retponsibility - *  Manager assigns work for your area Complete task  ° Plan and complete jobs
! N . assignment, using  satisfactorily
. ' | © company procedures
R A ) | | :
I ‘ PR ‘
3 Variety . Linited change in job duties, Rotate to tf/dgil‘tent Variety of work
| - specialized areas, pfoducts,  available depending on
oV ny : | same job functions what is undertaken
1 V ! | N >‘ '
4 Working Condltlons (1¥mate controlled, good Not air conditioned, Air condiﬁioned |
! l/} Iighting, music occasional outdoor undivided areas n
. - work -
! b . ’ .
| 3. (ompensat ion’ §9.20 per hour, occasional - 95.20 per hour, 5,00 per hour,
cro S overtine, raises strictly | ‘average 2 hours 25¢ raise after
merit . overtime, standard 4 months, occasional
| ' raise overtime, cost of
v ; | ' living {ncreases.
. . | ‘
o ]“": i - ' .
| | B Lt
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LESSON 21 ce ’
N « . - *
L . . ) .o o Y
LESSON IDFA/SKILL: f\ : | .,
’ ’ . ) - . ' v ' L
Vo -/ngw do I communicate T{ job decighion? . .
.-, OBJECTIVE: Students sheuld be able ‘to: . -,
1 L‘} G ! g (
B TN
N NT LOU G 2 \
= AODULE 4, page sl o av. .
- “"'-:1-..‘, . * W
FHI .. MATERIAL NEEDED: ’ ’
None
! . .
TEACHING TIME: 1/2 go L thour. W
- '
IDEAS FOR TEACHLNG : N s
Discuss the Twpon t o 0 vl Cotlun Lo at ing with all employérs Vﬁ]o T

offered you jobs, uot jusc the eaployer whose offer you accept.

Present the Strat.gle. tor the dgfferent sifq3£§9hs job.g€ekers .
normall, encouuter i pres.ut (he sftuations an ssist ?he claSS in
developiug ‘appropiiat. * communicat fon strategy Outlines.

3

LY R
CRLILCAL [ LAKNIUG ACL G 11y . !
Qo A . i
Sl ud&ul L I A} l‘lu PR dtkd‘- 1 \ TSI ROV S ln5 JOL deCiSiCE;S/.
Y .
\
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r\/ «  EXAMPLE LESSON PLAN FORLESSON 3
LESSON IDEAéSKI S: . ' . S
T What do I want from a job?
NEIROTIVES:  Studente ehonld Ko ahle tn: ‘ .
NEY .:\ . . &.
Ef' 1. Ydentidy the 1.0 v o1
2. Complete & SO MEYI HI Gt 20 1D
importeant. job neecls i
| \ .
CONTENT SOURCE: : N

" MODULE 1, pageé‘7 to &. @ o . e N

OTHER MATERIAL NEEDED: o | L
<A/ ' : . . :
rs

A copy of the JOB NELEDS IMPORTANCE FORM - for eachxstudéht.l ) ‘
Use Maste:. . B SR
& S R

paciitie b, P ‘ ) a

v

s LEosON APEFMUACG a1 davap

- “« .
.‘ ‘ Why do pewpds waek g Lo (
(Lisl auno . [ BTN ] l
Dollaio, tude, cuience 1. oW Lhinge, meel peuple, o
Why do you «ut @ Job o Ly wodl )/\J’ll 5%&1 j:)b? P ) .
; . N )

lo a job stwply o wea,. o0 tialulug somethlug clsc!
4

No, houpeluliy uot . N

Gan you wapeul some Lew ado o wacia b o s b s )
in .ddicion to mone,?

3 \

veo! \
e owlga . f .
&
E' fuas copad b oaaas b by e . [ A‘“l..puudcuut:4 .d
How Jdu peo,de 0 t1a. oha. Jub Lo s ek
Gousider T O O Y S R TS ERI® and adtiél&ylvl.uls Lhcey <HEpo o

.

l.' )
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SUMMARY AND OBJECTIVE:

Many people simﬁly look, for a‘ job t can do and fail to
consider what satisfactions the jdb will provide. If you want
to get the most satisfying job you can, you must first know

- what you want from a job. Then, you can identify a job or jobs
which will meet your needs.

lay, Jou are g U der ey o i e s ab e e s
(OB 1EEDS 1MPOE. 2 2CT O, ‘ \

-

'H ' _ o . '
) . | - . .
¢ psrhead (or handout): Exangle JOWMELDS IMFURTANCE. FORM,
.p.ge 8, MODULE 1. '
- .
Twenty job needs witl Latel cescription are listed on- this form.
¢ ‘ ) . . .‘

-

‘-— Are any of these go lwportant to you that you would not

take a job that does not meet them? .. P
‘: ) “ LY ‘. D -
- Which of Lhese ucc?p ate not important to you?
. . o B : C an .

- -r,Are~yodf needs different than other pééples?

In order o identify your important job needs using the JOH

NEEDS IMPORTANCE FORM, there are four basic seeps N
you may want to heep in mind when completing rhese

Steps. ;
y .

AN . Key Yuin£2
- \

1 Lo Ver o oaid T i.. lake tjme‘;o vcarefully ...
”li;t.d joi, e ds all, job ngeds and thei.
descriptions.,

. I Do you reajly understaud
' each job need- and how it
4 ) i4 different: thad other j..L
necds? :

( 1. Are theirc atty additional )k,
4 needs.tha. yo. want to
write in the extra space.’
If so, write them in.

.~ fle the letter, that tL..t
[ TRV . vepresents the importance

of the job u*
! Somt unveds may e equally

impo. tant ur unimportant . ..
thus, would have the sam.
lt:tt.énﬁ Clr\.led..




v

‘?tegé. P\

2. (Continped)

!

[ .

‘Rank the job needs in .
descerdipng crder of .
impcrtarnce.

3.

3t.

. 3c.

4. Lmpot tant 4a.

List your wust

jOb needs

AU

HANLOU L TR D B it

X R ol e t

you h.ve It ua
‘ for. witn | ou and

using the € £ ruws later,
N

| B
tihish Lo
ic b fUAC

Lot
complece

abd dva

(%

O

ERIC
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. important need.

[N

Lh.

v

Key Points

Are there ény changes in
rating you want to make?
If so, make them. -9

Descending order meédns that

RN
j\

d [

LG

L€ rank

your moet dmnortert
L

neec = ¢ule
No. .
Sometimes it 1s easier to

start ranking from .the least
important to the'most

Are there ary change§ you
want to make7 If so, make
them. -

Based on your rating and
ranking, list your
important job needs in the\ ,
spaces provided. J o

rhdhgh space is provided for
listing seven job needs,

don't feel that you have to
list exactly seven 1mportant

job ‘eds .

?

1o any addiclounal job necds
remaining time take the

ctlass tomorrow. We will Le

s. Do LOT LOSE THEM! -

;

PR YT |

)Nl»
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Y EXAMPLE LESSON PLAN FOR LESSON 7
. . RN ? ) B
LESSON  IDEA/SKELLS:

L—\

A

JE. IVES: Stugents‘should be able to:

.

-
' ¥

what is a personal data sheet and why should I prepare one?

1. Describe what~a personal data sheet is. .

-]

2. List at least four dcganLages ot preparing a personal

data sheet.

CUNLENL SUUKUE.

pagcos a2 ta oD,

MODULE 2,

Co i’es ‘Uf_ ".Ju U\..l;;u.. f I TR
es 43 and .4,

- / r/
tractiing TIME: 1+ 2 four.

~

LLOSOOUN AL UROAGHE 1ot 00§ ¢

Have You ot Looa L T A Y P

it calles a 1. some )

uscd?

i ! , oo acata L '

Lo an ellpl 4o

Uieave did yo.. see Ly

?

-

[ (YOU mdy hLiave hicand
How wa. it teiag

)

hY
sl cnd' o quaptilloat Lo,

2 Goned [ PR an [ PO L [T SN B Y SO
\fl.j\.. [ R Lo oo GHase L cboa e Gonal data ot . [ IR
) :
3 ve woal to Glartt uh U oa jerson.] daca.ghe:o is au.
’
W cou should pre ate peLrsonal gata cel .
|
o ‘
' 1
)
i . ll'l [} . i ) [
' \ u
£ )

ot



N ) . H \, o ) > ’_
"' CONTENT: <(Continued) °

4 <

‘What informatign is contained in Jo Delano’'s.
Statement of positidn desired, personal information,
job related skills, etc. ’

- . e .
o fherﬁ are a number of reasons vou should prepare a personal
lata’ sheet - why preperirg ¢ persorel dete steet ds & great
investment . o
3 ' ! 1 : “1
1. Help in starting your job search.

