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Becoming Acquainted

How important 1s perscnal growth to you? All of us—both children and
adults-—aim to have the fullest possible life. Unfortunately, many adults
don't feel that they have many possibilities and/or think growing is Jjust
for chlldren. Both of these 1deas are false. Adults ecan and must grow and
learn throughout their lives. Today many more opportunities for employ-
ment and education exist than we ever realized as children, in fact more
opporcunitiss than at any other time in history. To stop learning at age
21 would duom the average person to over 50 years of being absolutely the

Thls book alms to prev:nt just that fate. It is about change, about
growth, about BECOMING. Becoming what? Becoming aware of yourself, becoming
informed about educational and employment opportunities, and becoming strong
so that you can make the kinds of changes you choose. You may change per-
sonal areas and begin a new hobby, develop a new interest, or rediscover an
old one. You could continue your education. You may decide to begin or
return to a career. You may want help in finding that first job and making
sure 1t's the right one. In short, Becoming is for men and women who feel

restless and eager to change, people who want to explore new paths.

Becoming has three major sections: (1) Becoming Aware, (2) Becoming
Informed, and (3) Becoming Strong. Becoming Aware helps you examine your
personallty, values, interests, skills, and priorities., Becoming Informed
gives Information on (a) diserimination and how to deal with it, (b) trends
in employment and education, (c) decision-making skills, (d) educational
resources and how to compare them, and (e) hints on job hunting, resume
writing, and interviewing with prospective employers. Becoming Strong
deals specifically with planning, seeking support, coping with stress,
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enrancing your strengths, and minimizing your weaknesses so that you can
carry out your plan.

In addition to this manual, you will need some extra materials. A grid
for recording answers to Chapter 10 exercises and Card Sorts for leisure-time
activities and school subjects (Chapter 3) can be purchased as an Extra
Materials packet. For job seekers, a job card sort and Job 1list are needed.
These materdals can be purchased by mail. Instructions are in Chapter 3.

Several chapters of Becaming mention traps to avoid. Traps are ways
of thinking that automatically 1limit choices. Wamen, minorities, and older
adults should pay particular attention to these traps because society hr=
limited its view of opportunities for these groups ary more traps will
apply to them.

You will also notice that this participant version of Becaning hes
group exercises. It 1s designed to be used with a Community-Based Guidance
- (CB3) group, which will help group members gather information about local
employment and educational resources and provide suppart and encouragement
for change. If such a group does not exist in your cammnity, you can use
the leader's version of Becamlrg alone or organize your own CRG group. The
Leader's Guide provides Instructions for beginning such a group.

Once you have acquainted yourself with the materials in your kit, you
are ready to become aware, informed, and strong.

Nancy L. Voight, Ph.D.
Project Directar

Alice Cotter lawler, Ph.D.
Project Associate

Katherline Fee Fulkerson
Project Assistant
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Chapter 1

Becoming Aware

of Your Personality

Awareness of your own unique personality is the starting point for
almost all change and growth since it is the core of the real you. Your
needs, Interests, values, skills, and priorities reflect your personality,
which includes the way you think, feel, and act. However, your personality
1s more than just what you know about yourself; it 1s also the ideal you wish
you could be and the way others see you. Furthermore, your personality

changes and grows throughout your life.

SIX PERSONALITY TYPES

John Hollandl has suggested that there are essentially six types of
personalities. Usually, each person has some aspects of all six within his
or her personality, but often one or more types are dominant. These six types
will be referred to often in this section because they are helpful ways of
talking not just about personality types but also about interests and skills.
Therefore, the six types are defined in some detail below.l:2 As you read them,
think about how you see yourself. Which ocnes are most like you? Which cnes
are least like you? How do others see you? What is your personal ideal?

Realistic

Reallstic types see themselves as rugged, practical, and physically
strong. Such people don't usually like to express themselves in words or
share their feelings with others. They like to work outdoors and to work with
tools, especially large machines. They like athletics, gardening, crafts, and
collecting. They prefer to deal with objects rather than with ideas or people.
They enjoy creating things with their hands and prefer occupations such as
mechanic, construction worker, fish and wildlife manager, dressmaker, engineer,
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police officer, cook, baker, farmer, jeweler, factory worker, or skilled trades-
person. They like sch@@l Subgeets Such as home economics, engineering, agri-
culture, physical education, forestry, and industrial afts

Investigative

This type tends to like problem solving ard sclentific activities. High
scorers on thils theme would prefer to work alone rather than in a large
office with a gr@up of pé@@le They prefer to th;nk thraugh problemg and WDFR

They frequently ténd to be origlnal and créatlve ESPECially in SClEntifiC
areas. They like to read and be imaginative. They prefer occupations such
as laboratory assistant, mathematician, blologlst, engineering aide, animal
sclentist, x-ray techn;cianS phy51cian, technical writer, or meteorologist.
They like school subjects such as geography, biology, math, pharmacy, and

physies.

Artistic

This type includes people who are artistically oriented and like to work
in settings with many opportunities for self-expression. Such people have
little interest in very structured situations or those that require physical
strength. Instead they prefer problems or tasks that can be dealt wilth
through self-expression or artistic media. They prefer to work alone and
have a strong need for individual expression. They score higher on measures
of originality than any of the other types. They describe themselves as
independent, unconventional, original, expressive, and tense. They have
hobbies like drawing, music, or writing. Vocatlonal choices include writer,
philosopher, artist, cartoonist, decorator, singer, photographer, poet, actor,
and fashion designer. School courses are music, foreign language, speech,
English, and history.

Soctal

The Social type includes people who are soclable, responsible, and con-
cerned with human problems and the welfare of others. They usually express
themselves well and get along with others. They like to seek attention and
situations that will allow them to be at or near the center of the group.

They prefer to solve problems by discussions with others or by arranging or

ng relationships between others. They have little interest 1n situ-
atians requiring physlcal activity or working with machinery. Thelr interests
are community work, program plarning, and social activities. Such people
describe thémselves as cheerful, popular, achieving, and good leaders. They
prefer occupations such as bartendef, hair stylist, minister, dental hyglenist,
teacher, counselor, playground director, speech therapist, or practical nurse.
Common school subjects are writing, drama forelgn language, soclology, history,
home economics, physical education, and religion.




Enterprising

» Enterprising people are good with words, which they use effectively in
selling, dominating, and leading. Fraqccntly, they are in sales work and
are good at thinkdng of new ways of dolng things and at leading and con-
vincing people. They see themselves as full of energy, enthuslastic, liking
adventure, self-confldent, and dominant. They prefer soclal situations
where they can assume leadersnlp and direct others. They enjoy persuading
others to their point of view. Thelr hobbles are athletlcs, public speaking,
selling, and interviewing. They are Impatient with precise work or work
Involving long perilods of intellectual effort or sustained concentration.
They 1like power, status, and material wealth and enjcy working in expensive
settings. Typical vocatlonal preferences include farm manager, buyer, hotel
manager, flight attendant, business owner or manager, pelitical campaigner,
realtor, salesperson, apcrta promoter, and radio announcer. They like school
subjects such as English, economics, foreign language, history, and political
sclence.

Conventional pacplc prcfcr Jjobs where they know axactly what they are
supposed to do, uslng verbal and numerical skllls that characterize office
work. They fit well into large organizations but do not seek leadership.
They respond to power and are comfortable working in a well-establlished
chain of command. They disllke loosely defined job situations, preferring
to know exactly what is expected of them. Such people describe themselves
as conventional, stable, well controlled, and dependable., They like collect-
ing, drama, and music. They have little interest in problems that require
physical alcilla or j:ltanaa rclaticaalﬂpa with cthcra. They are ‘most cffcc—

Vocational prafcr*cncca are matly within the buajnaas world and include bank
examiner, bank teller, bookkeeper, some accounting Jobs, cashier, computer
operator, secretary, tax expert, library assistant, and traffic manager.
They like school subjJects such as economics, arithmctic, spelling, typing,

and business.

As you read the definitions of each type, you probably found many
characteristics that dcacribc your pcracnality. Actually, you are prcbably

davclcping as a paraon- chavar, tr;y to daacriba yoursalf hcncaﬁly :La tha
next exercises. ‘

® Trap. ‘Many pccpla only look for negative qualitiaa in themselves.
They belleve that thinking poslitively about themselves would mean they
are "too proud." Others try not to be aware of things that could be
- callcd wealknesses. Everyone has different personal qualities and dif-
ferent personal strengths. To be truly aware of your personality you
must know your atrangl:ha as well as your wealknesses,
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1. Once again, skim through the description of the six personality
types—Realistic, Investigative, Artistic, Social, Enterprising, and Conven-
tional. Based on what you know about yourself, how would you rank yourself
on these six types? Which type is most similar to you? Put that type next
to number one below. Which type is least like you? Write that type next
to number six below. Now rank the other four types in order.

1. ]
E! _ - _ .
3 _ _
'Ll! o _

3. -

Ei _ —

[\

. If you usually think negatively about yourself', pay particular
attention to your strong points in the next exercise and oe sure to name at
least three. The letters R, I, A, S, E, C beside each sentense refer to the

personallty type described above. Check the items below that best describe
how you see yourself now. ’

Agriculture interests me (R) ,
. I 1ike supervisory- and leadership positions (E)

' ] Religion is an important part of iy life (S)

— I 1like structured activities (C)

I am a curious person (I) .

I 1ike athleties (R)

I am a creative person (A) ,

am not a very :sociable person (A)

like to be zround people (S)

1like sclence (I)

think of myself as a very sensitive person (A)

- I dislike leadershlp roles (R)

o I have a good imagination (I) :

. I conslder myself a responsible person (S)——-

Stability 1s very important to me (C)

I am a very neat and orderly person (C)

I like polities and economics (E) ,

e 1 think of myself as a practical person (R)

, I do not 1like to be the center of attention (R)

Achievement 1s Important to me (I)

Sometimes I am very tense (A)

, I am more passive than active (C)

- I sometimes think I am a rigid person (C)

I am a very independent person (I)

HHHHR




_ I am dependable (S)
I am a very dominant person (E)
I would enjoy selling things (E)
- I 1like music, art, or writing (A)
Recognition and appr@val from others are important to me (E)
Fducation 1s important to me (S)

A From thls exercise, try to draw together an idea of the kind of person
you are now. You can also write additlonal sentences below to describe
yourself. For example: I am qulet and shy; I am afraid I will fall; or

I am rarely angry.

L
»
|
]
|
|
|
|
|
|

=
|
|

b
|
|
\

Loy
L]
|
|
I
|

Footnotes

1. Holland, J.L. The Psychology of Vocational Cholces. Waltham,

Mass_aelmset_ts' “Blaisdell Publishing Company, 1966.
. 2. Adapted from the National Computer System, with permlssion.




‘Becoming Aware
~of Values

Ymg* values are principles you belleve in,: ideas yau base your life on
-and qualities you consider worthwhile or irrpt:rtant 'Values are learmed. fﬁ;n
parents, friends, school, church, and your own expeﬂenees. . They reflect not
only your own decisicrg put also the ideas of others gbout what.is right and .
wrmg ‘They ‘are the rules you live by.-. ‘Surprisingly, quite a range of" values
: “’rigzt" for different: people—and even for the same person at different.
'timz_,md in dif ,_eirent ituatiﬂns “You may have sadne values that are ex-
‘pressed at home or in the cr:ﬁﬁmnity, while c:ztheaf-s seanmare Import
sciml cr we:rk. :

: Many pecple are not aware t:f their values, even though these values
int"'iuenee hc:w they act. Yc:u value 1deas ‘and aetivities ifr

(1) they jnf'luenee yct:r plaﬁ ’ ’ , v
. (2) they help you make decisims, or , . o
.(3) yauspend tingaiﬂnmeymthan . :

Wl“at are your: values at hme axﬂ ‘at work or school? It is usually jmp@r-' 3

 tant to be aware of both sets: of values because they can be quite different. .

- Also, . values can.conflict. A home value ‘might involve warrtjrlg to be hmewithﬁ;*f
. your ehildren; ‘while a school- value might involve wanting to-take fu;lftime '

- day courses. Chapter-10 will help you deal with these- ecnﬂicts, but fcr mw
;]ust try to list ymm vglues—even thcse tl"E.‘t canflict. ‘ _

. : ‘ ' d personal growth, Aon,
» WC . Also, ‘older adults may feel they ,missed their ehance.to--act on.
a va Ea—tl'at the things they value are are "only for quger folks."




Examine your value statements carefully and be aware of values you have
not been encouraged to feel before now.

1. Below 1s a 1list of common hame/conmunity and work/school values.
Check under hame/community if a value is important to you there. Check
under work/school for values that influence the way you act in those settings.
Some values may fit under both settings. However, many are more important
in one setting than in the other.

Remember a value is Important to you if
(1) it influences your plans,
(2) 1t helps you make decisions, or
(3) you sperd time and money on 1it.

value statement home/conmuni ty work/school

~  obey the law

_ help others
raise children L
be religious
be neat and clean
honor parents
meet new people @ 00
have close friendships

.. make money

" bulld things
love and serve my country
be irdependent -
get ahead
work for a cause
obey God's will
help commmity
compete wlth others
use physlecal strength
be artistic
make declsions, have power
use time as I choose
bulld high morals
be secure
supervise or teach others
vork alone
be open-minded
have lelsure time
be noticed as important
think of new ldeas
be an =xpert
stay in one location or town

il
T

T

TTHTT

/]

T




have change and travel
be practical

be responsible

be happlly married

vwork hard

“others not listed above:

2. Now look back at the two eolums and rank the TOP SIX most
inportant values to you in each category.

home /commund by ' work/school

n
M

3. _ . 30 — —
b, - b, _ —
5 b~ 5. ) _ _
6. B ] 6. L _

18




Becomlng Aware
~of Interests

Your Interests also shape how you plan for.your personal growth,
Interests sometimes reflect only the chances you have had to explore new
activities. At other times, they reflect your values and skills. However,
the simplest definition of interest is: something you might 1like if you
had the opportunity, something you are curious about, something you enjoy
doing. Of course, not every interest will develop as a Job or study idea;
some are best fulfilied at home or in the communlty. ,

® Trap. Interests are-easily limited by experience, as well as by what
you expect you can get. You may expect less or have experienced less
than you could have because of your age, sex, or race. Most of us
grew up at a time when boys and glrls were supposed to have very dif-
ferent Interests from each other--~when all girls were thought to have
similar interests, and all boys' interests were lumped together. These
same ldeas were thought to be true between racés and between the old
and the young. To help you overcome thesé limiting ideas, ask yourself
questions like, "If I were white (or a man or young), would I be inter-
ested in“th:Ls?" Remember that we now have much more freedom to choose
and act on Interests than in the past—-regardless of our race, sex, or

1. In the Extra Ma.terials package, you will find two decks of cards and
three blue pages with MIGHT CHOOSE, IN'QUESTION, and WOULD NOT- CHOOSE on them.
If you want to learn -a new skill or activity, use the YELLOW deck with acti-
vities on them. If you are considering jobs or getting training for a job,
send for a cgpy of the Qccu—sort jc::b cards. Enclose $5- and’ your address tc'

cations Deparl:rrent

' Schccl of -Education .
. _Narth Camllna State University
 Raleigh, North Carolina’ 27602




After you have a deck, look at the cards., The front willl name an
activity, school major, or job title. The back has a description of the
activity, major, or job. On the job deck only, there are two more ltems—
a six-number code (example: 409.168) and a three-letter code (example:
ERT). These codes will help you learn more about the job later.

Some cards ave blank. As you sort the deck, other interests may occur

to you. You can write them on the blank cards.

2. To sort the cards, place the blue sheets with MIGHT CHOOSE, IN
QUESTION, and WOULD NOT CHDOSE in front of you at a table or desk. Put each
card in a deck in the correct pile depending on your interest. Sort each
deck separately. Do not hesitate to choose cards you don't know much about
or are not totally certain you can do--thls exercise should just tell if you
would think you would LIKE something.

3. After you have sorted all the cards, including the blank cards you
filled in, look at the WOULD NOT CHOOSE pile again. Be certain you are not
jnﬁerésted in any card. If you do find any cards that interest you, move
them to either IN QUESTION or MIGHT CHOOSE. Then set aside the rest of the

WOULD NOT' CHOOSE pile.
L. Now move to the IN QUESTION pile. Look at each card, and ask

yourself, "What keeps me from choosing this?" for each one. Some COMmon
answers are

(1) I don't know much about it.
(2) It may not be available in my area.
(3) I'mnot sure I sh@uld try this because of my race/sex/age.

Many such answers reflect either a need for more information or a limited
choice based on prejudices. Ask yourself the following questions:

(1) What prevents me from finding out more about 1it?

(2) How do I know it's not avallable in my area?

(3) Who says I'm wrong for this just because few of my
race/sex/age have done it?

You may find that you do have an interest in something when you learn more
about it or change your ideas of what is "right" to do. If that is possible,
move the card to MIGHT CHOOSE. If not, set the card aside. When you have
checked every card in this plle, set the pile aside.

5. Now, look thrt::ugh ‘each card “1h ‘the MIGHT CHOOSE ‘pile and add any
other activities, school majors, or Jobs that you have thought of that are
not printed on cards. Rank each card from most interesting to least inter-
esting. Be careful not to trap yourself by thinking things like "this isn't
possible" or "I have no talent for this." Rank what you would like to do.
Write your ranks below, with number one being your top interest.

20
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)6. JOB CARD SORT ONLY (move to step 7 if you are sorting ancther
deck). : v )

For each job card, note the three-letter codes on the back at the end
of the description. The code letters refer to the types listed in Chapter
1 — Realistic, Investigative, Artistic, Socilal, Enterprising, and Conven-
tlonal. A Job coded ERI, for example, involves interests in Enterprising,
‘Realistic, and Investigative areas. Total the number for each code for all

MIGHT CHOOSE cards. Write the total in the space after the code below.

Realistic Soclal
Artistic — _Enterprising
Conventional = Investigative =

On the lines below, rank the six types (Realistic, Artistic, etc.)
from highest to lowest according to the total mumber. Write the name of
the highest ranked type as number one, and so on. ‘

2. - o B
3. _ _ _ N
b, . ) . . .

5. . — - -

- A handy pamphlet named The Occupations Findferq can be ordered for 15¢ from
- Consulting Psychologlists Press, Palo Alto, California 94302. You may be able

' to borrow a‘copy of this pamphlet from a local high-school counselor. The
pamphlet 1isty names of many jobs with codes 1like yours. . Check all combinations
of your three top interests. You may include minor interests as well. Minor
interests ,a::e-“‘ishase ranked 4, 5, and 6. ' '

ppose ycm' codes were the following:

1. Enterprising 4, Socilal
2. Realistic 5. ' Conventional
- 3. Investigative 6. Artistic




You would check the codes ERI, EIR, REI, RIE, IRE, and IER.

7. If you wi:sh, sort one or both of the other two decks. Follow

Footriote

4. Occu-Sort job card sort, Copyright 1977, Dr. Lawrence Jones, North -
Carolina State University. :




Sd.ll};- are activities you dc:» well and they develsp ﬁm lear:m']g :
‘talent, and practice. All adults a]ready have a range of -skills and can
- learn mamr others. Surprjijgly, few. pecple are .really aware of or glve

 themselves " ereaj.t for all their skills. You may take Some of your skiLLs

7 for granted ("Anyone could have done 1it"), or- youw may not’ think' they are :
. valld because you didn't 1ean_1 ‘them in 'school or practice them in a paid

Job ("Yes, I plarmed meetings, but that was Just volunteer work") Yau
may 8lmply forgét other skills because you think they're unusual for

- sameone of your:age, Sex, or race C“Sm*e I am gaad with chilﬂ:en but men-
- “can't be dayaeare ‘workers"™). - - :

® - Trap. ‘Other than not ‘beilng fully. aware,gc;f your s]sd.lls “the. bigest
~ trap 1s demanding that all your skills be perfect aevelcpedinm*der
to GQLII]J:.* Under this trap, ‘you djsregﬁ,a skill if you know -anycne .
who 1s better at it than you are, If- yaﬁeaégg “you must be Ray Charles;
ir y:»u Te good at ‘science, 1t doesn't ot - less you're as good- as
adame Curie. This trap comes from yourself. Your childhood training
nﬁy not have been perfect, but really glving yourself credit fc:r ycsur
skills can help you overcome this. ,

SKILLS EXERCISES

1. - The next pages list skills. Check (/) each one you can now do;
mark an-X next to those you would like to learn. Remember to count family
training, informal learning, untrained talents, and self—tau@t and volun- ..
teer experiences as well as sldlls you learned through courses, books, and
Jobs.
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Realistic Skills

—_molding materials (clay, metals) 7
installing materlals (irﬁulatian, slding, wiring, plumbing) .
. developing films
____ operating small machines (pawer tools, sewlng machines)
—____ building .
— laying floors and carpets
__ painting walls and wall papering
—__ making models
—_ washing
- cmldng
. clrivﬂ:;g trucks and equipment
— fixing small appliances
— repairing large engines (cars, washers)
— tending animals
e blowing
plsntmg and harvesting
- growlng crops and plants
— having physical strength
— . riding horses
—_ camping and hiking s
—_being good at outdoor survival
— . mountain climbing
7* _navigating
C 1andscap1ng

/___/ Total number ofv''s in Realistic category

— .
——

/__/ Total mmber of X's in Realistic category

Iist machlnes you can operate.
Iist items you cén repair.

List tools you can use.

-~
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List products you've made.

List sports you can play.

Artistic Skllls

_painting and drawlng scenes
_____ Gdrawing people and animals
—___Weaving
—quilting

sewlng
scﬂpturing )
havj:;g a good sense of color
1nterier decorating

writ:mg letters
____ reviewlng books or plays
— telling jokes
—_ designing clothing

—___ GQrawling cartoons
_ working with crafts

—___ playing musical instruments
—__ teaching music
—____ making pottery

deslgning bulildings i
writing poetry, plays, novels, or short stories

dancing

_ woodworking )
____ taking photographs
acting in a play
______editing

/__/ Total mumber of v''s in Artistic category

——.
———
e

W

/__/ Total mmber of X's in Artistic category

List crafts and projects you've completed.

List materials you can work with.

3




List instruments you can play.

Conventional Skills

working with numbers
- having a memory f@r nunbers
o using caleulater or adding machtine
____ Tanaging money
o keep:lng money records
budgeting
guessirg costs
comparison shopping
__being very economical
—___ bookkeeping
_ accounting
enforcing rules
_g’_ following orders
—____ Retting things done on time
locating resources
— burchasing -
— keeping secrets
being good 'with details
. tolerating repetition
____ stlcking to a task
______ checking my work
—__ typing or taking shorthand
mm‘g a cash register
— filing

/__/ Total mmber of v 's in Conventional category _

e,
i

/__/ Total mumber of X's in Conventional category

) ustaﬂ:)g tc others’ problems

18 26




helping poor or disadvantaged people
working for causes

__ leading games and activitles

~ working with children

_ helping others

comforting and encouraging others
serving on comlttees

making plans with others

making/doing things for others
working on ccmunlty projects

_being sensitive to others

developing trust

belng accepting of others

_ taking care of the sick or elderly
_settling arguments between friends
helping new people in the commnity get to know others
__ plarming school or church events

_ visiting older people in the commumity
_____instructing others in athletic games
1éaaing gmall groups

|

H W

II

/___/ Total number of V/'s in the Social category
/___/ Total mmber of X's in the Social category

Iist service activities.

List any subjects or activities you've taught others.

Investigative Skills

__sclentific reading

working with chemlcals
__ understanding body functions
______ understanding nature
writing scientific reports
running experiments
seeking -answers to problems
_ solving puzzles
~conecentrating
meagv.ming and welghing
mﬂerstaﬂmg blology —
o being g:ad at math




researching

camputer programming

urderstarding weather changes

repairing sclentific equipment
understanding the stars and constellations
"using a microscope

- urderstarding different cloud farmatlons
thinking through problems

working well wlth ideas

explaring new interests and ldeas
urderstarding charts or graphs

- belng good at algebra

\ \ l

/ / Total rumber of v's in Investigative category

/ / Total rumber of X's in Investigative category

Idst any sclentifiic reparts you have written.

Enterprising Skills

changing others' mirds

~__reasoning .
logical thinking
~ debating, corvineling -
selling products
selling an idea
_____ cornducting business by phone
persuaﬂirg others

ng of new ways of doing things
direetjﬂg others
~_managing others
~publie spealkdng
werlkdng on political campalgns
- fund raising
- meeting people
~_ supervising others
- planning projects
hir‘irg and training workers
rning.a business

NH

HHH

praviding leadership
~ developing ways to get things done more quickly
plarming a trip for a group of pdople
___ selling things house to hnuse
— interviewing others -
- auctioneering

!




/__/ Total number of ¥'s in the Enterprising category

/___/ Tctal number of X's in the Enterprising category

List pi jects you haive chaired.

List selling or fund-raising activities.

2. Ranking skills. Now look at your totals for each of the six code
names and rank order them below. That is, if your highest number
of 's and X's was In the Artistic category, write Artistic next
to number one below. Write the code name for your second highest
total next to number two below, and so on.

Category Totalv’'s and X's

M

|

3. Choose five skills that you would most like to learn or further
develop and list any ways that you can think of to acquire those
sikdlls. )

Ski1l Ways to Acquire Skill

1. - B 1. o
2. . . o

3. - ) 3__

b, _ _ b T _

5. - . ] 5o R
6. ] _ o 6. —




For the next skills exercise, choose a friend or a partner from your
group. Each of you should name some experience, accomplishment, or role
in your life that you feel particularly good about. Some examples are
chairing a fund-raising comiittee, keeping house, or organizing a social
event at church. After you have each chosen one, help each other figure
out all the skdlls involved in that experience. For example, if you
chose "keeping house" as your experience, you might come up with the
following skills: planning meals, plarning schedules, organizing car
pools, making declsions, developing and sticking to a budget, mediating
between arguing parties, bargaining, communicating effectively, teaching
and instructing children, caring for others, listening carefully for
problems, etc. Help each other brainstorm all the skills involved in
the experlences you choose and list your ideas below. Choose more than
one experience if you have time.

Experience 1 Experience 2

Skills Skills

1. . _ 1. _ _ _ _
2._ e 2.____ _ —
3 _ o 3. _ _ —
5. . - _ 5. ) . —

6. _ } _ 6.__ e i -
T._ I _ ) 7. _ e -
8.. - e 8. — _ _
9. ) . . 9._ — _ e
0. ) I ¢ P — I
m.. _ . — —
12. . ) . _ 12, — } | -
13._ R e e —

14, _ . . —
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Chapter 5

Becoming Aware
of Priorities

In order to use the information you now have on your personality,
values, interests, and skills, you should examine the priorities you have
set for yourself and your life. Priorities are the ranking that certain
actlvitles or relationships have in your life at any one time. Are marriage
and having a famlly most important to you? Or 1s having a career a top
priority? Where do education and acquiring new skills fit into your 1list
of important priorities? When you have fairly clear—cut priorities s your
directlons are clear. For example, a woman whose main priority is her home
may commit some energy — say, one night a week -- to learning a new skdll;
but she is unlikely to continue this education if it causes confllct at
home, because her home is more important to her than her education. Priorities
can and do change over time. For example, the womcn with a high home priority
now may have a high education priority when her children are grown.

When people have multiple priorities, they expand thelr chances for
growth but also increase thelr chances for conflict. You may actually have
set all of the priorities mentioned above for yourself —- marriage, having
a famlly, career, education, and acquiring new skills. When you have
many prioritles, you need to plan your time carefully and be clear about
what is most Important and least important to you at any one time.

Irap. The biggest priority traps are nervousness and fear of conflict.
Many people are aware that thelr priorities are not what others expect
of people their age, race, or sex. For example, men are "supposed" to
find fulfiliment in their work and feel gullty if they want to work
part time or spend more time parenting. . Because others expect and
sametlmes demand you to set the priorities they want for you, you may
feel nervous, guilty, afraid of failing, or afrald of angering your
family when you do not set the priorities that others expect. Many
pecple feel these same feelings and still take the risk of trying what
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they want. Of course, multiple priorities or unusual priorities are
not for everyone. And sometimes the conflicts really are too great
for a person to risk an unpopular choice. But do not autamatically
trap yourself because you feel some fear. The fear is natural and can
be overcome. You will f4nd out more about ways to deal with this fear
and nervousness in a later chapter.