+ Friends, others able to help you.
Mail to emplpyers. . !

Ald when*qgglying for jobs.

(3]

Accurdte and complete 1uformat10n.
Preparation for interview

3 Alluws you Lo dppLy for more-jobs.

.
‘.

Keyucoled vi required for some jobs.

Mailing t. distant employers. = . {
L3 Iy
flubyy o puod Ilist fmpression. '

5ei loue aloat a job if you make the effort Lo'prepare
a per onal Jdata sheet.
Lomotstiales you ale w;lling to do the job rlght.

CLted b e theet advancages? : ‘
[Ayrs ~ ’ -
Y . o
Ay Y . as uf Lwo page Jescription of
potu.n s has/her | . aiirt gtions. We have discussed a

number ol he dJth[Hh s vl reasons for completing a'personal
data sicer  (REST4l)
L1 Jdata sheet should be

[N gl.\nﬁ Jd o volad R
L. not for jubs in gener.l. 1hL.

pL. pated 1 a paloliul J
next step Wwe Wwout Lo weko 1
data shice:

*

O
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7 2 ’ Ll ' s 7
- / t
“ 4 . l
(:. a ——‘lA— -—-—'- -q‘
SAR P[, ¥ ula
A - 3
# ‘his section coutadns 10 moltipie (touice tast e Juat eliing
Al 4. ¢ These items dre grovped Ly tle five reading coculen, correc

en responses with contint pepe refere. cgs are proviced op a shevr fol-

wi g the test itews.

Mae Items are lutoolad pataa bt
ot o fully validaced test o f job seeking skills.. While not &%ﬁassing

T T
all, ¢ontant within the re
knowledge areas or skills

(¢.8., Ltrue-false, short

theoo  anpte test.
j.ou »’eckilll‘ shillo ifustrn,
use i In dev. lopliang a pie

jéfhﬁ modules, the items do sampld ers

as a sawple of poussible test items,

Lcal

thin each rcading module.- If,déhéfe , these
[tems could be develouped bv the instructyr into a test of“jobmseeking
skills, or they might be *uscd i. counstructing other test formats

dirsw. 1)

e e, b
ot i\-ll, Fo.

toesl the

&

..séd 1u both p[uuuing‘ aud cvaluut lug

planning puirposes, these items may b
egults of a pre-teutl would provide

basetin. fatormativn oo the overall student” level of job seekihy skills
: . . Lo . . . X
precediang tustiuctton Figpoo this iuformation individual and/or group

lngtiagtd fial aveds cas b
similar l'l,:.-.-m;; caun Bopl
Suh o a cost o ow ould we o osan
fast ., a tlon Vhel s o chie o
Gontent witna, ca bo¢ogat

witttentia ord « Lo 1ones
r .
¢

s :1lanu;;cd.

u ot o stadent

For evaluation puiposes, these o,
5 Upou. compldtion of instractiod

. .
tudent achievemeant as a tesalt of Lh1s,

aeplo 10 we

provide udequate cyvirage *of cho .

o meulv, dditional itcms“all need tov be
o tudent wastéry of radividual lessous.

35
e

X »

<

-

al

e .
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.

seeking skills would not includé Lé

t 3 [
1 v

., L 4
ECIDING ON THE ,JOB TO SEEK
s A

4

' a. determining the best traini o ~um,t1es.
b. identifying and‘using the aRProp ate seyrces of job opportunitles.
<. completing }nb applicdation proco(ures. N o
; d. outlining ono 's pel,onal Job search strategy. T
% 2. A “job s!eking skills is o
- a. deciding on the Job to seek. ! .
‘R. preparing g perSOnal data sheet. . -
, c. Gdetermining the best job offer.
.d. all of the above. ?: ..
. ’ - R
3. dJob s_cewg. Sh(ills will i
a. ‘preveut you from taking a job too good for you.
b. help you get any job imuediately. 3 '
. c. help you get the best possible job.
d. 1increase your qualjfications for a job.
4. .Yulur Job wilt not affect huw
a you Lgel abdut }'ourm_lt _
b. you will be spending your leisurc time.
¢, whether ot uot your friends will like you..
d. others .ill sek you ’
o Yool ]ul- wiltt it Le
a che v ind of word 0 a1l de
b. you. gencrat satisfaction with life.
c. your attlcqba about yourself s -
d. all of the above. :
A . *
+6.  lhe bg:st' Feason for waiitiug to work is-
- ‘ X ' )
- a. to become rich B * ‘
-# b>. to postpone or td furthe. education. .
¢. to become inde,cudent of family.
d.” to add meaning and satisfaction tu gour llfc.
\ 7w A péfsou'b )ub [T
a. adtia'«t‘ o o . 1 “h .
b. any defiﬂltllgl Loz o % T B T T oy <«llk< jOb
c. cergaln drlves trat . perion aus. U bl. tu eapres.
d. preferentes which’ usually chouige 100, Jday Lo day ol |
v _
. -lbo
o v
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I1.

T 12,

13,

[a Vo T o 2 1)

4 - IR .
A common- job need would not be E R TS ‘
. J LT 2 S .
a. -good supervision and training: ST -i
b. freedom to do other people's JObé\ ' e )
c. - fair company p011c1es and praet1ces :
d. recognitlon for doing a good job.. *# - -

. .
o, . ; v

JIn determin1ng your 1mportant job needs, you should consider

a. which 'meeds are so important that you would quit a job if they

stopped being satisfied.™ !
b. which needs can be postpvtned until later.'. T
c. how your-needs may change five years fromynow : \‘
4...all of the abové. - .- _ fN A

‘The steps’in selectifig a job wéj}lﬁggg include - S Co
- S . - ) X _...

identify joh possibilities. " . /

evaluating job possibilities.

isolating job possibilities. -

comparing the best job possibilities.

N

Identifyihg job possibilities can be done by

a. brainstorming with othegs. - . "s

b. looking-at the "Help Wanted' ads. -

¢ using "Occupatdonal Information! reference books and pamphlets

d all of the above. ‘ )

e g ' @

Ihe priwaty [d .0 Lo onaslder wl ev-dlrdelllg job puablbllitleb is
= L LI

a. how well,v\u con oatisty chie minimug requl;emean of each ]ob

b. the local woiker demand and buppdy for qach job.
¢. how well cach job satisties your important’ job needs.
d. -all of the abuve - all factors are equally important.

S : S _ _ /. A
Toldétermine which jobs will satisfy your impertant job needs, yBu
would not - 3 . . .

e
wilte c:mpluyc_:.u and request them to proVide you & listing of the
SaLLdeLtlonb tuheir jobs will rovid .

e

talk 'with persons wuo kny what sati LLiOnS Lertain jobs will pruvidc

¢. use g§hkb that provide detailed informatioch 'on JObS

d. take e Minpesota. lmportande QucbtiOQigéEE. [ .
7 \ = . .
) I .
[ DT N i vaa ent 1,-.1-“/}"[)\..( Lou ot Tocal Lol \:Lutu: ]Ub Qvalla
. . .
V] th .1..1._'.&.: [T b N
R !
oy patlosal wfr ok § S -

a MOT computcr yyslen

L 3
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) )

* 15, Your quuliflcations for a job are determined by”dh ' :
a how well you can satisfy ghe minimum worker quulremenLq
- ' 'b. yodur cipectationq and neeéds for a Job. . .
c. ' your past work’ expcriences ! - . g
d _your %urrent 1eve1 of Oducation
. . .
16. A typicé] job .requigement would nog be. '
ey, -
P\ . he . . ,
t,oa certain Jﬁ,lls and abilities. . ¥
b. "specified racial status. o . ‘ ‘
¢’ specific amount of education. + ° o : : SRR
o d previous work experiences. . . ™ : S
[ ’ , . . .
17. Information gn job requirements eaﬁnot be found )
‘a. in ttt'e “$ghool or public 1}brary ‘ . ) . K

".
i

’

18.