PRIORTTIES EXERCISES
1. Look at the following list of adult priorities and imagine that you have

$100.00 to spend on them and can buy each for what you think they aie
worth. For example, if you believe that your career 1s your only
important priority, you may want to spend the entire $100.00 on that
priority alone. On the other hand, if you have multiple priorities, you
may spread your money over all of them, glving the most money to the
most important and the least money to the least important. You need not
limit yourself to priorities you have had in the past. Choose the
priorities most important to you NOW.

now.

leisure time _ _
beau‘i;y in nature

homemaking _ .
career . _
education .
new skills ) —
children o

time for self ) , i
service to commnity . '

service to country - —
other priorities not listed

2. On the lines below list your priorities in order from most important
(the one you spent the most money on above) to the least important
(the one you spent the smallest amount of money on above). List
your top flve or less.

2L




Chapter 6

Becoming Aware
of the Total Picture

The exerclses in this section have asked you to become aware of impor-
tant aspects of yourself. You need to "know yourself" in order to make good
decislions. People who never focus on their values and priorities or their
interests and skills are likely to have trouble planning for the future,
directing thelr own lives, and making decisions.

Your personality type is related to every choice that you make.
Although most people have aspects of all the personality types in them,
they tend to develop certain ones more fully than others. You will be
best suited for jobs, activities, or school majors that allow you to use
the perscnality types you most identify with.

Your values help you make decisions and plans because they are the
rules you live by. When you value your own development as a person, for
instance, you are more likely to seek out personal growth experdences.

When people first become aware of thelr values, they often also become
aware that they don't follow their own rules very often. Not following
your own values 1s a major source of dissatisfaction. Another problem
people find 1s a "values gap" in which their life changes project them into
areas they have no rules for dealing with. An example is a retired person
who was formerly tled strongly to work values.

Priorities are heavily influenced by values and should be similar to
your values rankings. Your priorities affect your decisions in two ways:

(1) how much energy goes to any one venture
(2) the timing of changes




Higher priority items should receive more of your time and energy. Further,
higher priority 1tems are usually done first. This does not mean other
priorities will not get done—Jjust that they will be done when you can glve
them highest priority.

Interests and skills are closely related to your decisions and changes
because they give you direction. If your interests and skills differ from
each other, you will probably want to think about going to school or getting
training. If you have skills but have learned them informally through
volunteer work or life experiences, you may want to check into college
credits that adults can earn through exams or extension study. This could
make your skllls more acceptable to employers if you are job hunting.

Below are spaces to write your rankings on your personality, values,
interests, skills, and priorities. As you read your summary, remenber that
there is no formila for using this information about yourself. Your
decisions and plans should use as much of this information as possible, but
each person will use it differently.

SUMMARY EXERCISES
Review the past chapters on Becoming Aware. Summarize that information

as directed below.

Personality types (how you ranked Values (the six values you listed
yourself on the six personality under each category in Exercise 2
types in Exercise 1 on p. 6) on p. 10)

o

home/commmnity

2. . - ‘ 1. o . _
3. , . 2 - 2. —
b, ; L 3. 3 .
5, L b, _ b, -
6. 3 5. i 5

6. 6.

26 34




Interests (JOR SEEKERS ONLY-the Interests (the six top interests
rarnked codes from step 6 on p. 13) ranked in step 5 on pp. 12-13)

Skills (how your skills were ranked Priorities (your top flve or less
according to the six codes; see priorities as you listed them in
Exerclse 2 on p. 21) Exerclse 2 on p. 24)

1i l!

2‘ g!

We hope you have come to some new awareness of yourself through these
exerclises. You have thought about your personality characteristies, your
values, interests, skills, and priorities. Now what can you do with this
new information? How can it lead you to plan for changes in your life?

At this point in Becoming, it is important for you to open your mind to a
wide range of possibilities and future directions for yourself. Later on
we will give you some guldelines on setting goals, making decisions, and
carrying out your plan. But for now, open your eyes to any change you would
like to make in your life. Do the fantasy exercise below. Then we will - __
retum to the new information you've learned about yourself to see what = ™~

other possible changes it suggests.
FANTASY EXERCISES

31t comfortably and imagine your future. If you could become
exactly the kind of person you wanted, what would you be 1like? What

st A T




would you be feeling, thinking, and experiencing? How would you be
different fram the way you are now? Allow yourself to daydream; do not
censor your ideas; then write same of your thoughts below.

Now look back to the summary exercise that describes your personallty
type, values, interests, skills, and priorities. Each response in each of
the categories probably suggests possible directions for you. For example,
if one of your values is to help your community, then future directions fram
that might be getting a job with your cammnity recreation department , work-
Ing on a local fundralsing campaign, or doing volunteer work for a few hours
a week in the cammunity child-care center. If one of your priloritiles is
education, then future directions could be returning to school ar teaching
others a skill you have. In the same way, each Interest or skill you have
can lead to many future possibilities. Your personality type can help
generate alternatives, too, because it helps you identify broad categories
of activities, such as Realistic or Artistic, appropriate far you.

This method of generating alternatives is called "brainstorming" and
is an impartant first step as you change your life. Your CBEG group can be
partlcularly helpful at this point. After you have done the exercise below
on your own, come back to your group and share your list. Often other
pPeople can came up with ideas you had not even considered.

Lock carefully at your summary exercise and list below all the possible
directions that come to you. Include those that seem to fit your personality
type, meet your values, take advantage of your interests cr skills, or fit in
with your priorities. See if you can come up with at least 25 possiblilities.
Again write every idea; do not censor any idea.
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CONFLICTS IN THE TOTAL PICTURE

Wouldn't it be lovely if all your new awareness gave you a clear-cut
messsge? For some readers, clear directions are possible. For others,
feelings of confusion and conflict accompany their self=knowledge. Conflicts
are natural. Some experts believe that the kinds of risks you take and the
decisions you make in resolving internal conflicts are the core of who you
are as a person. The risk involved is usually that of making the wrong choice,
having to do something unpleasant, or developing only certain parts of your-
self and leaving other parts undeveloped. These risks relate to three kinds
of conflicts:

1. Yes/no conflicts — feeling both positive and negative about the
same thing; for example, both loving and hating a parent.

2. No/no conflicts —— seeing all choices as harmful cr negative and
yet having to accept one. An example is choosing between taking
a poor job or being unemployed.

3. Yes/yes conflicts -~ feeling positive about more choices than can
be made at one time. An example is wanting to be both married and
single.

A fourth kind of conflict is similar.

4. Denial —- trying to pretend that certain feelings, interests,
values, priorities, and personality types do not apply to you when
they do. This conflict can be present even though you might be
only dimly aware of it and even though you could change the feeling,
interest, value, or priority if you did not deny it. An example is
refusing to grieve over aclose friend's death.

Conflicts may leave you stalled or confused. You may have physical complaints,

like headaches, that are caused by conflicts, and it is common to feel pessi-

mistic, depressed, fearful, or tense. Look for signs of internal conflict in
yourself, Below are some common ones.

1. Personality tyoe. Your personality types may be very dissimilar. For
example, 1f you are both Artistic and Conventional, rio one job or
activity or school major is likely to satisfy both types. This is an
example of a yes/yes conflict.

You may want to devote full-time energy to your home values
of service to family and devote full-time energy to your own personal
goals (school, personal growth, job). This 1s a yes/yes conflict.
3. Interests. You may look at your interests only in terms of what you
are skilled at because you don't want to be interested in something :
unless you can do it perfectly. This is an example of a denial conflict.

- .. Sidl1ls,. Because of .1imited opportunity or education, you may f£ind your—:
sell with no job skills that excite you. This is ar example of & no/r
conflict. o -




5. Priorities. Many priority conflicts are external—someme else wants
you to have different priorities than you want. However, some priority
conflicts are internal, such as feeling you should let others lead and
decide, yet wanting to learn to lead ard decide for yourself. This is

a yes/no conflict.

Below list conflicts you are aware of.

Most internal conflicts can be resolved if you do not expect a perfect
answer. Actually, if the perfect answer were possible, you would have no
c@nﬂict- Methcﬂs fcr resolving internal and external conflicts or obstacles

This first sectlon of Becomlng was designed to help you came up with
rew self-knowledge and new directions for your 1life. After you receive
Important infarmation in Section II, the third section will return you to
setting goals and making concrete plansi As you work through the following
sections, continue to open your mind to new possibilities.
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dumb or all men are cruel. Stereotypes make 11i‘e simple and ccm*nf@rtable
everyone who wears a blue hat is good and everyone who wears a green hat is
bad. No one has to be considered as an individual. Races or ages or sexes
can simply be lumped together under one label or stereotype. But this ﬂs@
conflicts with luman nature because everyone wants to be thought of as an
individual, not forced into a certain role because of thelr age, sex, or
race.

Stereotyping and Discrimina tién in School

From early grades, children have in the past been treated differently
by teachers, depending on race, sex, and wealth. Historically, teachers often
expected more achlevement and competition from well-to-do white boys, and
children then tended to live up to or down to their teacher's expectations.
Further, children's textbooks often contained stories that needlessly showed
only young white men in powerful and active roles. Girls were even kept from
becoming physically fit because they were rot encouraged to play in games
that required much physical strength. Children learned from these messages
that not much 1s expected from girls and blacks.

Later in schml only the bc:cks, poems, muslic, and history of white
males were taught. C&‘:ildren were put into "tracks" according to their
goals. Those with low erpectaticna rarely chose the tracks that led to the
most chances for learning and jJobs. Many girls even developed a dislike
for math and a fear of doing well in school because they feared it would
hurt their popularity and chsrices for nming

Some common stereotypes taught or implied by schools are listed below.
(1) Blacks are not as smart as whites. ’

(2) wWomen are quiet and serve children and husbands,
(3) Older aauits have no place in school and shgula rot be there.

(5) old people are hcst aetive.

(6)  Girls are not strong and athletic,
(7) Blacks and Native Amerieans ‘have no. histcry or. culture Cat-t.

music, j.:!.ter‘ature)
(8)  Women should not wark cutside ﬁhe hcme

ALl of these stereotypes are false, of course, but nearly all adults have
been exposed to them. Whether you belleved them and allowed thrit to 1imit

your cholices probably depended on yaur values and those of your f‘ami;v,
cmmnﬁty, ar]:l dh\n‘ch S

Laws now forbid echcals fmn treatifg stuﬂents in ‘ways that 1:hnit
the;'l: chaﬂces of, leamirgs—re or age. . Law
: e gchools to open:job train ',"spartfs, a‘n’d las tra

to. bath 8sexes.  Many schools have revised. their textbaaks and helped thei;r- :
. teachers. to.remove. sterectypirg In most states, adult education and -
commmity eﬂueaticn classes are availahle for alder students.




L If ycu are thin;l@zg of Peﬁuntlng to scln:l, yau will pr‘abably find

- Somew 't less dlscrimination:than when you were in high school. It is

: rta ? ;you to realize that you have a right to enroll in sny course
alify fc’r-, It is ‘also imgrtsnt to. realize you can get help to

Jcab appc» *Lmities for minarities wmlen, and DldEI’ adults have generally
1 t lgw—status,, ,,r;jse;.f-vice Jc’bs. Wanen and clder adulﬁs :

: na An hiring ha_ scmstjmes been cgnsidered an atten‘i;:)t to
-lieep blaqls, leians and Spanish!speald.ng people in a permanent .lower class.
_-ile;k,lvlm::rity people and- wmen who succeeded in the past sometimes did- 80 by imi-
o ‘tat:lng t ,;;behavicr cf white men r*ather than by develaping theif own patential,

, C)ther fc:rms of stereatyping have 1irrﬂ.ted the: opper*turity f‘cr men to
. explore par‘t-tjﬂe work: or nontraditlional Jobs® such as nurse or ‘secretary.

o ‘Affirmative action hiring programs ‘and ‘counselors are helping to’ expand chaic-es
‘for women and minorities in many gcvmnterelatéd Jobs. Laws alsc protect
. the older: warker from be:mg refused ‘a' Job slmply because of age. Studies '
o st‘nw that .older employees women, and minorities are *good warkers who perfam ,

N ll-ﬁsmetimes better than thei’e whj.te male ecaworkers '

A - If you are planning to seek a ,jc:b or advance y@ur career, you need to

" learn what federal and “state:laws apply to ‘your field so that you can be ‘

© aware. of your rights. Appendix A Qutlmes some jr'mrtant 1aws Your state L
.""Depat‘tment of Labor can : also help_ : ' ' :

If you feel you have been treata:l unfajrly (fcr example, not allawed An

. class or refused a. Job:or- prtm:tion because of - your: race or sex) you may
:file a. clzerge with your: Equsl BFrployment Dppcr-tunity annﬁssian 8. district

.. office or: the gavemmant office 1listed in Appendix A. Your. hbrary will have
“ the addresses. If you have'a job’ camplaint and ‘you cannot - locate’ you istr

'~afﬁce, write: U.S. Equal Employment Opportunity: Gc:’rmission, 1800 G.

N.W., Washington, D.C. 20506. A charge must be written on a speclal fcrm that o _'ﬂ-f-"

they \nr.Lll ‘sénd you. - Another person,. such as a lawyer, may file for' you 1f: you
. ‘wish. . Since:this could be expensive, you might find a Legal Aid office in or
. near yc:ur comunity. A Legal Aid lawyer may be able to help you figure out

- jﬁ‘ ‘your righbs have been vialated and what ycu can do. -

L If you feel you have been discrirrﬂ_nated @Jnst at work because of age,
write the district office of the Déparment of labor, Wage and Hour Division.
- “Your library will have the address. ' If not, write the Wage and Hour Division,
% -';.Eh’:playmerﬂ; Standards Admind stratian, U S. Department cf Iabc:r, Washington,

D C 20216.

If ycsu have been- discrimrated aginst at school, write the U.S. Office-
Civil Rights, Departmait of* Health, Education, and- Welfare, Washington,

D.C . 20201,




Sterectypigg at Homé

Nearly all household and famlly chores have been stereotyped. Cooking,

- cleaning, chlld care, and entertaining have traditicnally been -female chx::rea,
while Tlawn care; auto maintenance; and 1 "‘pepalts have been'male areas.
Glrls have been taught household skills at l'me while boys have learned
repalr skills from. their fathers. Iﬁstarically, men and wamen needed .each

' c:ther s sld.lls to smive, sni a mtual dependence r!esulted _

For many - goad reascrns, these sterectypes are’ break:ug d:swn tcxlay -

- Flrsc, both bays and girls now want skills that will make them more self-
axfﬂcient They want to I&mw_fhaw to.do all. hausehgld chores themselves.
Second, many adults are not married; tl‘ey have no mate to help them so they
‘need to be independent in order to care for themselves and their homes. -
.Finally, among more: than half of. all’ married couples, both spouses are
employed; when both work, chores usually must be redivided so that no one

i1s overburdened. Often this means - that chores once cansidered "wc:tnen's mrl-c“
are now shared by the husband ani children. C

. 'Iiﬁ;ag;a The cbjec-.t c:f reducing ﬂiscrinﬂﬂaticn is to- ITE}CE "x:rr‘e chciees o
available. tD everyane, ‘Sometimes it sounds as if a new. sterectype :Ls
‘belng farmed, a sterectype that all-women m.lst hcld :m11¢m Jobs,
that all blaeks m.xst be callege g:*aduates. Remember:

(1) yc:ur- eh@ices have been limited, and v
(2) "you have more choices ‘now, -but '
(3) it is still DK to II‘EJ{E traditianal eh:ices. ;




ERI

Aruitoxt provided by Eic:



(6) Craftsworkers such as carpenters, typesetters, plumbers, and
mechanics will experience slightly less than average expansion
of their fields.
(7) Little growth or expansion 1s expected for laborers.
(8) The number of farm workers will decrease » but growth in
farm-related occupations such as processing, distributing,
, and transporting farm products and supplies 1s expected.
(9) ILeisure time and demand for leisure-time products and
services will increase.
(10) Jobs will require more years of education.
(11) Farm income will have to be supplemented by outside work.
(12) Older adults and homemakers will take advantage of many personal
, growth courses in schools.
(13) Many women will have 25-30 years of life left after their last
child leaves home.
(14) More new jobs will require math skills.
(15) Both husbands ard wives will hold jobs and share chores.
(16) Volunteer -experience will be helpful in seeking pald work or
college degrees. ,
(17) College credit will be available for many adult learning experiences.
(18) People will live longer and healthier lives.

1'

Choose three of these trerds and consider how they could affect you,
your educatlional and occupational goals, your famlly, and your income.
How could you react to these changes?

After you have completed all three, choose a friend or partner from your
group and decide on a trend that is most likely to affect your life.
Deserlbe to your partner all the ways you think this trend will affect .
your 1life and then discuss ways you could react to these changes. Ask
your friend or partner's ideas and feel free to offer your own ldeas
about your partner's trerd.
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(5) Power rests mainly with the husba 1, but wives have power
over dally home declsions and child rearing.
(6) Sacrifices are made only to benefit children.

To a large degree, traditional rules have furthered famlly goals. The
famlly can be closely knit, and decisions can be easlly made. Most men and
wamen were reared to perform traditional family activities and are good at
them. All in all, the system works well for most families. However,
external pressures and nontraditional family members may force some families
to re-think these rules. _

Whom can the rules hurt? Single adults, widows or wldowers, retirees,
childless adults, and divorced parents all suffer to same extent from
traditional rules. Often these people have either no function or too many
functions in the famlly. For example, a widow may have to be both mother
and father, or retirees may lose all the famlly tasks they once held. To a
lesser extent the same is true of any adult who requires sacrifices from
others to meet personal goals (such as education, getting or changing a job,
learning new skills). In other words, many readers of this book may find
that the rules don't really help them meet the goals for their family or
for themselves as single adults.

In addition, changes outside the famlly have a blg impact on the o
famlly. Some changes are good and help people, but others are dangerous or
harmful. Although people also disagree about which changes are good and
bad, most external changes do put pressure on the family. Even very '

isolated rural families now feel these pressures.

Not all pressures can be 1isted here. Some examples are mentioned so
readers can see the impact on the family. Think how these pressures affect
you or your famlly. _ ' -

(1) World events-—wars, energy c:*ises, rise of cities and factories,
(2) Economic changes-— depressions, strikes, inflation, world
: trade; cheap imported produ 2ts, high housing costs, end of

crop subsidies, o e »
(3) Climate changes——disasters, droughts, crop fallures, crop

.\ over-supply. o o

(4)  Social changes——required education, goverrment welfare programs
- and soclal services, integration, women and men's liberation,

, worker's untons. - =

(5) Inventions-~television, automobiles, computers, appliances.
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- Other pressures that create change in families come fram the matural
changes that occur as the famﬂy matures. These stages may require important
rule cltanges : v

(1) Stage one — new relationships. The couple get to know each other
and make rapid changes learning to live together. B

(2) Stage two — early marriage to birth of first child. The couple
experiments ard enjoys the relationship. War‘lcet‘s explore careers.

-Same planning and-saving for the future..
(3) Stage t.hr'ee — chﬂdren pre—schml.. Ecmmlics a:id anotional impact

- or ati\rancanent. Single adults and chﬂdless cauples may make a
similar change in their-thirtles. -

(4) Stage four — school-age children. Parents have energy to. commit

- to personal goals and to focus on ehiidren's activities Children
become more responsible; as- teenagers, the children often elash in
values with their parents.

(5) Stage five — children leave hame. As children develop their own
lives, parents focus on personal growth and relationships. ‘Often
this 1s a time of self-doubt. This is also common in midlife
among childless adults.

(6) Stage six — retirement. With Jjob pressures and Ancome zeduced
adults focus on family a:r] interests. Parents may begin to seelc
money ard support fram children. This can be- f‘iﬂanciajjy troubling

o for single adults with low fixed" ;m:mes, :

(7) Stage seven -~ death of partner.. Emotional - s_xppeft base’' changes
fram partner to children; ,f‘r'ierﬂs, ar ‘self, ~Personal g‘ief and
dealing with pain. For single adults, cnanges may be 1ess gevere.

Which stage are yc:u In now? What are some r*ule changes yau have bEEI‘l
_ ccnsidering‘?

NEW PATTERNS IN FAMILY LIFE

In response-to urmet needs of famlly members and ta exl:emal pressures,
some families or famlily members are creating new rules and new- relationships.
Their famlly goals may remain unchanged, but they are lcoking for different
routes to meet these goals. These new patterns tend to have marriage part-

ners share famlly tasks and make joint decisions. They also increase support

for the personal development and self-fulfillment of adults. The keys to
. having a successﬁll new pattern are: _

(1) understanding each other's views

(2) continuing open discussions

(3) being willing to.change

(4) being open to compromise

(5) ' sharing new experiences with the family
(E):-focusing clﬁx@s on meeting family goals

- If these eétﬂitims are absent the new pattern cculd threaten the family
and cause ,t to break up rather than to grow. Same new patterns and how




they caﬂd_meet family goals are described below.

A. Dual-worker familx In this famlly pattern, both psrtners work
and share decision-making power. Usually all famlly members, including
children, share household chores, and both parents provide chlld care.
Often another family member or day-care center provides child care as well.

ared Jobs/shared child rearing. Although other goals may be
met in traditional ways, thls pattern has both partners focusing on one
Joint activity. Some couples are dividing time to provide full-time
parenting for their children. Others are running businesses.and farms as
partners or are actually sharing one job in a business or sc¢hool.

C. Reversals. The wife works at a pald job and the husband primarily
works on home tasks and children. Sometimes power 1s shared; sometimes one
partner keeps most of i;he power. This pattern 1s often a temporary one.

B. Shared

D. Extended famlly. Reversing a recent trend, many familles are
choosing to return to thelr home towns and 1live close to their parents and
siblings' families. Many times this involves sharing chlld care with
aunts, uncles, and grandparents or pooling money for emergencies and speclal
causes. ' ‘

E. Single adults. Many single, divorced, and widowed people are
choosing to remain urmarried. They may joln extended families or live with
other adults, but often they work and care for themselves. Usually they seek -

a variety of social and service activities to meet some of the emotional needs

that would otherwise be met by the family.

FAMILY CHANGES EXERCISE

. Below are listed certain external pressures. Choose cne or make . up
- one of your own and discuss with your group the effect it would have on
your family pattern or life style. Consider how it would affect your -
{inances, emotional support, love, children, ‘self-fulfiliment, and sac-

Need to savemney to buy howse e L '

. 1
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all possible solutions to the problem. For now, write even
ones that seem far-fetched or silly to you; they may lead to
other 1deas.

Step 4 Trim 'the 1list.
If your list is very long, el:!nﬂnate choices that are highly
unlikely.

Step 5 Seek advice.
Ask your frierds or family if they have any ideas about possible
solutions, but be sure to let them know you are just looking for
suggestions, not letting them decide for you.. Reading advice
books may help.

Step 6 Seek information.
You may need to write or call for information regarding some of
the aalutims

Step T Consider the fcrces for and against. .
Take each possible solution individually and 1list all the fcrcés

for and against choosing it. (See the example under Step 8.)

Step 8 Welghting.
Using a 1-10 scale with 10 as high and 1 as low, glve a welght
to each force for or against each choice, depending on how
important i1t is to you or how close it is to your values. The
numbers beside each force below are examples.

Solution: _Enroll in. knitting class -

Forces For - " Ferceg Againsp
3 inexpensive tuitilon 10 doesn't lead to any job skills
1 fun 2 materlals expensive
2 meet pecple _3 afraid to drive at night
6 15

Step 9  Reduce the forces against.
Check all the forces against to see if they could be reduced in
force (glven lower welght) or eliminated altogether by making a
change. In the example, "afrald to drive at night" could be elimi-
nated if the person could get a ride, practice night driving, walk,
or conquer the fear. The 3-point. weighting would change to a 0,
and this would change forces against f:n:m 15 to 12.

Step 10 Ccmpute a total score for each saluticm.
If you reduced the forces against, use the new number to campute
the total score for each solution: Subtract the points "against"
from the points "for." It is possible that you can get a total

| o3
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score of less than 0 if a solution has more points "against" than
"for"; if so, simply record the amount below 0 as a negative score.
In the example, 6 points "for" and 12 points "against" would come
out as a -6 total score for that soluticn.

Step 11 Compare and react.
Campare the rating score for each solution. Also check your
feelings and hunches about what i1s best.

Step 12 Rank.
Rank the solutions in order from highest to lowest rating. If you
need only one solution, take the best. If you need to narrow your
cholces, explore the top three or four. Up to now, this process
may have seemed a very numerlcal one and one that did not take into
account your feelings about these things. Decision making is almost
always an emotional and difficult process and often it arouses
strong feelings of excltement, nervousness, confusion, anticipation,
etc. When the decision”affects more than jJust you, then the feel-
ings of others can be Involved and disagreements and conflicts can
arise. The process presented here is designed not to deny the
feelings of those involved, but rather to help you consider all
the possibllities and make the best decision.

Step 1 Define the problem.
Now that all of our children are in school, what should I do with
my free time? I need to decide now because I know I will be bored
with all of this time on my hands. My husband will be affected
because I won't always be at home. The meals may not always be
ready on time. We may have to share some of the chores if I take
a Job or decide to return to school. The children may also be
affected in the same ways as my husband.

Step 2 Define the limits.
I have plenty of time to decide, but I would like to decide on a
plan within the next six months. I could get help from the local .
women's center for continuing education. I'm limited to this i
geographical area because we are settled here. Money should not
be a great factor since my husband is making a fairly good salary.
We might be able to afford same schooling if that were necessary "~
for what I wanted to do.

Step 3 Brainstorm.
a. pursue gardening
b. return to school in carpentry
¢. take a part-time job :
d. take a full-time job
e. pursue a physical fitness program
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do volunteer work at the hospital
volunteer at the orphanage

learn a farelgn language on my own

get more Involved in cammunity activities
learn mare about needle crafts

learn mare about auto mechanies

get a college degree

sperd mare time on quilting

learn to make pottery

-

DERFSEIR N

Step 4 Trim the list.
Eliminate h; I don't have the self-discipline to learn a foreign
language on my own. Eliminate a, j, m, n, e; I want to do same-
thing that will take me out of the house and allow me to meet
SOme new people.

Step 5 Seek advice.
A couple of my friends suggested that I get into a real estate
business, so I think I'1l add that to my list.

Step 6 Seek ini‘amaticn.

institute. Aj'ter cheek:lng at t.hé adnﬂssi@ns cffice, I faun:l @ut
that I could get into the local college and begin wark toward a
Bachelor's degree. A course in preparing for the exam to became
licensed as a real estate agent wlll be starting next month at the
college. Gilven my present skills, the job market does not look
great. Returning to wark at this time before further education
and training would be difficult.

Step 7 Consider the forces for and against.

Step 8 Welghting.
FORCES FOR FORCES AGAINST
Get_a College Degree

10 could lead to a better job _0 @ expensive tuition
meet new people I time consuming

7 increase knowledge __college far away
23
Volunteer at Orphanage
1 helping others 10 no pay
5 flexlible hours . [ orphanage far away
, i time around children B possible night work
- 20 17 28




Take a Part-time Job

7 extra money 4 time consuming

8 flexible hours 10 usually not high paying
_ 8 leisure time 5 possible night work
23 19

Step 9 Reduce the forces against.
Erpenslve tuition could be reduced if I could get some financial

ald or a loan from the school. It could be reduced to a lower
number or even to 0. Possible night work could be reduced to 0
if T could arrange it with the orphanage director.

Step 10 Compute a total score for each solution.

get a college degree 23 -8 =15
volunteer at orphanage 20 - 17 = 3
take a part-time job 23 - 19 =

Step 11 Compare and react.
It seems that I'm leaning towards getting a job at some point and
possibly getting further education first. I'm ready to be pald
for my skills and knowledge rather than dolng volunteer work in

the commnity.
Step 12 Rank.

1. get a college degree
2. take a part-time job
3. volunteer at orphanage

JOINT DECISIONS

Many famlly decisions call for joint decision making, especially between
spouses. Depending on your family pattern, joint decisions might include plan-
ning your careers together, deciding about school, planning vacations or free

time, moving, or making major purchases. If the decision you are making is
jcmt, follow the process outlined for individual decisions, with the following

changes.
Step 1 Define the problem.
Pay speclal attention to defining the issues. For example, one

partner may believe she or he 1s deciding "whether to take a second
Job or not," when the other partner belleves the decision is "what

Job to taice "
Step 2 Def'ine the lj:nits.
another‘? Is criticism all@wed'? What are the stsndards the
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decision must meet to be valid? What if you don't agree? Will a
conpromise or trial solution do? And so on.

Step 3 Brainstorm.
Brainstorm separately and then pool your lists.