+ b~ at «t;kfe C%unt

>

-welfare office. . i . .
\Qment counselor. C. ' . ‘
friend& and relgkives.

c.” .through il
d. “by tgilingkl

A factort?ou wou'd nbt CODQJder selecting a de is |
5 ' * : : o 7
' the tltig ghd désq‘ipgion of the. job ‘ ' - L

the s«availability.of the job.
.your quallfications for. the}job. -
how well' your importanﬁ JOb needs would be satisgked

N o

.
If Wour JOb qualiflcatlo@s are just mintmal, but there aie more jgb
openings than avai]%ple job seekers, your chiange of. getting- morewfhan

.ona ]ob offer is . “
kY * .. K
© 7 a. .slighe. ‘ v )
p. fafr. 1 )

N ';c. goody . - ‘ ~ 2
. ds  ext lénp * e L. )
\ , Q1 W R N ] ' - %‘?— ‘. .

20, %@q unreak{stlé-jey\sélecr;on yili probably .result in . ' .
i . o : . S ' : "
{dr an unreaTistlc }ob A , . i . )
 be an unrealistic "job search. W SR ’ .
" ¢. a frustrating and_unsu®essful job search ’ v :
“ d. the worst possible job. T . T .
4 ¢ - , AN . . . c o
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L.

2.

-

VThe most important'advantage\of

MODULE 2 - PREPARING AND USING A PERSONAL DATA SHEET Co
» . . N .
, ‘.. * ,
A personal data sheet (or resume) should,be .
'a. a prepared-f which can be substituted for an applica
and, 1s used high level 'JoBs. . '
‘. an organize&h&ype fen account of a person' s qualificat<
for a specific r group "of related jobs. '~ . ‘
c. a notareized form of ‘a person‘s ! statistics >

experiences. _ N A .,_v

personal data sheet is

a. ' the.good. first impres&ﬁon it will make on its readers. . . T

b. 1its help in searching for job opportunities. " ) '

c its help in the actpal application procedures. )

d. that 1t will allow you to apply for jobs not otherwise available ¥
“to you . . . _‘.' . 4 "

0y

The primary purpose of a personal'data shéet is tg . b R

v - . . )
:h. structure gne's job qualifications and needs for a specific job _'_d%ﬂ
b. verify your initial job selection. e e : j‘\;:
c. ‘lmpress person helping you locate job oppdrtunitiés . s -
d

radvertise and sell your qualifications to emplo%ers

-

A personal data sheet should include e ' \“
\ v P S /
a, the same 1nformation Gsually requested on a jdb application form.
b'.. +positive, job related information. P

c. all positive information. S

. o
4. all _]Ob« reléte4 1nformation. X JrE )
A perSonal data sheet should not list T
a. the position or job area desired. - .
b. oneg's special, job-related skills. i
Cse one's desired salddry. ‘ : . . §
d. ycone s prewious work experience. - . , A .
‘ ) : . '] ! -. . * )‘.
The Personal Inﬁotmation'Section of aiiersé 1 data sheet -~ ' ° .
. g ‘
Ja. may, if you desire corrtain information tha& the employer _
q cannot legally req * . , RGN
&h should include a complete personal h y,
v av compare vou w1t‘ other 1ob s\e,ekers pn cr¥itical .pérSQnality
y - traits. . s,
4. 'should 1nclude any*known medical o tions, - & ;
: i, Ly Sy ; -
- . LI ' v T e
K LY @ . ) ."‘.‘.?
A 1, '—, ’MQ B »
. Q« ..
N f 3] ; . 1:’ 97 ’ . - L ‘
: ‘ " v - ) ) v* - i [}
’ ~ - ~ ! ’ \’ “c " ’.
/ a7 -169- . :



91 ~In prepar!ng you?'personal data. sheet, it is npt necessary to

"

d.

Aft
wou

» L

o, o .

" 7. In the Réferences section of a personal dﬂta sheet, the best’ persons to - -
o — :
list would be - . . . . . ‘
a. socighl ers and teachers. ‘ , | B
b: forn eyers. F -
¢. -civic lea rs and clergy. .
d. relatives,.‘ ighbors, and friends of the family. _ - ;
8. The f‘irst st;bp in px‘eparing your personal data sheet 1is to A ¢' .
a. thplate or review the "Job. Qualifioations worksheet for tme-desired job.
_b.» secdre a typevrtter. : . o ,o - '
c.’ determiﬁe*mer Important job needs. .
d. deve p.a sa plesoutline'with your English teacher.
! S8 ’ ! NN

/. .

<
make a draft copy. * .

. type a draft copy

have your Wdraft copy critiqued’ by others. )
modify your draft copy, ' o o

preparing your persdonal daﬁa:sheet, it is critical that ‘ - H

you address all job requirements, even ones you cannot satisfy.

you personally type your personal data sheet. ’

yédur personal data sheet has a consistent and extremely neat
appearance. . n“
dur costs be kept to an absolute minimum. : : ) -

er correcting the final copy of y0ur perﬁghal data sheet, you,
1d then T .

{

send it to the employer whose job offer you are considarlng.

_make copies to distribute to employers an :ythers who might . )

be able to “help you. : N : .
use it as long as possible and then make'la new copy. . ‘ .
"give it to the person who is help&ng ng?t." ©

R . N
.- : <. . Soet
A T " [} “ . . "“

g A ! : P .
can.distribute your personal’ data sheet’by N _ .
personalLy de11vering it to’ employers - -
mail&ng it out tb emplo*)"epsL (O
personally’ delivertng it to.. persons helping you locac ob o ' \q».
opportunltles. . N _ % . . b
all of’ the @bove.s * - - ) ' S
' . . N . . . . 3 ) . R
~ ot : .- v , : ) :
) 3 S J . : _/1?‘ o
A , . . ,
. .



. 13. disadvantage of personally delivering your personal data
< .a. you may be asked  to elaborate on your qualifications, limitations‘
. and important needs .
b. you will not ha an opportunity to gather any needed infotmation.
' c. the people will be annoyed that you persa lly‘contacted them. °
T -+ d. 1t takes gonsiderable time and reduces thée time’ you have to explore
,"/ »
. other lealls. | - : . \
p - oL
14. The primary advantage of mailing your personal data sheet to employers a -
' is that : . "

-

a. 1t requires Mttle to no extra effort or planning‘on your part.
s " b. .mgst employers will make you a job, offer because of your mailing.
: I it will allow you to contagt more employers than you ‘could possibly
. visit in thHe same period of tinme.
d: a mass mailing will savp you considerable monex in your job search

15. When mailing your personal data sheet to employers, you need not. : "
- '.’7 ~ . . ‘:’ -

a. obtain a postage permiy fer your mail campaign. -
- b. develop a ldarge (at lgast 10) list of employers to receive your

personal data sheet. W s
c. 1dentify the best peraoh in each company to. get your personal
data sheet. : 4 . .

d. start the mailing at least one month b&fore you need to have a job.

Sy “

16. To,identify the best employer contact.persons, you might . ) . o
' ) . . a ) ‘eg : e
. . $ - X .
ask the persons helping y#u locate job opportunities.’ .- -~ = °

a.

b. telephone the companies and ask.for the person!s name.