Steps 4-6 Same as individual decision

Step 7 Consider the forces for and against.
Have each involved family member list the forces for ard agalnst
every solution. It 1s best to do this individually and then share
reasons.

Step 8 Welghting.

Fach person should weight his or her forces for or against and
compare the importance different factors have for each person.

Step 9 Reduce the forces against.
Negotiate and discuss tcgether how to reduce the weight of or
eliminate altogether any of the forces against.

Step 10 Compute a total score for each solution.
Have each involved family member do this and then try to come to
some agreement about a total score for each solution.

Step 11 Compare and react.
Discuss the findings and check your feelings and hunches about
each one.

Step 12  lank. ,
Rank the cholces separately and then share rankings. :
If you don't agree on one choice (or the top three if that was
desired), try to do one or more of the following:

(a) negotiate--sell each other on one idea
(b) compromise—choose next high-ranking choice that is
generally agreeable to both of you
(¢) compensate--one person takes his/her favorite solution with
the promise that the partner will make the next decision of
-equal importance
(d) trial--make a temporary commitment to one solution, try it,
and then evaluate it before you accept it or try another
solution
(e) arbitrate—ask an expert or outsider to help you decide
(f) disband--postpone deciding
Decisions made using these two formal processes should be fairly important -
ones; not every declsion merits these rather long processes. Decisions about
. warkdng, choosing a job, returning to school, and selecting a major are usually
Important enough to use a formal process.
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DECISION EXERCISES

1. In the Extra Materlals packet is a pink sheet with a grid on it.
Return to page 27 In Section I and record your rankings for personality,
values, interests, skllls, and priorities in the proper spaces on the grid.
hils grld will be used 1n conjunction with Exercise 2, below. In the option
spaces at the top of the grid, write the possible solutions left after Step 4
of Exercise 2. Then compare each option with each ranking. For example,
suppose part of your grid looks like this

Personallty

1. Realistic X _

2. Enterprising l———0ror N

As you look at an optilon, such as a major in agriculture, ask yourself if it
matches each personality type. If it matches well, put an X in the box; if
there is a possible match, mark a v, In the example, Option 2 does not
match elther of the two personality types so the boxes are left blank.

The grid and your school or job information sheets in Chapters 11
and 12 wlll be used to provide some of the information that you will use
in the exercise that follows. .

2. As you do this exerclse there will be a point at which you wlll need
to skip to the Information chapters (11 and 12) and gather information in
order to practice an individual decision. After you gather the information,
retum to thls exerclse and complete it. In reality, you may not need to
decide now or you may want to decide jointly. But for now imagine that you
are declding individually so that you can PRACTICE THE PROCESS.

Step 1 Define the 1ssue: what you want to decide.

Step 2 What are the rules and limits?




Step 3

Step 4
Step 5

Step 6

Step 7

Brainstorm

Trim the 1list. Cross out any solutions you will not consider.

Seek advice. Add advice here or to the brainstorming list.

Seek information. Write information next to solutions here.
Infornation seeking is described in the next two chapters. Return
to this after you complete the exercises in Chapters 11 and 12.

Consider the forces for and aginst Space is given on the next
page for four possible solutions. Use extra paper if you have
listed more than four solution=.
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Solution 1 e ——

Total for ___ - Total against ___ = GRAND TOTAL ___

Solution 2 _ . e —

Total Total

é
:
|

Total for ____ ~ Total against

Solution 3 __ . e




Solution 4 __

Total . Total

Total for ___ - Total against = GRAND TOTAL

Step 8  Welghting. Write weights on lines to left of forces.
Step 9 Reduce the forces against and write the new weightings above.
Forces Against Ways_to Reduce Them

H\
11

2. _ _ 2. _ _ i
3. . — 3 — -
4 o B ho i ] .

Step 10 Compute a total score for each solution and 1ist the scores below.




‘Solution Total Score

1.
Ei . _ ) _
4.

|
2=l Mg
|

Step 11  Compare and react. Check your feelings and hunches about what
is best.

Step 12 Rank. Rank the solutions in order from top to bottom ratings.

oo
5! __

3. After you have gone through Exercise 2 on your own, choose a friend
or a partner from your group and go carefully through the exercise again,
explaining your responses to each step. Ask your partner for other ideas;
she/he may have ideas about possible solutions that you may not have thought
of or ways to reduce some of the forces agains.

Two kinds of conflicts need to be resolved. Internal conflicts s
described in SectlonlI, are conflicts within yourself. FExternal conflicts
are between you and another person or between you and an organization. Not
all conflicts can be resolved. Some conflicts will require professional
counseling. However, the methods described here will help in many cases.

Internal Conflicts

- To resolve a conflict in yourself, first focus on the harm that the
- conflict 1s causing you. Is it worthwhile to resolve this conflict? - How
. would you be freed if the conflict were gone? Follow these steps with a
conflict you actually have. For example, suppose you were confused about

school.
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Define the issue.
Confused about school.

:

™

What are the conflicting points of view?
I want to go back to school.
I'm afrald to go back to school.

Step

Step 3  What kind of conflict is 1t?
This 1s a yes/no conflict.

Step 4 Seek out other solutions.
Go to school part time; get emotional support to battle fear.

Step 5 Argue with yourself. Get a second chair and pretend the two
(or more) views are different people. Person one can hold one
view; person two can hold the second. Allow the two people to
fight and argue. Try to do this out loud. Have the people
exaggerate their views ("Take me!" ™o, no, take me!"). Move
back and farth fram chair to chair as you take each point of view.

For example, person one argues for school, describing achievment,
new skills, pride, new friends. Person one shouts, "Yes!"

Person two argues for avolding school, describing hard work,

time away from family, the stupidity af your seeking school when
you're sure to fail. Person two ‘shouts, "™Nol"

Step 6 Observe the conflict. Listen to what persons one and two say
ard try to get the two together. Accept that school is fright-
ening and that you're not sure. Declde to take twe courses and
concentrate on proving to yourself that you won't fail.

To resolve a cenf]ict with another person or an organization, you first
mst have the second party agree that they, too, want to resolve the conflict
or disagr t. The firat rule is that conflicts are AIMOST NEVER just one
person's fault. Resolving a conflict cannot mean getting the other person
to do 1t YOUR way unless you are compensating (see decision-making sectlon).
Usually it means both parties must change. Here is a method. It is similar
to decision making because external eonflicts are usually Just very emotional
declsions.

Step 1 . Define the 1ssue.
Step 2  Describe the opposing views and restate them to each other.

Step 3 Remind eéach other that i1t is OK to disag‘ee and that you can
Stiur!egpectarﬂlikemeamtha‘ Do this aloud. -
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Step 4

Step 5

Step 6

Step 7

Step 8

Search for campromise.

Qutline how you are helping to cause the problem. Share these
thoughts with each other and restate the issue. Do not defend
yourself or excuse the other.

Qutline possible changes you could make to resolve the conflict.
Share these with each other and restate the issue.

Discuss the changes each could make. Put weights 1-10 for how
difficult the changes would be for you.

Trade changes until the conflict is reduced.
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Becoming Informed
about Educational
Il | Resources

You may want to learn for several reasons: (1) you always wanted to go
to college but life circumstances prevented you; (2) you now have declded
to learn a sklll or pursue a new interest; or (3) you have chosen a career
goal that requires more educational tra;lnjgg Regardless of your reason-—
and those were only a few—I1t 1s important that you think carefully about
what school or experience would be best for you and that you spend time
learning the good and bad points of each cholice you are considering. There-
fare, for some of the exercises in this section, you will need to have a list
of schools or learning opportunities and information about them.

Most schools will send you thelr catalogues or bulletins 1if you request
them. If the school 1s nearby, you could simply pick one up at the admissions
office. Some schools offer degrees and full-time courses; others offer a
variety of part-time courses at public schools in your community. In some
areas, you can earn college credit for televlsion lectures.

The more formal the program, the more likely it will be to offer sup-
port services such as tutoring, reading~ and study-skills groups, counseling,
and educational advising. Most schools that grant degrees also have a place-
ment office to help you find a job after graduation and financlal ald offlces
for loans, scholarships, or part-time work if you qualify. Don't be afraid

to ask questions about speclal help offered to women, minorities, and older
adults. Even if special services are not avallable, schools sometimes have

a contact person who may be helpful and who can usually be located through the
- admissions office. Less formal education programs may be less expensive but

' rarely offer support programs. You may need to find supportive friends and
bcsclcs such as tlﬂs one to help you cope vrith prablans and stresses.




Check at the admlssions office to see if the school you want to attend
has a special counselor or coordinator to help adults return to school. If
not, the admissions office will usually help you.

Often you can take a few courses to explore before you formally apply
to a degree program. In fact, if you have been away from school for same
time, many schools recamend or require that you take courses part time at
first. These part-time courses may not only help you to be accepted as a
full-time student later, but may also give you an idea of whether school is
right for you and what you might want to study. Often you become more con-
fident after taking one course because it is a pPleasant surprise to see what
a good student you are as an adult.

Although informal programs usually have minimal or no admissions require-
ments, you may need to take an entrance examination, such as the Scholastic
Aptitude Test (SAT), for most colleges and universities. You will need to
f'nd ocut what ex@ﬁti@ns are required by the schools you want to apply to
&1 when and where such examinations are given. This information is usually
listed in the school catalogue or bulletin. If you have any trouble, check
with the admissions office. Some schools make special exceptions for older
students about these examinations; at times you can postpone them until you
have campleted some course work. Again, the admissions office will have
access to such information or will tell you where you can locate it. You
may find it helpful to study for entrance exams, and a number of study guides
are sold In bookstores or can be borrowed from a college library or counseling
center. There are also books to teach adults how to do better on all school
tests. One such book is listed in Appendix C.

CLEP

One way to secure advance credit before returning to school is by taking
College-Level Examination Program (CLEP) tests. Sponsored by the College
Entrance Examination Board, CLEP offers you the opportunity to obtain college
credit by tests for on-the-jJob experience, volunteer experience, purposeful
reading, correspondence courses, television or taped courses, or any other
method by which you feel you have gained useful knowledge. Not all schools
accept CLEP scores for credlt, so it is important to ask first the community
college or school you wish to attend about its policy on CLEP scores and
other admission requirements.

The CLEP examinations are glven at test centers throughout the United
States during the third week of each month. Two groups of exams are offered:
(1) five general exams covering English composition, hmanities, mathematics,
matural sclences, and soclal sclences and histary; (2) mare than 40 subject
exams covering subjects offered in specific college courses such as trigonametry
elementary computer programming, Afro-American history, and. introduction to

business management.
To receive an application blank, write to the College Entrance Examination

Board, Box 1824, Princeton, New Jefsey 08540. You can also write to this same

address for a $1 00 booklet entitled CLEP General and Subject E nations:
Descriptions and Sample Questions. Be sure to include your §1 00 check ar
mﬁj ‘order with ycur request. 6 6
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There are a mnumber of new kinds of degree programs that have been devel-—
oped especially for adult learners. These programs are described in some
detail in an excellent bnok by Elinor Lenz and Marjorie Hansen Shaevitz called
So You Want to Go Back to School: Facing the Realities of Reentry. The degree
requirements in some of the programs were developed to make it possible for
adults to earn a college degree whlle pursuing careers or carrying family
responsibilities. Some programs offer credit for work experience, for volun-
teer work in a community agency, for participation in a local civic activ.
and for homemaking competencles. If you are interested in receiving credit
for any of these things, you should first contact the admissions officers at
local colleges to determine whether they have previously credited or are open
to the 1dea of crediting nontraditional learning. It is also important to
find out fram them what kind of information and documentation they would need
in order to grant credit. You have nothing to lose by looking into gaining
credit for 1life experiences. The books in Appendix C 1ist other resources for
learning about these nontraditional programs.

Home Study and External Degrees

Some college credits can be earmed through home study or enrollment in
college extenslon courses offered on television or in local schools. Usually
entrance requirements for such courses are minimal. These courses are dif-
ferent from correspondence school courses because they are offered by colleges
with regular on-campus programs. To find out about extension courses, write
to the extension dlvision of your state universities or nearby private colleges.

In some cases, 1t 1s possible to earn an entire college degree through
off-campus study. These programs, associated with regular university campuses,
usually offer credit for work experience and independent study, student-
directed learning, flexible time commitments, and the chance to learn non-
traditionally by arranging for tutors, apprenticeships, and other experiences.
Campus contact 1s maintained by visits and talks with the on-campus advisor.

To obtain a list of colleges offering degrees for off-campus study, write the
Office of New Degree Programs, Educational Testing Service, Princeton, N.J. 085.40.

An external degree earned fram such a program is a new concept. Some
employers may question the validity of a degree earned by off-campus experi-
ences. You may need to "sell" future employers on the value of your degree.

Phony and useless schools do exist. It 1s even possible that the school
could be accredited and still be useless. It 1s best to stick with established
schools that you know have regular campuses.

Influencing Course Offerings

If the skills you want to learn are not taught in your area, or if you

. are not satisfied with the support services or courses avallable, you may

stlll be able to get what you want if you are dealing with a state- or county-
supported school. Contact the individual at the school who coordinates adult

~ learning, counseling, or special services. Explain your need. It will help
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if you can name other people with a similar need. It may be possible for a
special course .r independent study to be arranged for you. But you must be
persistent.

EDUCATIONAL RESOUR(ES EXERCISES (Omit 1if you are not consldering school)

1. Cheosing schiools. If more than cne school or educational program is
avallable in your area, look over the information you have about each. Compare
course offerings, costs, distance, size, support services, advance credit for
previous studies or experiences, and difficulty of admission.

Courses Offered That Tuition Per 7
Name of School ___Interest You Semest.er/Quarter Hour

1. l.a)
b) B L
S

d) N B . ] I
e) - o o
2. o 2.a)
. . — by~ —
e) _ ] __ Distance from Your
d) - Home (In miles)
e) B - o T
3. , i 3.a) _ i 1. o _
b) )
e) 7 2. .
d) . - }
e) _ 3. ___ _
b, ) -
y, o 4. .g) B
— — — b) — —
e) _
a) - N I
e) Tj,

Advance Credit Avallable for o o S
Number of Students  Previous Studies or Experiences Difficulty of Admisslon- -

l- o ) . o 1: B . o B o . li B e e ‘:
gi - i 77 _ ) _ ) ) 2@ ] i . . o 2‘ N _ _ k
3. 3. , — 3. _
4- . 77 - - _ ) ) - 'Lli _ 7777 S 777777 i - ] - ui -
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move on to the next cne. The Occupatlons Finder and the déscriptic:ns of the
8lx types on pages 3, 4, and 5 may help also. This exerclse can only offer

a brief way of narr-gvm'zg down possible majors. The best way for you to choose
a major and the courses required for it is to see a career counselor or aca-
demlc major advisor at the school you choose. Check with the admissions
office about how you can arrange to see these people.