¢, use business directories or listings in ’ulr public library.
d. all of the above. . : \

17. A cover letter for a personal data sheet is L o
* e . .

a. mailed with a personal'data sheet to keep it from getting damaged

e

b. sent one week hefore the employer will receive your persanal data sheet.
oo +* ¢. a brief letter of explanation always sent with a mailed personal .
S ' data sheet. -~ v
(\\ﬂ d. a detailed description and explanation of your personal data sheett
. \ e ¥

.18, - Your personal data sheet s cover letter need not ] °

- - o -
' . . \

. a. 1ntroduce your personal data sheet to the person.

b develop the reader s irdterest.® % i
c. speclfy your important job needs. ' - N
T d¥ request,a job interview.' . ‘ <l e -
» . oz R . e . O‘ ’ . . "'-* . .
- . v - < ’ \} :
o T o * - ]
v N 1 ’ s .
_ S 181 | ,
° Y 4 L4 . A A b s
. ) v - s . S v .
v . ., ‘ " P T ) LA o -
AR w171 - . 4 0 .
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you-prepare your coven»letter will depgnd on

3
whether you arg mailing vour'Dersonal data sheet on your own or
you are sending it out ag requésted im a job ad. -

you personal style of letter writing——assert%xe or very modest.
the number. of employers to whom you are mailing yotr pefsonal
data sheets--few employers, different, letterS' .many employers,

standard .letter. ¥ . . ’
all of the above. y co i
. - . i,
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MODULFE 3 - SEARCHIN(JKFOR JOB OPPORTUNITIES

~

“ , : Q

1. Searching for job opportunities is primarily

a. 'obtainlng and following up leads on ‘possiblé JObS A - e
b. using various sources ofs 1ob opportunities. \\( R
. £. contacting employers concerning available JObS. .
d. all of the above. . : A <" . .
. ' ‘ . . r_/ .;‘_7 N
® 2. A source of job opportunities would not include - -
, a...the cougty welfare board. N - g f
b. the civil service office. o o ] l .
c. window displays: T o o ,‘ﬁ.ﬁ' o )
d. :sghodl staffaor® fa'culty. R . ST
roe N . “'ﬁu ' : P
3. Friends’ and relatryes as sources w111 prov1de Joh opportunltles that ar
. . 0 o
a usually not as good as ones ava11ab1e through chet Séurces e
b. not yet advertised or open to the publice. ‘ L e
el usual ly better than ones avallabIe through other sources. 1 SRR
';@ﬁ d. -.usually Just rumocs and mot definite-job gqpenings? - _f;;pz ;W"j;

- ‘ Jf‘?’ lﬁ.'."“- .
4. One drawback of using\fri nds er relatives in 1ocat§ﬁg job opportunitie
is that ” : - ; .

. - . ~
] i . ’ « . “

a. they may try to persuade you to take a job different from your

original job selectioh:”™ =~ ¢ . o S
** b they will always’ expect you quarhturn any ﬁpvors giﬁen L. ‘ o
> ¢, very few, -1f 'mny, persons will know oiéagy ¥ob opportunities. N ‘.
- d. the job opportun1t1es identified are tally alteady taken by others -
‘ . > ¢ W oi
. : . LI B . - e T
5. . The Mﬁnn3$ota Employment Services - s Yo ‘ .
s 3 . v . ] ) .- . N
. . a. 1is a public employment agency prov1ding free serwices, to all . e
’ state re51dents . ¥ ) . _’).. {n -
b, has branch offices throughout the entire state. . A - .
C., provides comprehensive vocatlonal testing on requesg. - o
T d all of the above N - - ,«;, O ST
- ' . : “ D £ uv'-".“: W -
6. . The prim z edvantage of us1ng ‘the M1nhesd§§ Empdoymedt %?rVICES 1s<ﬁl' \’”a
- : o Yoel R
?fL4‘f’—;iJ there1%§ very little compet1tlon for the jobrlrstlngs;-“ ;k e e -
~b. its "JoB Bank'™ system. , o - T Rk S
c. every employerﬁln the state reglsters }ob openlugs with- the M E S.
. d the service .you receive is, always'extremely prompgp v
» ) " . \h & . . ‘7:{‘ e * . ... .
- ~ . . ),
~ _, e
y , \ . e . ../‘
: > ~ ! ¢ . . . ’ .
L -8 ., . -‘* "
o LR - 189 e A
: L ’ o, : . « L J/’u -
Y e o o o ™
L. T VA : :
o ) o ) - '“%. ' C
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7. The newspaper ."Help Wanyed" ads do not provide o .

v L

~
~

‘6. information about the local labor market. )

. detailed information on the duties and satisfactions of jobs listed.
c. many different kinds of job opportunities. o « l

) d. *highly competitive job opporturities. ) )

8. Advertisements in the'”Help Wanted" ads are placed by . *

-

C e ki o
a. employers. : » s - )
b. private employment agencies - : )

o c., business schools. . N

4 df$all of the above. , S : - .
9. A "blind ad" is a job advertisement ’

.\ N : . "
: - | o 8%

14 Y
a. which soTicits applications ‘from persons visually *handicapped. cLoow T
b. where the exact’ position or. job titleé 1s not specified. '
¢. wheré the empl 's namev address and telephone number are hot )
giyen, just a O Box - . . : .
d. none of the/gbove . T ' S
. lo. Whe? using the "Help Wanted" .ads, a person must -
- a. be on guard'against.trick‘advertisements just designed to get .,
- your jgoney . ' -
' b. be pigpared for intense competition for the jobs listed '
c. read the ads as soon as poss1b1e and contact employers 1mmediate1y i
d.« all of the above s F ,
e ' L0 . ¢ : .
11..ith§ﬁmost unique feature of your. school counseling/placement office -
s wafid its services 1s. - . v \7”(’,7————%——%\
o - - ' - e PR ‘
* - a. the. extant of s§§v1ces provided. L <, o e -
“b. the kinds of job oppdrtunitles available. . ' ' o N
. c. genuine intgrest dn your getting the ‘best possibl& b . .
d. less competition Epr gvailable jeb oppprtuniules ’
12. ‘Private employment agenci‘es . - S N - ‘
- a. are in the placement huslness as a 11ve11hood h %D
Ly, ‘serve only job seekers, not. employers. : S
' c. _are “chartered as non-profit agencies and, therefor- Fannot charge -
beynnd a minimum fee identjcal for all agencies. ‘ CN s
d. cgn require you to pay a,  placement fee if you refuse to accept Lt
‘' a job they fouad for you o . . ) T A

. .
N ‘

13, The prlmary.reasdn jor using several pr1vate employment agenc1es is;that
4 ' N ¢ . 7 v %
.-4' ‘many agencles will hav' o’ Job opportunlzies o, *_
. 2. am agency probablv will not give _you moge than ,one or twe Job v

. . OPPO] tunities to chodse from. , . Yy 5
: c. most of the agenéies willrnot bave accep&able job opeortunities
o d.i employers will _never uge an agency more than dnces R .
. > e “~ i - 'y ~. .
e 4, > . = .. ‘ 7 () ( L3R . N N M

Vo - o w . R >

N . . - DO - A Y
. ) ; . R . . ) . P
M ’ . _' -‘!‘ .L - -u. ' 'lCJ J ° PO -, *
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- 18.

14.

15.

16.

19.

“n ’ a
R
R . . .

. RN . N
. s y
' ot

To decide whether or not you shoyld use an agency, you could
. ’ : s
a. ask friends who used-the agepcy . “f :
b. .call the Minnesota Department of Labor and thustry
c. call the Better Business Bureau. : _ '
d. a11 of the above. ) ’ s . ] .
. e ,
In dea%&ng with employment agencies, it is E§§Eﬂ£lél that you .
-
a. verify with an employeﬂhether or not the agency actually has \
. this job-listing R -
b. follow all instructions, even those contrary to what you believe.
c. prepare to meet the: agency personnel as you would for meeting an
employer . '
d. don't go out on a JOb interview unless you' re ready to take the
job offer. ,
o - : -
Most 'Fee id" agencies usually have a clause in ‘the job seeker s
contract wilich spec1fies that . .
a.  the job seeker must accept at leagt.one of the job offers given
through an agency. - .,
b. the Jqp seeker cannot use other‘agencies while using the services _7
of an agenty -
c. the job seeker will pay a portion of the plagement fee 1if he/she
&+ quits the job before a certain periodof time. . -
d. the job seeker should negotiate directly with employers to when
he/she was reﬁgrred for better job condlgions
\l
‘Signing a contract with -an employment agency usually .means that you a
[ » .
_a. agree to most. of the contract terma and clauses.
b. .tentatively agree to the chtragt but can verbally override it
later if :;necessary. , p : ) <o
c. agree to all of the above clauges or terms. , ' o, )
d. rvo?.e of the ahove“' - “ o 4 \ "
A rea1istic search strategy mapped)out prior to your actual search will'
N - ' R
" a. {ower youtr chances of getting sidetracked or pressured ‘j,_ntg: taking
a different or unacdeptable job offer. . ., g
b. allow you o'contact many more employers than you woeuld bther—
| ‘wise'conta S » ~ :
c. aytomatica § reduce the .time needed to search for 4 JOb.A .
d. verify: y0ur goa1§ and objeatives set for your job search. ./ v
> . . o . \'y *
Indeveloping your own search strategy, you wou—ldnit_'need to cons1der

TAn T e

" .

- .

. *which of the sources of Job opportunities are most aPPropriate Tor yo
. ' the overall 1chL of" 1ndustry in your state. % - < .
how many empLoyers you should contact concerning possible emp;pyment
how you will use th;.time yeu gfve to your search : . ‘{\.- .
P ..l : “ 4 . b . :
2 s . v . ~
a, R < ! ot v '; . :1 G ' . : ’i
- R R . T, } ¥ Sary e .. S ; .-
. * . ¥ s . . - 3
“ L ) ' ‘ "'175" -« _t LN f“h'w; .”' - !
'«9“{" . ; \ R ; ; j"“* e . '



£
. 20. In determining how many job offers you can expect to receive, you

« would need -to consider » v : , T

a. yout quglifications for the job. .
b. the local availability of the job. '
. ¢. your job seeking skills. .

d. «all of the above. ~ v« _ . . )

" “~

21. An idappropriate method of contacting empléyers would be .

a.- mailing out your personal data sheet: with a cover letter. L.
b. . requesting employers to come visit you.

c. personally visiting employers. ., . ' ,
d. requesting friends, relatives or platement, pereonnel to set ‘up’ .
) intervTews with employers for you. . .. "
b" . W n ’ .
22. Unless a person has 11ttle to na, e to search for a job, a person
should f1rst contact employers who re likely to have . . '
i -~ ] ,. . . T

a. minimally acceptable job opportunities.

b.” only a few Job gpportunities.

' c. the best job oppottunities. “ .
d« veéery many job oppgrfﬁbitles . o

‘ PV
23. If you are telephoning employers. about job opportunities, youiﬁhould .

v

<

vy

' 13
a. first practice your telephone technique and manners. '

i b. know exactly what you want &b say and the information you need.

\
c. speak directly wit® the person in charge of the: sectlon where
2o the desired job is locadted.
d. al]an the above. - . R N
, ) . Y ¥
24, Ivlvphon ng employers shguld be done o
e | .
a. durln asual business hourq——preferrably mornlngs or r1ght after .
thewmoon hour. ) . SR
b. . during the nooﬂhour. ~_ e N . .
. . K ., R . : X .
. +v¢. primarily on Mondays, Fridays or Saturdays. , ‘. ' R )
: d. only after normal working hours. L ‘ '
h .o : . 3 B . N T L -
v i i . ) -
¢ N s
= TR % .
. . (SR T
e * i ’
3 -}” I % < 4 - .
. . av 9. 3 - - -‘
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1 \ ) . ‘ \ v"i . LW . . ‘- | -;v .' . )
- A . ~MODULE 4 - APRLYING FOR.JOBS., - 4 ..
Lo e e T :’.f‘,;"‘ k - /'v. ' ' '
- e - : ‘“ . . . ' . oo S
8 et ' "'\‘ *-'_‘ ' » ' . - / w. ) . ’ ’ K
1. 'The actual job agpl1dation procedure would not include‘- .
N [ . 8 -~ : . ,‘ .
( a. queStlonithner employers : . _ .- L T
. b. filling out mployment appllcatlon/gprms; ..
c. taking employment tests.. - ' ' i
d. completing‘an:. employment interview. ) {Eﬁ'} .
. ‘ O . ~
2. Preparatlon for meeting'qan employer is neceSSary if you are : Y
, -
a. -just informally visiting with employer abput possible mploymentt
b - B. formally interviewing ‘for a specific,position. -
- c. referred to an employer by %A private or public employm&nt
C d.- all of the above. . .
~ m\ . . . -
3. Preparation f¥%r meet1ng an employer would not include
s, a. anb!c1pat1ng an'd, prepar1ng for questions you may be asked by, the
* " employer. '
b. getting key facts about the employer. ' .
c¢. developing a list of questions you need to asksthe employer
i d. identifying all available positions the employer has. .
; 4. When preparing yourself for meeting employers, you should
" .
a. follow normal'groom1ng and hyglene practices.
b. select cloth1ng approprlate for position you are seeking.
ct get a good ‘night's rest and avoid non-essential drugs. ‘
d. allsof the abgve. 7 ’ : DR
5. . Materials you should br1ng with" you .when meet1ng employers would not
: 1nclude' :
. : - S i _
~/ a. a pen pencil and note paper. . . C
v . b. ®your HKigh school transctript and diploma. . ' '
®» . c. copies of your persenal da®a sheet.
d your Social schrity“éard/number. . B T e
6. -An*employer cannot 1egally use your answer to th1s question in the
. hiring selection process. . . _— v
a. 'HhY~d1d 'you leave -your last job?2"
., _ b. "Are you*turrently ‘married or~divorced® . o ) »
. c. "What are your major strengths and weaknesses?' ' TR
g\; d. "What do you see yourself doing five years from now?" . .
. _ ) ; _ B S
,7.°. An inappropridte, question to ask an emplq.er would be ¢ a " - )
S € % o - b .
) 3, "Whag Kind of tra1ning or supervisiof i$ available?"
- ‘ "Whag would my co-workers be like2" = , S
. n wo - .
e What are !the’ pﬁsaltles for stealing? . L
[ 4 ! : '
Ly a ;"Whét houng would I be work1ng7‘ N oyt YN g
i‘\i'f:. ‘:"'J' ' }Q. ’-v.l ’ .s ' o . . ) ; -' A !
bt N :-ﬁg e ) "‘ ‘.“ / "o . Y ' ".' R .
N “ T :'_. U . _177_'.( » . I _).7 ‘- . ’5_ v "T . .
\.1 “ A ", . . * ) I3 o ‘ N, LI
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S e r! , T SR ,
. . y %o o .ar"’ PSP
158 “'If you now you will be unable ty %rrive at an employer s office at’ ™
7 th appointment time, you should ’ - ) . '.&‘ \ N ‘
. P ) / P e ..‘ .‘"‘g /.I './.
£ty 40 reschedgle the intesdiow. i S B ¢ .
get to the employer s offlce as soon as:* possible,-no matter how o o
° late,, E oy “ R . ' ', -
. c. «call ahedﬂ and explain ydur,, situatlo tb the: emgloyer. o "‘ﬁ‘_j
d. be sure 'td write a letter of apology?to ‘the -‘employer. S ey

T 10.

“11.

12.

-

13.

Ku

- d. job duties, dates o¥f émployment, and reason for leaving{

ERIC
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. v
The primary reason fot arrivipg at the employer s office a little, +-. . =
before the appointment time is thaggyou can .

. W -
a. ‘ask the secretary or reception;st abdut the person you are to see.
b, relax, get yourself together. and check your appearance.  a
c.’ visit with emplovees about the company. . s _
~d. make any needed last minute telephone calls. ’ RN ' o
PN P -

+
v » , . PO

.The main Purpose of employment application forms is t AR

e :
?//QQZ;;; information. fo\determine the best potential employee

a

b. meet equal employment opportunity standards. o o

c limit the number of persons considered for different JObS o,
d discourage persons who are not very’ serlous about getting jobs. -

T ¥ ° » . -
The -effect of your employment qppl1cat10n form is prlmarily determined // !

by - g , :
¥ D
a how neatly and accurately you 'complete it. ‘ ’ '
b. your creativity and originality -in completing it.
c the number of references listed. - _ : a e
d the time it fakes you to complete it. ' ) '
. ' . .9
Information ngt usually requested on employment application form.is
P . . - v
a. s your complete ngme address and telephone number. ' . ' ’ .
b. persons you do not want the employer to contact
¢. ‘schools attended, “dates of *raduation, subjects, and
extracurricular activities. . N
d. the position(s) you desime. .« -t
- s - : ~
%

Previous employment, informatlon requested on application forms may
1nclude the -name and address of,employer Job title,

. job-duties, and dates of employment
b. dates of employment, and reason for lpaving, and supervisor' s
name.. ' . . .
c. jgb duties, ddtes of employment reason for leaving, wage$ L
eceivedg and supervisor's name. ¢ T )

.