If you want to learn more abcut unfamiliar majors, read the descriptions
in the catalogues, ask the admissions or registration officer, or make an
appointment to interview an instructor. It 1s best not to eliminate a major
untll you know something about it. You may rot need to decide on a major
until you have been at school for a semester or two. If 50, you can explore
different areas.

If you are learning a new skill or interest through personal growth
experiences, you may have several formal or informal ways to learn. Formal
Instruction can come from school courses, private lessons, group lessons, or
short workshops and training seminars. Some job-related mini-courses are
offered through large companies. Although most personal growth learning
experiences wlll not earn college credit, the formal experiences generally
do cost money. The difference in fees can sometimes be very large from one
training site to another—-especially from a tax-supported class at a public
school or university to private instructian in the community.

Informal learning resources will rely on your perscnal netwerk of friends
and famlly. You may be able to trade services or teaching skllls with your -
informal instructor, or she/he may teach you for free. ‘It 1s important that
your Instructor understands in advance how much time and- energy the teaching
wlll require. Remember, you will need to take informal learning serlously
and to practice or do homework as often as if you were in a regularly sched~
uled class or apprenticeship.

EDUCATTONAL EE‘SDURCE‘S EXERCISE IT

];a:ck into your top three or four j:;terfests to see what formal or :I:xfcmzal_
learning opportunities exist. For formal learning, check with your library,. ..
- eamunity school _program, church, Y-center, community center, private instruc-:
tors (see phone book), college extension, commuiity college, social club, or
recreation department. Some of these may have pamphlets; for others you will
have to take Information over the phone. - For informal slea:m:l.ng ask your -
famlly and friends to recommend a good source. '

Idst below both formal and inf@mal :Léarrﬂng opporﬁunities for one
Interest. Also list costs, length of trair ', and any description of the
learning experiences you can find. Use more paper- for additional interests.

by
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studying the job and the field in the Occupational Cutlock Hsndbcok or by
writing for information (see Apperﬂ:b: B).

Gg;eer Ladder

When you have identified the top Job(s) you might like, outline the
different routes to getting there. Below is an example for becoming a
Guidanee Directar for a school district.

[

HIGH SCHOOL, COUNSELOR € - -possible entry lé

;

HIGH SCHOOL TEACHER

- SECONDARY~LEVEL, STUDENT TEACHFR £ - -entry level
TEACHER'S A:E)Efvm _AIDE % = =entry level

Once you have done this, find mt the skills each jJob requjrés. To
learn skills, you may need farmal education and degrees. . However, . some _
skills can be obtained through volunteer a home experiences or other ,jcbs
outside the direct career ladder. The figure on the next page shows some
possible steps to reaching the jJob of District Guidarce Director. Skills
at the bcﬁt::n of the ladder are also needed in each higher level Jjob. '
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G’UIDANCE DIRECTE
administrative and managerial skills; a;pervisary
skills; knowledge of counseling; guldance certification;

Master!s degree

administrative skills, counselor skills

HIGH SCHOOL ‘GC'HI\ISEIQR o
counseling skills; knowledge of schools;
Master's degree in counseling; guidance certificate

HIGH SCHOOL TEACHER -
teaching skills; classroam management;
college degree and teach:lng certificate in subject area

STUDENT TEACHER ’ ;
education major; lcmwledge of subject matter

TEACEER'S AIDE
interest in children; high school graduate

In the . exs;@le, a persan with a hlg;h sehcal cliplc:ma éauld start as a

- “'volunteer in the schcals, ‘and perhaps then work as a pald teacher's aide..

" Advancement wc:uld come with both farmal education and 1Eaming admjnlstrative
:and_? _ @e’f sory: sl{ills :

ladcler in nﬂ.nd wlll help you chogse ,jc:bs and activities
‘ lﬁ scme cases this gc:uld even mean takjﬂg' =

that"does nat pmvide t:he experieﬁcé QI“ sl,dlls yau requjré if yc:u want tcs
adva:nce , o S

Ii‘ tl‘Ere are entryalevel j obs available, you nE;y wish to take the A
stuﬂy the business earefully o . :




1.~ Learn the power networks.
2. Learn how promotion and hiring decisions are made.
3. Meet supervisors and personnel officers who make declsions,
4. Tdentify a route to advance from Job to job within the compary .
5. Pind a supervisor or "mentor" who notices your skills and is
, willing to help you, s
6. Take extension courses or job training to increase your skills
for the new jobs you want,
7. Be alert for chances to advance.
8. Apply for advancement jobs when they are available.

Career Advancement through Unemployment

It 1s even possible to plan for career advancement when you are not
workdng. During layoffs, medical leaves, or full-time parenting, you can
Seek career advancement through part-time schooling, volunteer work in busi-
ness, cammnlty service, or personal growth. The time commitment for these
activities 1s often only a few hours a week, but the skills can be very
helpful the next time you seek work.

Advancement;

Career plamning does not mean that the MUST strive to advance, but it
provides the CHANCE for you to do so if you want, Even if you are delighted -
with a lower-level job, you may wish to move up in 5 or 10 years--so keep ‘
cholces open. )

JOB EXERCISES (Omit these exerclses if you are not seeking work)

1. You willl probably be happlest in jobs that call for skills and
interests simllar to yours and that are sulted for people with your kind of
personality. Section I heiped you categorize your personality type, inter-.
ests, and skills according to the six codes——Realistic, Investigative,
Artistic, Soclal, Enterprising, and Conventional. Below 11st the two codes .
you feel most accurately describe you and your interests. A 1ist of jobs
that.have been coded using the same system 1s in _the QOccupations Finder. . .. .. .. .
Write the names of Jobs with similar codes next to each code and ‘include,
secondary codes. For example, Social Services Director would be written next
to Soclal, with SEC written after it. '
Code Jobs
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2. Now look at the jobs you have 1isted in both categories above and

ehmse the 10 most appealing. List them below.

B T ' 6.
2. | 7.

5 10,

3 ”".‘f.vaieuslys you have nc:t ‘been able tc: mclude all pDSSiblé ,jt:bs, a‘ﬂ nat o

everyjc:b you. found ‘will be availa‘blein,ycm* 1cc.ale
\ ‘the range of ‘Jobs that" might ,
"your: lecal ¥ell¢:w Pages Imk t 2




- JoB SEARGHES |
Several inpcftant stéps in t}E jc:sb search are c:sutl:med belaw. |

o (1) Identify all the resmes available tc you—-publ:le library, "Job. S

,';Se:ﬂd.cze or Buployment Security o ssic:vﬂ5 ‘advertised o S, counseling = 7

.servieés, books, frierﬂa Find aut the se:wices and :mfmtian available :
Chrough each resaurce. A : :




(2) Spend time learning about how to look for a job. There are many
helpful guldebooks avallable (see Appendix C). Those who are hired are those
who lmow the most about how the employment process works. You must learn the

- processes of the "hidden Job market," which covers about 80 percent of the

Jobs you can get.

(3) Make a list of everyone you know who 1s working or who knows people
who are working. Let these friends and acquaintances know what you are

~ Interested In and that you are looking. Ask them for suggestions and the

names of others you can talk to.

(4) Talk to as many people as you can for information about the organi-
zatlons they work in. Declde what kinds of organizations do what you want to
do, and find people (employers, secretaries, people in all parts of the
organization) who can help you understand how each organization works. Wrlite
a brief note to thank each person and let him/her know you arve followling
through on his/her suggestions. Include your address ard phone rumber.

(5) Use the services of job placement services. The Job Service or
Employment Security Commission has a list of some jobs that are open. Ask
them if' you qualify for the Job Corps, Comprehensive Hmployment and Training
Act (CETA) jJobs, or same other government program. Check your school place-
«ent office. Read the want ads in the newspaper. You may decide to use a
private employment agency. These agencles often charge a fee if you get a
Job; however, they do 1ist open jobs. You do nét need to pay them unless you
zet a Job. But you are liable for the fee if you accept a Job, then quit.

(6) Find out the standard applicatian procedures for each job that
interests you. Follow all the procedures carefully. Fill out application
forms neatly and campletely. Type them if possible.

(7) Be persistent. Use letters and calls to get interviews. Prepare
carefully for Interviews by organizing beforehand what you want to get across—
what you have to offer, why you are intereated Be enthusiastic. Ask
questicns. .

( 8) Follow up with each crgazﬂsation that really interests you. Call
back the persons who interviewed you. It 1s your respansibility to be sure

:ycur :Lnterest gets across ta the persc:ons whc have the pawer to hjré ycui

(9) Be prepared for negative emotions. Job searches are often slow.

- You may contact many employers to get just one job. Your confidence is

important, so try to control certaln natural feelings at this time. It is
commen to feel ‘discouraged and depressed at times. Discuss thls with your

group.

'JOB HUNTING: MOVING OR STAYING PUT

When people are job hunting, it usually helr:s if they are willing to move

to a new area, especlally to a city, to find work. However, many pecple are

,mmiljing to leave thelr home towns or don't want to ask their famllies to
. m:sve In eansider':mg this issue, you should think about:



(1) How would a move affect me and/or my family?

(2)  What' 1life style change would occur if I made a major move

- (example: country to eity, south to north)?

(3) What valies tie me to stay? Whdt values urge me to move?
Which values am I willing to compromise? ,

Chapter 10 on Decision Making can help you make this decision. If you
are a parent, you may wish to include your children in the decision to move.

Locating job Information about other areas often requires traveling to
them.- -Before you visit, however, you can write the Job Service and ‘Chamber
of Commerce 1n the new city to get job outlook information and names of .

-enployers... You can also check your library for.a phone book and newspapers

from the town you are considering. If you have a special skill or training, -
write to your trade assoclation (see Appendix B) to see if they have .a.place-
ment service or a 1list of employers; ask if they will help in finding a new job.

_If you are staying in your community, you can £ind local job information e

as outlined'in this chapter. However, a person who 1s place~bound may have

a hard time finding a first-cholce job. Keep many Job choices open for your- " ..
self. Within your top three job codes are many possibilities. Be willing to .
explore more job categories so you ean find a Job in your coammnity. Also.
consider using the Learning a Business route described earlier. ——

CIVIL SERVICE JOBS

You may be interested in a job with the United States government. . . . .
-Federal employment opportunities vary by occupation s Beographic area, and . .
the number of qualified candidates available.  For full information on oppor-
tunitles and application procedures,. contact a Federal Job Information Center
(FJIC). - FJIC's are.listed in some local telephone ‘directories under "U.S.
Goverrment." If there is no listing in your directory, -you may call 800~555-1212
to get the toll-free rumber for an FJIC in your state. If the rumber -1s busy,
keep calling. FJIC's get many calls and try hard to help each person. The -
Civil Service Commission, which. operates FJIC's) encourages you to call the -

- information speclalists at your-local FJIC before writ a. r or filling .
~~-out-an-application. ~These informatich specialists can mall you lists of job
openings, ‘application forms, and pamphlets. about Jwork opportunities. A call..
can save you valuable time and effort. Some civil service Jobs require a =
- test. Ask about the tests during your phone call. = ' o

Your state goverrment may also have a civil ‘service system. If you are
unsure whether your state has one, ask the Job Service counselor or your
library. When you find the address, call or write to find out

(1) what kinds of jobs are included
(2) how to find out about jobs in your area
(3) how to apply

(4) 1r tests are I'équired
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Sametimes govermment pamphlets are hard to understand or the worker you talk
to is very busy. With both federal and state jJobs, be sure you understand
all the information. Keep calling or writing until you do. Government
workers are pald to help you, and you have a right to understand the infor-
mation.

WRITING RESUMES AND APPLICATIONS

When you locate jobs you want to apply for, send a letter and a resume
to the personmnel officer, unless you've been advised of a different applica-
tion process. The resume should outline in chronologiecal order your jobs,
schooling, extracurricular activities, and volunteer experience. After each
activity you should note the skills ysed 1n it. A resume should be typed -
without errors and xeroxed or printed. Your cover letter should introduce
you and Indicate what type of job you want. It should also be perfectly
typed and signed in ink. An application should be typed or in ink--some ask
you to print. If you fill out an application at a company office, be sure to
take along a 1list of facts, including (1) your social security number,

(2) dates of birth of your children, (3) exact day and year of your grade
school, Jjunior high, high school, and higher education graduations, (4) type
of degrees received, (5) list of honors, clubs, and organizations, and

(6) dates of attendance for courses, workshops, and other learning or
volunteer experilences that did not lead to a degree.

Sample resumes and iéﬁtéf% are reproduced on the following pages.
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Judith Beecham B v T
Route 7, Box 28 -

: Granvi:[j.e, North Camiina 274142

- Phone: (517) 933—5758 '

. Balsam Technical Institute . 1976=77
General.: ,vis High Schc:cl : l953a-57

| Eleetrieiaﬁ's assistant | Bayer Electrieai S@ply, Granville, Ncmth Cam’
l977—present B :

. Assist Adcensed. electrician in repa:lr ealls
;immﬁa:y si.:pplies. S

Electrieal S@ﬁly clerk
. 1975-76

‘Gt:ﬂmnmity service wcrker o
o 1957-75 :

’organized fimdgraisirg :— s’;"er\ﬂ.s, ed
: valmteer's, prcvided meaLs far the elderlv

DE ;,ence and Activities A




SAMPLE IETTER

Vo
Gr@t Wcathcrby Personnel Dircctcr

Clark Elcctrcnics
Granville, North Carolina 27u442

Dear Mr. Weatherby:

_ I am j::l:crcstcd in working as an electrician trainee at Clark Electronics.
As a lifelong resident of Granville, I know that Clark i1s a.reliable and .
respected fim.

T havc been involved in electrical retalling and rcpajr for two years.

I studied wiring and electronics with Johnny Palermo at Balsam Tech and did
the majority of the wiring on my own home last summer. My formal experience
1s outlined on the enclosed resume. ' .