. A“” L. . . T -
C ] et ‘ .
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14, 1In completing applicatlon‘forms it is generallz to your advantage
' to - . "L(. * T A _ﬂ_ )
B Ul a. 11 appflcable quest1pns evé%fbnes whlqh are of queSt1onable -
. : * ; ER . . o~ el 7L . o
A LN 1éave inapprqp ate quesclons bIahhﬁ 'fJ) , Y A A Lo
- ‘. -.attempt to a ‘all questioﬁs .even ones’not appficablé.to you.
v .S P BEY .
) -.f, . d: ansﬁer gplyt%uose“questions whlch are appropr1ate and legal to agk. !
i Ly . &' "t . ' f- . »
15. The purpose of employmenb tests is to. * O g
. M . - ! ‘ A . . k]

‘. predict a person's ability to perform a job. . .
‘b, ‘ellmlnate persons whp will not be able to perform the JQb .-
‘. Cc. -measure certain ab111t1es and/or character traits. T
. d. a11 of the above. LT e T -

.

‘e 16. Wh11e a "speed" test mgaSures how f%st y0u can do something, a'’

. power tebt méasures yﬂur - . . “ s -
e ’ ' . '
a. power of concentrdtion. )
b. physical endurance. ’
c. capacity for abstract thinking.» . . .
, -d. extent or level of certain skllls or knowledge.
' - 17. Preparationh for employment céswiwg would‘ggg uSually include ' -
T a. practicing the necessary skills. , T - . !
’ "b. getting a'copy of the tést beforehand. E . - o *
. c. using test-anxietfy reducing procedures. T . : :
— d. - using available test preparat1on manuals. 3 . '
- . ‘\ A.. « . .
HS, When taking an employment test, it is crit@cal'thaf you n A :
. ' : » i ) ;."“.
3*: ~a. read the instructions very carefully. ' < ’ . .
4 ¥ alwayé work as slowly as possible. ' .
s C- never guess on questions y0u don't know. )
‘d. all.of-the above. i v .
19. An employment intériiéw”féfﬂé&_ PO " ’
. '»--:t-g .

: Fa
a. an informal visit with an employer about job opportun1t1es. ¥

. ‘b. a formally agganged app01ntmentd'§th an employer. . ]
c. anmy kind of "face to face" commication with. an employer

concerning employment. ' .o i.f
d. an oppoytunity to develop your job qualifications. - ~
) LY . e 0D ) .
© 20. The employment interview actﬁa}lx starts ’ ' * -
. . ad ’ ° - . '
" . s . ' s 4 ; - i ! '
_— a. with ‘the inteyviewer's first question.
s b. the moment you enter the employer's busip ,J/ : .
c the moment you meet the’ interv1ewer. _ !
: ) d.. with your first response or action. - N o R T,
- \ s . . . ')'.l‘ . , | #
2 . , . ,a(\- , v
J . 1";;’) » "_, N
T h ) * - » ’
)" , . . 4 e y -
Qo - L : v ! '
R - ' 1795\ % <o B .t .
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210 Dﬁ?ihg the employment interview it is cr1tical that you
critical

“\'*- . * © o . . "

. .
. .
- ‘ . “‘
, < . -
. ) v

a.'ffollow the 1qterviewe s lead. 4 . " -
bn Jmont1nubusly “sell yoﬁiselﬁ’and ypur quallflcations t X, o
c.” secure the needed ififormat¥on about thlq job. . g"." ST )
. d.. all-of the above. ™ - . oo LB L
. . . oot Co- . * R . .
22. The best” fesponse to the intervlewer s quéstlon "Why do.you want ? J
* this job?" is . L
. . : . “ . a‘ i _.g ¢ )
a. a brief explanatlon of ‘what you like about the 3ob why youo i o

- can do the job, .
b. p "The starting pay and company benef1ts are the best in the .

and.what yoy hope to, accomplish

[

~

business. -
c. "I fdel my chances of advanclng ‘are very good with th1s JOb e
d. a br1ef explanatlon of your job needs and how the job meets them.
- 23 If the. 1nterviewer asﬁs personal questLons that do- not relate to the [ - RN
. .\~, . . . . - )
- a. dngwer the questions without confronting the 1nterviewer RN
b'. answer the questions, but afterwards ask the purpose -of’ sueh questions
c- gollQely ‘decline to answer the questlons ’ -
d. _all of the a‘re L . -

24.. During, a.ihb intgrvfewx get the arrswers you neeH'about the job'by

. '

- "a¥ " asking the 1nterviewer to be as candid as pbsslble
b. questioning the interviewer on ary uncleay points. . o
c. asking questlons'when invited -or follow1ng your responses ‘with C ﬁi
questions. . . e . . S - °*
d. all of the above i ' . b '
25.. If the 1nterv1"er makes you a JOb offer whlch is totalily unacceptable,
you should ' T / . Foo
. - . ’
a. ask the 1ntbrv1eWer for time to cons1der thé~offer N ) }'c
b. . graciously turn down the offer without be1ng too specific . o
_ ¢. be very clear about why the job offer”is dﬁ@cceptable TR ) L.
“d. probably re- evaluate _your, or1§1nal ]ob selection process. = . o o=\
. ) X - R o . L M .
° 26" A common s1gnal df the 1nterv1ewer s end WOuld not be - ;‘_ S
o - RN &» -
‘ . a the i*ervie&zer asking you about current events. i L
b. the iMervjewer looking &t his/her watch or the wall clock :
c. the 1nterviewer asking how to reach you. _ i . R
' ?. the nterviewer standing up. A - ' : ' SN
oL . s . [ ‘ Lot N
+»2%. At the close of the interview, you sSOuld L SR - s v
’ 0 . . A . M X
‘a., start asking the quest1ons you ‘neéd- fﬁswered L
: b. clarify the method of checkige baelg:with the 1ntervaewer
c. discuss your job quallficat ns~l' Retail ‘_' : )
. d. all of the ‘above. X B e e
! . ! % . . L. \
’ .‘ . . . w oo - . N ." . - L ]
O . . ~ ‘-‘4 : : F ~ . . N
: L, ' ~-180~- : C S
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28.. After- tomplet___pg gn interv1ew ypu should L o
. v, . . -
N a. be critical in evaluating yohr 1nterview performance. - _
b. thank the interviewer.” : S -
v ... ‘wait before’ schedJllngn other interviews with other employers "
. ., d. -'expect any p081tion response for at least -a week B :
29, An interview foliow-up letter should ' : : A
1 ’ .
'; , a. ISummarize'yoGr quallflcations "&nd sob needs. L h g
b. ,be sent only 1fj requested by the 1n~terviewer. Lo
. ) ,¢. express thanks -;ind int rest and point out any qualificatlo’ns
’ 3 ) ‘ not.discussed ih the _ _rv1ew. 2 - L, :
o d. include any c{'uestlons st111 have. - S
- J' < ) 9 - .
*30.. If an 1nterv1ewer does not »conta.ct you abbut: a JOb offer on -.the v I T
o spec1fied date, . . . . w, - T
Y . ' / o AN T )
2 a. aut&atlcaﬁ’iy TEJECt the job if 1ater oﬁfered .
i~ . 'b. wait a week and then contact other employers §,' g ‘,v ) k '_
c. wait a,day and, then call the interviewer. o et
» d expect to hear froft-the interviewer. C T
.‘ . . - i N o o o
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MODULE 5 - DECIDiNG bN A’HOBoOFFER:
1. If a person can realistically expect z one JOb offer, thlS person
N ~’shou1d .

a. still attempt to get as many job offers ‘as possible, before decidlng
on%. job offer. . - .
try to negotiate for the best possible job offer ! -

c. critically evaluate possible options ‘before refusing .any job offer
d. ask for time to decide before accepting any. job offer

2. FactOrs vou would consider when rtquest1n5 t'ime to decide_ on a Job
~offer would not include _ : e

v .
B

your important job needs.
the time the employer is likely to give you to declde
the time needed to get remaining number of expected job. offers
how well this job offer compares with previous and expected job offerds.-
- ¢
3. The absolute maximum time a person should request an employer to give for
making a dec151on would be-

oa o

“a. 24 hours.
b. 48 hours. )
c. one week. ' i
d. two. weeks. : ¢

.

4. An unaceeptable explanation or request for time to decide'would be

¢

"I want to explore other job opportunities before committing myself,

a

b. "I have other interviews to which I am committed later in the week."
¢. "I would llke to think over the job offer tonight and will call /

*  tomorrow. /
d. "I would 11ke to discuse this matter with my fam11x4 '

5. In requesting time to decide on a job offer, it is crucial that you
a be flexible in your time:request.
b. be positive about the job offer.
c remain firm in your time request.
d. _ point out the disadvantages of the job offer which you need
\to consider.

b4

6. Negotiating for the best possible job offers is \
a. actually auctioning your qualifications to the highest‘bidder/employer.
"b. attempting to persuade employers to improve their original job
conditions. | ‘
c. a difficult and delicate process not .appropriate for all job seekers
d. all of the above. : .

. : - - .lfnfw
. 20
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7. 1In order ‘to negotiate wgth employers, it is not neoessary that < o

- <

. d .

a. the employers have 1nd1catéd ‘a w1llbngness % negot1ate beforehand
b. you have recaived-at 1east two job_ offers. N
c
d

“you have sufficlent time to negotiate. .- .x,__%i;
‘the conditions 6f the: JOb can be changed.” . . .-

o 4
. N e
b

8. 'The best employer'to start negotiating with is théygna :
. o, ! s

o~ "al with the least acceptable job offer. . . ) :
b. with the latest deadline. . . e s
c. 'with the’ eariiest deadline. . '
+d. first contacted. T

?. _In negotiating far, the best *possible JOb offers, it is. 1mportant that you
a constantly update emplpyers on the latest’ 1mproved b conditions.
b. try to ‘get more time tb decide w1th each improvemen
‘c: don't start negotiations until after your last job' offer
d. do not attempt to over negotiate and possibly lose all acceptable
Job offers , ' ' S

10. The best strategy for selecting the best Job offer would be to

4 /

! ¢ N
h select fhe job offered by the nicest interviewer or best company
take the job that.starts the earliest. : - .
take the job for which you are best qualified.

) select the JOb offer- that best imeets your important JOb needs.

an oo

11. The selection process may get complicated because

employers mJy offer different conditions. ﬂ
emplgyers may use different terms or schedules
need$. may not be satisfied to ghe~same degree
all of  the above.

N oo

12. An hourly wage of Sj.OO is roughl

AR L A
a $720. . o . y .
b. $600. . o I ’
c. $510. - ‘fi?; ' Lo
d 5475- ’ )

oo . . ”
v

13..~ If your important needs.are all equally 1mportant you would p}obably
select the job offer which i ey

satisfies only a few needs, but the most important needs .

satisfies the greatest number of needs

satisfies all least important needs.

none of the above.

an oe

143
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14, After selecting ‘the’best job offer, your immediate task is to .

“b. wflrst?contact the persons uhose job offer"you will be taking. -

sast azlétter of acceptance.

evalua%e your se1ectlon ' s o ' o : "

attempt a ditlonal negot1at10ns J . . :
mployers of your “job decisibn. )

stop.searchlng forwother pr ppportunltles t

S .

When communicatlng your Jbb»decr51on, you would normally/

°

“a. -41mmed1ately not1fy ‘the. per§ons whose JOb offers you are: turnlng down

c. -contact the: persons in the order of their job decision déadlines

.d. .contadt the persons in the same order that you prlglnally contacted ‘then. -

N . . hd . f
The best method of %ontac;lng the eﬁployer whose job offer you are W
ac%eptlng 1S . »

. '
ot

} .

CH. gfsonal visit, if transportatlon ix , N
Gy 5 brief - telephone call to the receptlonlst or secretary >
. gﬁ*qe of ‘the above. ' ¢ . _ : ¢
oy’ 4" .

In contactlng those employérs whosé JOb of fers you plan to reject, it
1s 1mportant that .you . ) L :

.
’ : o
,f~* ..

a. make one 1ast attempt to negot1ate Lt ) .

)
v

~b. ~mdke it yery cledar why the offer is unacceptable ) N

c. remain.ffrm in your. declslon,.but express appreciation for the given .
{ .-
off . 3 N 3 {

w

d. treat your de9351on as tenat1ve and open to- dlscu551on and change.

t‘; ‘ . o
. ’ . ¢ e °
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" CITED MATERIIAI._S

" Brief descriptions are\édven below for materials cited under®

. "OTHER MATERIALS NEEDED" in the previous lesson gu1des '

7

Title: . Dictionary of Occupational Titles: j . o 7 . v
‘Author: United States~Department of Labor . . - f
Publisher:  Unijted’ States Pr1nt1ng Off1ce, Wasﬁlngton »D. C ,
, Date: d? . \h§§ § . ~
Description: <: ‘7 T )

-

-each job title. .

L) - »

M N ' ! 3 .
) . ~ . - . N *

- \ ’
Reference Books #nd Pamphlets : L
"Titlei . Concise Hapdbook of Occupations - | o T
© +Author: : ostello,, & an M. and Wblfson, Rita P. (Eds.) s
" PublisWer: -J+ .G. Ferguson Publishing- Company, Chicago, I1Tinois .
Date: L 1971 B
Descriptlon - | e
U g

.This book contains information on 305 occupations ranging in

educational requirements from én'elghth .grade certificate to a' Ph.D. The .-

occupations are listed alphabetfcally and are coded accordlng to prime
interest (people, data, things). . Each job deéscription is.on-a “single

personal qua11t1es, educational requirements, avera
condltlons, advancement possibilities, -and long-rang
It contains many pjictures and has dn,index of -job, titles with D.O.T.

roings, working

.page- and 1nc1udes the. followlng 1nformation . type of?gork done, necessary -

nafbers. This Hﬁok is recommended for any person desiring information on

Y

various- 7ccupatlonal choices. ]
. : _ .
e u ) ’ .. (BN

I . . M - T

a

(\Thls reference book is a four volume set a#nd
-guidance’ and employment counselor§, It - describes jpggrly all presen ly,
available job positions (over 40,000 <ob tltdes' \:Jthe :
first volume giveg a brief descriptive summary o pri ry duties bf

%he second. volume describes the requirements of JObS
with sipilar "Worker Traitr Arrangements' '-—different combinations of
the degree to which a wogker deals with people, data, and things. The

requirements llsted iriclude edhicational background, training time,

ployment outlook.:

»

aptitudes, interests, critical physical demands, and working conditions.; ‘

The third volume is very 'similar to the-second volume, but lists
reqyirements Yor dividual job titles. The fourth volume converts 't e‘
er job titleslgnto. 'non-sexist' job titles. Due to its comp}ex ‘

P

_indpxing, the D.O is not recommended for unsupervised ‘'student usjge. '
is probably t:B)best‘and most comprehensive listing available of job
titles and descriptions. : ‘“ . .
PO , Loem L
‘ w. ' : "-. ’ _19;7‘,_ . T ¢ .

Lo ( ’ A
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‘Title: Education and Work (Pamphlet Series 0 467-545 through 549)

Author Bureau of Labor Stastiecs, United States Department of Labor
Publisher: United States Printing Office,. Washington D.C.
Date: , 1973 .
Description: X . . . "

'd / ‘ ) e?
- lThis séries consists of . five pamphlets. " Each pamphlet provides L
information‘on certain occuypations requiring the same minimum level of .
educatien, The five educgtiqnal levels are (1) some high school (2) high
sch graduate, (3) apprenticeship program, (4) junior college, .
techn cal idstitute or other, specialized training, and (5) college »
degree : a . . )

T The information prov1ded on each occupation comes from the Occupational

Outdook ,Handbook:.. For each llsted~occupatlon, information is given on

the number of workers in 1970, the néeded quallflcations and training,
ard the employment opportunities and trends to 1980. Because the
infoymation is presented in a very strailghtforward mauner, tbis .pamphlet

. series 1s strongly recommended for direct student usage.
. L] ! ' . u
J ’ . B & ) s <
(Title: Encyclopedia of Careers and Vocational Guidaﬂée
" Author: Hopke, Wllllam‘E “(Ed.) o a
. Publisher: J. G. Ferguson Publlshlng Company“\C cago, Illinois
Date: « 1967
Description: L V/ \' _' ! ;
\t - .. .