_ I shall ecall ycu socon to arrarge an appointment. I hope that you will
' havc a pcsitim for whi,.h i am quaiified. o ,

Sinccrcly yars,
;g:ﬁ;ééz . ff@dééamz

Judith A. rchccham

: ij out the exact t-:hne and placc of tl'jc ’m—.erview, and bc on t;  ""

.2, . Do some I-cccarch on the company interv: ewlng you. . Before you gc to the
U irrl;ervicw th:l:xl-; abcut quccticns ycu might wish ‘to ask, Writc t.hccc .down

Ncatncss and clccr&hcss ccunt.f i




4. Avoid appearing nervous. Look at the interviewer when you are speaking.

5. Greet the interviewer by name and shake hands if the interviewer makes
the first gesture.

6. Don't smoke unless invited to do so and don't chew gum.
7. Be prepared for questions such as:

(a) "What can I do for you?" If you are asked this, be as specific as
you can and ce clear about the kinds of jobs you are applying for.

(b) "Tell me about yourself." Describe those things about yourself
which relate to the situation—your background, your education,
ard your work experience, if any.

(c) '"Why are you interested in this company?" Read the company's
literature in preparation for this question.

8. Be enthusiastic. Look alert and interested.

9. Make sure your good points get across. Be sure the employer learns of
all your qualifications--including informal learning and job skills
acquired through volunteer work.

10. Use a call-back closing. Ask the interviewer if you may call back on
a glven date to see if any decision has been made.

INTERVIEWING EXERCISE

If you are nervous about interviewing with an employer, ask someone in
your group or a friend to help you practice. Let your partner play the part
of the employer and ask you typical questions like those mentioned in 7 above.
After you have gone through the practice interview, ask her/him to fill out
the ratirg form below on how well you did and how you might improve your
interviewing skills. Then do the interview practice again. You may be sur-
prised at how helpful this can be in reducing your nervousness about Job
Interviewing and in bullding your confidence. 7 fter one person has practiced,
swltch roles and repeat the exercise.

Interview Rating Form

1. Job hunter 1s friendly and confident

b 3 2 1
always usually seldom never




2. Job hunter has read about the company

b 3 2 1
obviously may have does not show obviously
read read she/he knows not famillar
anything with company

*3. Job hunter asks Intelligent questions

4 3 2 1
asks two or question(s) questions no
more good are routine weak or questions
guestions unclear

4,  Job hunter answers questions well

4 3 2 1
complete and some has doesn't
clear hesitatlon difficulty answer well
5. Job hunter is poised and well groomed
4 3 2 i
excellent good needs poor
improvement
6. Jcb hunter "sells" self
4 3 2 1
excellent good needs poor
improvement
7. Job hunter is Qrganizéd and has application and resume
4 3 2 1.
organized somewhat disorganized careless
organized
. In Becoming Informed you have ;earned about discrimination, opportunitiles,
changing patterns in family 1ife, and returning to school or work. As you

begin to make changes 1n your life, you will find it increasingly important

to become Informed about these areas and others. Finding out all the informa-
tion you need before you make any important declisions or plans can save you
time and money and will prevent needless confusion.
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chnpiar 13

2 Becoming Strong
LI | by Organizing

The previcus sectlon was designed to help you get information and make a
decision. In this chapter you will learn how to set a goal based on that
declsion and then how to make a plan for reaching that goal.

DECISIONS AND CHANGES

Not all decisions require change. 1In fact, you may declde not to act
or to walt until a better time. For example, a homemaker with a two-year-
0ld child may decide not to attend school or work full time now. However,
she may stlll plan; by taking one course ey semester, she will complete
eight courses before her child enters firs. mrade. This would take little
time from her parenting and yet still move her toward a geal.

Just as decisions may be joint, you can plan Jointly—especially if you
decide that both spouses will attend school or work full time. In familles
where you and your spouse work, you can plan together how to finance school,
when ‘2 have chlldren, vacatlons and locations, ete. For instance, you may
Joint_y plan for one spouse to work while the other attends school and then

later awltch roles.

Goal setting is important because your goal glves you something to look
- forward to and to work toward. It glves you a sense of direction so it
should be stated as clearly, concretely, and specifically as possible. -

: Exarples of gcaj;s are:




(1) to learn about child development

(2) to get a job as an electricilan

(3) to graduate from college

(4) to study business

(5) to exercise and became physically fit

Irhen you write a goal, use action verbs, try to be concrete and specific,
and use the most descriptive words you can. Based on the declsion you
made in the chapter on decision making, write your goal below.

DESIGNING A FLAN

Now that you have set a goal, it is important to design a plan or
detalled program of actlon for attaining your goal. You should take several
conslderations into account as you design your plan, and the exercises below
will help you come up with these important factors.

Before you get too far along in making your plan, it is important to
stop and examine how motivated you are, how much energy you have, or how
excited you are about reaching your goal. How hard will it be to meet your
goal? What time and money will it require? What support and encouragement
will others give you? What will you gain or lose?

Rate your motlvation from 1-10 (10 = perfectly motivated; 1 = no
motivation) and write your rating here - . Then list ways you might
increase your motivation. S

Obstacles

Obstacles are things that interfere with or stand in the way of progressing
toward your goal. If your goal is to secure a Job as an electriclan, some
obstacles might be your lack of tralning and/or lack of experience. Ways of
dealing with these obstacles would be to attend a training program in elec- L
tronles at a local technlcal institute and/or volunteer to help an electricilan
in your commmnity for a few months to galn some experience.

Another type of obstacle might be a mental or emotional eonflict. For i

Instance, 1if your goal is to secure a Job awsy from home and yet you feetr— T’
guilty when you are not at hame, then this conflict, often referred to as




the "home-career conflict,” may be an obstacle to your meeting your goals.
It 1s lmportant to deal with this confllet—for instance, by tallkdng with
others you know who have both a family and a job and seelng how they work it
out. {n the lines below write possible obstacles and conflicts, as well as
ways to resolve them.

Possible Obstacles & Conflicts Ways to Resolve Them

If you come up wlth obstacles that you do not know how to deal with, ask
others in your CBG group to help you brainstorm ways to deal with them.

Steps to Your Goal

Think of all that you must do to reach your goal, including remuving
obstacles. You need not think of everything in sequence. Just write the
steps to your goal here.




Ordering Steps

Look over your steps and see 1f any fall into natir-al categories.
For example, "(1) buy tools, (2) take mechanics test, and (3) apply for
course" could fit under the category "prepare to enroll in car repalr
class."

List your major categories.

Ask yourself, "If I completed these major categories, would I meet my goal
and deal with obstacles?" If not, add other categories.

Now 1ist all major categories 1in the time order they would best follow. It is -
usually wise to deal wlth an eazsy category first. If your first category 1s
difficult you may want to break it down into smaller steps and handle them one
at a time. The next- exerclse will help you do this.

Below is a sample plan with a related goal, four major categories, and
smaller steps under each category. Study thls plan and then design yours in
a similar way.

88 89




Goal: Improve home skills

a. Discaver present skiils fr@m skills exercises in Becoming
b. List possible courses from cormunity colleges, public schools,
community agencles
c. Set limlts
(1) money avallable
(2) time available
d. Make plan and enroll in classes
2. Study child development
a. Take parenting class at commnity mental health center
b. Take three-week nutrition course from public health department
c¢. Take child development course from county agricultural agent
3. Learn home repalrs
a. Take small-appliance repair course (six weeks at high school)
b. Take auto repair for women course at technical school
4. Learn sewing and upholstery
a. Work for four months to buy sewing machine (note: thic is
overcoming an obstacle)
b. Take sewling class from sewing machine dealer
c. Take talloring lessons from friend, Joan
d. Enroll in upholstery class with Jean as support

In thls plan, the person has home-based priorities and values independence
and self-sufficiency. She/he is patient enough to take only a few courses at
a time to meet goals. :

Now look back to the minor steps you listed in the section on Steps to
Your Goals. Put them 1n time order under each major category heading. Use
a separate paper far other major categories in your plan. As you complete
each category, ask, "If I did all this, would I need to do anything further
to camplete this major category?" Add steps as needed.

1. (major category)
B o — —(step 1)
b. — ff;—,aff,r —{step 2)
¢t — e (step 3)
d. —(step 4)

Finally, check to see that your plan i1s truly complete and will meet your
goal. If ycu know people who have met a simllar goal, ask how they did so and
. campare thelr steps to yours. Add any further steps fram their plan that might

help you. You can also have a group member review your plan using the rating

form on the next page.




Is the goal clear? ___yes . no
What 1s unclear?

Do the major categories lead to the goals? _yes
What must be added? e

4
Do the steps seem workable? yes . no
How can they be improved? o

Are the steps realistic? _  yes __no
How can they be improved?

Are obstacles dealt with?, @ yes = 1o
What obstacles should be considered?

Are all phases in time order? __yes no
What should be changed?

Will the plan work?

4 3 2
definltely probably - maybe

How can the plan .e improved?

91

no




cneprer1s| BECOMING
Strong by
1 Seeking Support

Support can be financial, intellectual, physical, or emotional. .
Having support makes you stmnger and increases your chances of meeting your
goals. Extermal support, or help from others, is the most common kind of
support; however, many people actually suppaft and encourage themselves.
The key to ga:mitjg support is flrst to be aware that you need support and :
second to determine what kinds of support you need, Many people do not like
to dwell on their needs and ask for help. However, it is very difficult to
return to school or work without making important changes. 1‘;!%11, need support

ton’alce E&.

Self- or internal support requires that you be honest and willing L
reward and praise yourself when you need encouragement. Self-support ma,
seem dlfficult because you were taught as a child that it is wrong to feel
proud or to think that you do things well. You can support yourself by
using self-help books like this one, by saving money to meet your goals, by
caring for your health and fitness, and by rewarding yourself with relaxa-
tilon, pleasant activitlies, or presents.

MSUPPDHI'

Epending on your personal and ccrmnmity resources, you may be able to
get much external support as well as internal smpart. Some kinds of

- external: supp«:rt are listed on the next page.




1. Financial

a. Loans and grants for school or small business

b. Welfare or Aid for Dependent Children (AFDC)

C. Work-study programs for school

d. Funded jobs for the unemployed——Job CEPPS or Comprehensive Employ-
ment Training Act (CETA)

e. Speclal educational funds for minorities

f. GI Bill and Social Security education benefits

2. Intellectual

a. Study skllls and math anxlety clinies at schools

b. Remedial reading labs and tutors

c. Study guldes for entrance exams

d. College Level Examinatlion Program (CLEP) and life experience credit

at schools

e. Refresier courses and home study for job skllls
3. Physieal

a. County health clinics and public health service

b. Public housing

¢. School lunch program for children

d. Health insurance for students

e. Gym use by students

f. Quality child care by family or good sitter

4. PBnotional
a. Spouse childféﬁ, parents

b.

c. "Hcle mgdels"aaathers who have done the same thing

d. Minlster

e Community-Based Guidance (CBG) group

f Personal, academic, or career counselor

g Consclousness-raising or personal-growth group

1. Consider your support needs. Brainstorm the kinds of support you may
need to reach your goal. Remember that in a brainstorming session you accept
all ldeas——even ones that seem silly.
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2. Now list your resources - people, services, and agencies that could
possibly provide external support. If you don't know any, call your library
or Job Service Office (formerly Employment Security Office), and describe
your need. Others in your CBG group can be particularly helpful. They may

know resources you are unaware of’.

3. Finally, list below the things you most like to have (e.g., clothes,
favorite foods, money) or do (dance, walk outside, play with children, travel)
to reward yourself. Also note other ways you can give support to yourself.
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Chapter 15

Becoming Sirong
by Coping

When you méake changes, you will hit obstacles and feel stress. Stress
can discourage you as well as make you nervous or even physically sick. A1l
c.anges, even good changes, cause stress. Coping with stress means learning
ways to react to stressful events that allow you to overcome your fears and
reduce your tension. You can cope with stress by

(1) knowing when you are under stress

(2) deciding if you can change the stressful situation
(3) controlling stress when situations can't be changed

(4) nhaving a coping plan
COPING SKILLS

Belng Assertive

To be assertive means that you stand up for your rights and directly .
and honestly share your thoughts, feelings or preferences without stepping
on the rights of others. Most people find that they are able to assert
themselves in some situations but not in others. For example, ycu may be
able to stand up for your rights when you are dealing with your children, but
be campletely nonassertive when it comes to dealing with your spouse or with
your parents. Belng assertive and speaking up for what you want can help
you cope with many situations, such as when you feel that you are not listened
to, when you are trylng to secure job interviews, and when you are trying to
get information about returning to school. If you can state clearly and
directly what you want in these situations, your chances of getting 1t will
be g‘eatly mpf-gved Time and space do not allow a full presentaticn of how.
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you can become more assertive. However, if you feel that you do not know
how to stand up lor your rights ard are easily taken advantage of, then same
of the following ideas may help.

(1) The contimuing education departments of many colleges arnd
universitites offer courses in agsertion training that are open
~ to the public.
(2) You could call your community mental health center ard requect
to see a counselor who could help you wark on becaning more
_ assertive,
(3) A rumber of self-help books are available in bookstores and some
are listed in the bibliography at the end of the book.

Relaxing

Arother way to cope with stress is to relax your body. Many times some
situation in your life causes your body to tense up. This bodily tension
then only increases the overall tension you feel. If you can learn to relax
your muscles, you can decrease at least part of the overall tenslon you are

feeling.

Fhysical exercise, prayer, and meditation can be relaxing. Hot baths
and massages will also relax your muscles. Another good way to relax is to
follow the procedure described below. You can do 1t whenever you feel stress
or when you know you are about to get involved in a stressful s tuation (such
as a job interview or exam at school). If stress is making it difficult for
you to sleep at night, doing the exercise described below can help you get
to sleep. The exercise takes only about ten minutes.

Relaxation Exercise

1. Lie comfartably in a quiet Spot; remove shoes ard tight clothing.

2. Close your eyes.

3. Starting with your toes, tightly tense every muscle in your foot by
pointing your toes down hard until you feel pain and tension in your
feet. Hold the tension for a slow count of three and release slowly.
The warm feeling that flows into your feet is relaxation. Hold the
relaxation for around 10-15 secords. . .