This 'is a comprehepsive two volume referen@e‘bdok designed for use
by high school students, teachers, and counselors * The first® volume’
(the volume of concern) p ovidés a.wide coverage of spg%ific career
opportunities and Lnformatlon on major occupational groupings ot capeer

fields. This book‘is divided -into two sectlons The. first \ECtionZ "You -
and Your Career," includes topics: learnlng about yoursgelf and youm
-.goals, where to po for further information, using ted#t results in ! .
Vocational plann1ng, how to find a 303, 33d the future worfd of work. ' The
second sectijon, Careerffrelds " deséribe many .various occupational -
groupings starting with Advertising and ending with Truck Transporgtation.
Each occupational descr1ptlog is written Ry a field expert. This bopk
also contains 4., llstlng of accredif eolleges and univeﬂ:ities and . s
bibliography of books for each career'@ield Br1ef discifssionsy with .’
‘relevant bibliographtes, are provided .on thg topics of ‘career planning,
preparing for college, and scholarshlps he reading devel is- indicated
to be at the junior high ‘#chool level.’ Thﬁs b&ok IS\strongly recommended w
. for use with h1gh school stu%igts \ S e, .

~ . NN \, ._%éf\;\b\a - \K:?’B

Title: - . Handbook. of Job Facts th Edftion) -, * . =~
# Author: - - Lang,,C ole y '.{< *
Publisher: Science h AsSociapeE’ Ing., Chicago, Illinois o,
N Datew ,,1972 e Y v ; T
. . 3 'l N @ e .
Description: R A ) , . ,
; . . . i ' % ° . o
: : . A N -
e ' This book Is designed for teady use bj’high schoo]l st eﬁts, teachers,
'{_ unselors, and especially.job seekers It contains inf tiom on . :

300 maJor expanding occupations A;%he ocCupatidns are\iiSted alpha- .’

4 o, *

! ' . R - . . P - y LY
& . . e : i Y . /I { ) -o.’ . N . )
f g . ) . i LYRO_ -44.“ / y
' v - - . S Igﬂ . S ,
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betically Information on each occupatlon is 1isted in chart form.and
includes duties, where employed, number of workers, education "and }
training, special qualifications, ways to enter field, ciances of ~e T \
advancement, earnings, and worker supply agd .demand. Additional - -
references are provided at the end of the book. *This beok is,

recgmmended‘for any person de51r1ng information on oécupations

~

Title: Occupationa]l Outlook ‘Handbook 1916 77 hdltlon ’ <

. Auther: Bureau of Labor Statistics, United Statgs Department of Labor '
Publisher: United States Printing Offlce, Washxngton, D.C. L
Date: July 1976 . : .-
Description: . ‘ - C ' ’ - .

N -
v v . .
a e

This book is designed for use by. hiéﬂfschdbl students, teachers,
and counselors. This Handbook, which is published bi-yearly, provides.
infamation for over 800 occupﬁ%ions requiring different levels of
education and training. The llsting of OCCupations foIlows thes
indeximg of the Dictionary of- dcc atlonal tles. é inforﬁation for
each occupation includes the natu ‘of,\w d@éf%gag , job prospects
during the 70's, and education and“tra:tfﬁ uirements The bgh; also

contains a sectior on tomorraw's jobsb ' gg book is. strongly rec
mended for- use with high school studenks.

B “ ) .‘;' ’
. r q\ ey o .
. « . i

v - . +Vocational Tests .4nd {Other Instructlonal Aids o L T,

b 5 . « J" . . g )
R |
U‘gle ' General Aptittde Test Battbry (GATB) ‘ e
uthor: ManpowervAdmlnlstnatldn, ‘Upited States Department of Labor ST
g%blisher United States Prlnt%n Qf ce *Washxngton, D.C.. - .
Descrlptlon . ‘g_‘ o o ) 4 . i
See page 12 for a brief ‘description of/the GATB A reduced printout ‘
of sample test results is shqwnson = 1“0 ' . )
. 3 . ;o .
> " - ' ' Lo T
Tiele: Mlnnesoﬁa ImEortance Qpestlonnalre (MIQ) W
Author: Lofquibt, Lloyd H., Dawis, Rene V., et al. L ) \
,Publlsher -\Vogcational Psychology Research, Elliott Hall, ‘ .

-5“ SR n1verslty of Minnesota, Minneapolis, Minnesota 55455
% ~Bescrlptlon . . :
».o » ’
‘_ See pages 11 12 for a brief descrlptlon of thé MIQ. A reduced
prlntout Qf sample test results is shown on page 191. - .o,

~

, Title: . Minnesota Occupational Information System (MOIS)

- Author:’ Minnesota Occupational Inforfation System
Publisher: Minnesota Occupational Information. System

N : American Center Building, Room 607 .

. " 150 East Kellogg Boulevard . . ‘ .
oo St. Paul, Minnesota 55101 - = ° . .
Description: | - "
T, o

a7

See page 193. for a detailed description of MOIS.
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MOIS. What is it?

.

Minnesota Occupational Information ‘Svstem
(MOIS) is a new stals service designed 10
provide gomprehensive occupational informa:

tion to Minnesota residents. Access to this

information will assist persons in al stages of

career exploration by offering insights which
< will aid them in making career decisions

Minnesota is one of eight states tcf receive 8
federal qrapt from the U.S. Department of
Labor for the development of such informa-

tion systems. 1t is based on a similar project in -

Oreqon, now in its fourth year.

MOIS will ‘be introduced in secondary and
post secondary educational facilities utilizing
the interactive computer terminal network of
the Minnesota Educational Computing Con-
sortium. There are over 1300 such terminals
located throunhout the state in 8 variety of
educational inslitutions,

Following this intioduction, MOIS will, be
wallable 10 any private of public organization

wishing 1o offer, this senvice to its clients

MOIS s current, accurata and locally relevant
occupational information,

MOIS will provide information on approxi-

mately 300 occupational classifications, repre-

/senting a majority of the jobs currently in the
Minnesota occupational steucture: Informa:
tion on each occupation will include pre:
dicted employment outlook as well as data on

cilry and training reruirements, required

skills, duties, working conditions, salaries,
advancement potential and related filds.

\

This information s baln? complled, with an
emphasis on accuracy. It is based on intangive
analyses of Minnsota labor market statistic,
as wolf as stalf comacts with individuals in
gach occupation. As a result, MOIS' informe:
tion serves s an aceurate incicator of the'
local labor market situation.

Also, due to the ease with which data can be
changed on the computer, MOIS information

tan be updated quickly and inexpensively.

?

MOIS is meaningful occupationsl information,.

But MOIS is more than Just statisties. [t is
information dasigned to be meaningful 10 the
user of the system &S well as an impartant
tpol in career guidance. -

MOIS offrs two individualized approaches to
caroer exploration. The first involves a direct
request for information o’ an occupation
The second involves the use of "QUEST", 3

copyrighted questionaire developed by the

University of Oreqon. With "QUEST", the’
user intoracts with @ series of questions
reqarding his or her self-assessed intercsts and
sbilities for work. Through "QUEST", the
user can select a range of occupations which
he or she would be likely o find acceptable.

" Many times, "QUEST" identifies 8 number of

occupations with which the user is unfamiliar, -
offering additional avenues for career explor-
ation,

¥

MOIS is helpful occupational information.

"QUEST" and the occupational descriptions

a6 only part of the career exploration re
sources suppliod by MOIS. To assist the user
further, MOIS offers the following additiona
information: :

A RESOURCE FILE: Thi file feaure
list of where the user might obtain first hand

- axperience with an oceupation, The resource

file consists of three parts.
The visit fle is a list of individuals'who

have volunteared 10 visit with anyone inter
ested in laarning about their particular occups:
tion. Theso visits may take the form of
individual meetings, group discussions, or

when possible, on-the-job vists

There is also @ list of existing career
cantors or fairs sponsored by local schodls,
businesses, or industries. |

Tha user may also be referred to the Boy
Seouts of America “Exploring” program which
provides a wide variety of career exploration -
programs. ‘

A BIBLIOGRAPHY: A bibliography cite
numerous sources of further infermation on
specific occupations. -

AN EDUCATIONAL FALE: Develaped by
the-Minnesota Higher Education Goordinating
Board in cooperation with MOIS, this file -
specifies ‘public two year postsecondiry
educational  institutions where appropriate
trining can be obtined. A [ist of costs ind
services,is included.

MO!S is coming-soon.

In January, 1977, MOIS wi‘ll be available for

 burchdse by any organization wishing 10
contract this service. Where Minnesota Educa:

tional Computing Consortium 4erminals are
unavailame, an alternate delivery system will .
be offered.

Througﬁ widespread use of both systems; the
goal of MOIS is to become readily accessible

. to any Minnesota fésident desiring occupa:

tional infotmation,

;e .
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