4. TFollow the same pattern of TENSE ~ HOLD -~ RELAX as ydu move up your
body. Remember to tense far only a short time, then relax for 10-15
secords each time.

a. lower legs

b. knees

¢c. upper legs

d. buttocks

e. stamach and hips

f. chest (take a deep hreath to hoid)

g. shoulders (pull them way up; hoid and drop)

h. upper arms (flex muscles)
i 1. . Fowe® arms (flex muscles)
SRS 8L rends (Glench figts) ,

: k. neck and Jaw (ciénch teeth ard pull mouth tight)

1. eyes arnd forehead (wrinkle brow tightly)

QO .. : %
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5. Checking to be sure no tenslon has crept back into your body, think
of your favorite restful place. Imagine yourself there arnd plcture
the scene. Concentrate on how relaxed you feel.

6. When you are ready, call yourself back to normal slowly by counting
backwards 3-2-1 and opening your eyes.

Self-Statements

In many situations it is what we unknowingly say silently to ourselves
that causes us to feel nervous and tense. For example, some pecple who
find themselves in a stressful situation (such as a Job interview) may be

thinking:
I'm really nervous.

I'11l rever be able to came across well.
I'11l never be able to get a job.

These thoughts only make the person more nervous and distressed. They get

in the way of good interviewing behavior and cause the person to do pocriy

in the interview because he/she is not able to listen and concentrate on

the answers to the questions. On the other hand, others might find themselves
In the same situation but be thinking things like:

I'm doing okay so far.
I'm a 1little nervous but that's to be expected.
It's not the end of the warld if I don't get this job.

People who think these latter things will probably do better in the interview
sltuation because they are supporting themselves and giving themselves more
confidence.

The point is that what you say to yourself inside influences how you
come across to others. Some examples of statements for coping with stress
ard when you might say them silently to yourself are listed below.

Before stress: I can handle this.
3tress is natural; I know to expect it.
I will be able to do it.

During stress: Breathe deeply and relax.
Concentrate on the job to be done.
I'm able to cope with this.
I know thls 1is stress; it's natural and I can relax
and handle it.
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After stress: I handle stress better every time.
I was able to keep the stress from overwhelming me.
I did a good Job.

Managing Feelings

Your feelings affect much of what you do. Everyone has feellng reactions
because feelings are both inborn and learned. However, people differ in their
awareness of their feelings and in their verbal and nonverbal expression of
them. Although experts disagree about which emotions are present at birth,
it 1s likely that newborns have three feeling states: surprise, anger, and
satisfaction. If so, the wide range of feelings expressed by adults is
learned during childhood through experience and from others. During child-
hood people also learn when, where, and how to express feelings in words.

Men, for example, are often taught not to express feelings in words. Some
people, on the other hand, learn to forget loglc and rely only on feelings.
Ideally, the processes of thinking and feeling are combined in everyday life.

Self-Advancing Feelings

Clear feelings can give us messages about what we want or need. Rest-
lessness can tell us it is time to change; pride can tell us we have achieved
something worthwhlle. It is important to learn feelings of self-acceptance,
confidence, optimism, and perseverance if you did not learn them when you
were a child. You can learn feelings like these by paying attention to your
talents and accomplishments, by saying to yourself:

You can do this if you try.

That's a good job

You have a lot of talent for this.

Keep trying. You will be able to do this.

Self-Defeating Feellngs

Some feelings hinder people from exploring -hemselves, loving others,
and learning new skills. Usually these feelings are based on nonproductive
ideas, such as the following:

Everyone must like me.

I can never make mistakes.

I can make changes without planning.
The world must be fair. :

I must be perfect at everything.

Having these kinds of expectations as a condition for allowing yourself
to feel confident is self-defeating. It is very unlikely that your nonpro-
ductive ideas will materlalize. Thoughts based on unrealistic expectations
can lead to feelings of rejection, anger, guilt, shame, and fear. And while
those feelings can be valid and even helpful when based on likely or realistic
situations, they become self-defeating when based on impossibly high standards.
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SUMMARY

In this sectlon, you have learmed different methods of becoming a
stronger adult. Added strength is helpful when you are making changes;
being strong helps in preparing for change (planning, and in maintaining
changes (coping with stress). The methods outlined here can help you use
the Information you have about yourself and about opportunities from Sections
I and II. The final key to becoming stronger is to believe in yourself and
your goal. Make the success emotions part of everyday life. Try confidence,
optimism, and perseverance: I can do it. I will do it. 1I'1l keep trying
until I do.
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chapier 16

Becoming More
Knowledgeable

You should now be more aware of yourself and of opportunities around
you for school, work, and personal growth. You may have made a decisicxn3
set a goal, and made plans to reach that goal.

If you need more help or want more information, you can go to lceal
community agencles. Professional counseling may also be avallable to you
at your mental health center or at a college or commnity college. More
information on opportunities is available from your library, high school
counselor, school registrar or admissions office, or the Job Service office
(formerly Employment Security Commission).

Use all your community ties to get and share information and assistance.
Let people know that you are returning to school or looking for work. You
may want to form a group with people who are also making changes. If so,
the Leader's Guide for Becoming has been designed for this use. We advise
this group plan because It pools support and resources.

Good luck in meeting your goals! If you can, write us and tell us of
your success. We'd like to joln your supporters.

Nancy Voight

Alice Cotter Iawler

Kathering Fee Fulkerson

Peabody Hall 037A

University of North Carolina
Chapel Hill, Norch Carolina 27514



Appendix A

LAWS THAT PROHIBIT DISCRIMINATION

Title VIT of the Civil Rights Act of 1964 (amended in 1972)

An employer cannot discriminate in hiring, training, firing, promo-
tions, wages, layoffs, disciplinary actions, benefits, or privileges solely
because of RACE, COLOR, RELIGION, SEX, or NATIONAL ORIGIN.

Not all employers are covered by Title VII. These are: private
employers of 15 or more persons, public and private schools, state and local
governments, public ard private employment agenciles, labor unions with 15
or more memobers, labor-management training committees.

Write to: Equal Employment Opportunity Commission

2401 E Street N.W.
Washington, D.D. 20506

Equal Pay Act of 1963 and 1972

An employesr must pay MEN and WOMEN equal pay and overtime pay for
equal work requiring equal skill, effort, and responsibility. The work
does not have to bc identical.

Not all employers are covered by this law. These are: employers who
sell more than $250,000 in goods or services per year, laundries, dry
cleaners, clothing repair workers, hospitals, nursing homes, public and
private schools, private household workers and baby .sitters.

Write to: Wage and Hour Division
Employment Standards Administration
U.S. Department of Labor
Washington, D.C. 20210

Age Discrimination in Zmployment Act

An employer camnot discriminate on the basls of AGE against any person
between the ages of 40 and 65 in hiring, firing, promotion, or benefits.

Not all employers are covered. The law applies to employers of 20 or
more workers, employment agencies, federal and state goverrnments, and labor
unlons of 25 members or more.

Write to: Wage and Hour Division

Employment Standards Administration

U.S. Department of Labor
Washington, D.C. 20210
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Executive Order 11478

The T'ederal government, government-owned corporations, or Indian tribes
camnot discriminate in employment because of RACE, COLOR, SEX, RELIGION, or
NATIONAL ORIGIN.

Write to: U.S. Civil Service Commission

1900 E Street, N.W.
Washingten, D.C. 20415

Executive Order 11246

Federal ccntractors arid subcontractors cannot discriminate in employment
because of RACE, COLOR, SEX. RELIGION, or NATTONKAL ORIGIN. To find out if
your private employer is covered, ask if they have any government contracts.

Write to: Office of Federal Contract Compliance Programs

UI.S. Department of Labor
Washington, D.C. 20210

Title IX of the Education Amendments of 1972

Schools and colleges that receive federsal aid may not discriminate against
a student on the basis of SEX. Schools must allow participation in all acti-
vities and classzes.

Write to: Office of Civil Rights
Department of Education
Washington, D.C. 20201

Title VI of the Civil Rights Act of 1964

A school or university cannot discriminate on the basis of RACE, COLOR,
or NATIONAL ORIGIN in selection, services, financial aid, or other benefits.

Only schools receiving federal aid are covered. This includes most
schools.
Write to: Office of Civil Rights

Department of Education
Washington, D.C. 20201
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Dcc',atian

Accountants

Actors and Artists
Actuaries
Advertisine Workers
Alrcraft Industries

Airline Vorkers
Archltects
Architects, Eandécape
Astronomers

Bakers

Bankers

Barbers and Beauty
Operators

Bricklayers

Broadcasters

Building Trades
Chemists
Chiropractors

Coal Mining
Compositors

Data Processors

Decorators

Dental Assistants

Appendix B
Trade Agenciles
Organization and Address

American Institute of Certified Public Accountants,
666 Fifth Ave., New York, NY 10019

Associlated Actors and Artists of America, 165 W.
beth St., New York, NY 10036

Society of Actuaries 208 3. LaSalle, St.,
Chicago, IL 60604

American Advertising Federation, 1225 Connecticut
Ave., NW, Washington, DC 20@36

Aermspafe Industries Assoclation of Amerlea, 1725
DeSales 3t., NW, Washington, DC 20036

Alr Transport Assaciaticn of America, 1000 Connezcticut
Ave., Washington, DC 20036

American Institute of Architects, 1735 New York Ave.,
NW. Washington, DC 20036

American Society cf Landscape Archltects,
Meadow Rd., McLean, VA 22101

Amerdcan Astrﬁﬂémical Soclety, 211 Fitz Randolph Rd.,
Princeton, NJ 08540

American Eakers Association, Sulte 650, 1700 Pennsyl-
vania Ave., NW, Washington, DC 20006

American Bankérs Assoclation, 90 Park Ave., New York,
NY 10016

Associated Master Barbers and Beauticlans of America,
219 Greermlch Rd., P.O. Box 17782, Charlotte, NC 282 11

Structural Clay Pfﬂducts Institute, 1750 014 MEadcw
Rd., MecLean, VA 22101

National Association of Broadcasters, 1771 N St., NW,
Washington, DC 20036

AFL, and CIO Building and Construction Trades Department,
815 16th St., NW, Washington, DC 20006

American Chemigal Sgciety, 1155 16th St., NW,
Washington, DC 20036

International Chiropractors Assoclation, 74l Brady
St., Davenport, IA 52805

National Coal Association, 1130 17th St., NW,
Washington, DC 20036

Printing Industries of America, Inc., 5223 River Rd.,
NW, Washington, DC 20016

Data Processing Management Assoclation, 505 Busse Hwy.,
Park Ridge, IL 60068

American Institute of Interior Decorators, 730 Fifth
Ave., New York, NY 10019

Anerican Dental Assistants Assaciatiﬂn 211 E.
Chicago Ave., Chlcago, IL 60611

1750 014
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Denital Hyglenists

Dental Technlclans
Dentists
Dieticlans
Ecology Workers
Electrical Workers
Engineers, Aeronautical
Agriculfural
Engineers, Ceramic
Engineers, Chemlcal
Englneers, Civil
Engineers, Electriecal
Englneers, Industrial
Engineers, Mechanical

Engineers,

Metallurgical, and
Petroleum

Engineers, Radlo

Farmers

Florists

Foresters

Forge Shop Workers

Funeral Directors
and Embalmers
Geographers

Geologlsts

Organization and Address

American Dental Hyglenlsts' Associlation, 100 E. Ohlo
St., Chlcago, IL 60611

Natlonal Assoclation of Certified Dental Laboratoriles,
1330 Massachusetts Ave., NW, Washington, DC 20005

Amerlcan Dental Associlation, 211 E. Chicago Ave.,
Chlcago, IL 60611 7

Amertcan Dletetic Association, 620 N. Michigan Ave.,
Chicago, IL 60611

Ecologlcal Soclety of America, Dept. of Botany,
Southern I1linols University, Carbondale, IL 62901

International Brotherhood of Electrical Workers,
1200 15th St., NW, Washington, DC 20005

American Institute of Aeronautics and Astronauvtics,
1290 Avenue of the Americas, New York, NY 10010

Amerlcan Society of Agricultural Englneers, 2950
Niles Rd., St. Joseph, MI 49085

Amerlcan Ceramlc Society, 4055 N. High St., Columbus,
OH 43214 ,

American Institute of Chemlcal Engineers, 345 E. 47th
St., New York, NY 10017

American Soclety of Civil Engineers, 345 E. 47th St.,
New York, NY 10017

Institute of Electrical and Electronics Engineers,
345 E. 47th St., New York, NY 10017 , :

American Institute of Industrial Englneers, 345 E. 47th
St., New York, NY 10017 ,

American Society of Mechanlcal Engineers, 345 E. UTth
St., New York, NY 10017

Amerlcan Institute of Mining, Metallurgical, and
Petroleum Engineers, 345 E. 47th St., New York,
NY 10017

Instltute of Elecirical and Electronics Engineers,
345 E. 47th St., New York, NY 10017

U.S. Dent. of Agriculture, Washington, DC 20250

Soclety of American Florists and Ornamental Horti-
culturiscs, 901 N. Washington St., Alexandria,
VA 22314

Soclety of Amerlcan Foresters, 1010 16th St., NW,
Washington, DC 20036

Forging Industry Assoclation, 55 Public Square,
Cleveland, OH 44113

National Funeral Directors Association of the u.s.,
135 W. Wells St., Milwaukee, WI 53203 o

Assoclation of American Geographers, 1146 16th St.,

NW, Washington, DC 20036 o

American Geologlcal Institute, 1444 North St.,
NW, Washington, DC 20005

104

106



Occupations

Hairdressers and
Cosmetologlsts
Home Economists
Hospital Workers
Hotel Workers
Insurance Agents

Jewelers and Jewelry
Repairers
Laundry Workers

Lawyers
Librarians
Machinists,
All-around
Mathemeticians
Mechanics,
Refrigeration and
Alr Conditioning
Medlcal Laboratory
Techniclians
Medical Record
Librarians
Medical X-Ray
Techniclans
Meterologists
Microbiologists
Musiclans
Nurses, Practical

Nurses, Reglstered

Occupational Therapists

Opticians

Optometrists

Organization and Address

National Hairdressers and Cosmetologists Association,
175 Fifth Ave., New York, NY 10010

Amerlcan Home Economics Association, 1600 20th St.,
NW, Washington, DC 20009 ,

American Hospital Association, 840 N. Lake Shore
Dr., Chicago, IL 60611

American Hotel and Motel Association, 221 W. 57th sSt.,
New York, NY 10010

Natlonal Assoclation of Insurance Agents, 96 Fulton
St., New York, NY 10038

Retail Jewelers of America, 1025 Vermont Ave., NW,
Washington, DC 20005

American Institute of Laundering, Box 940, Jolilet,
II, 60433

American Bar Association, 1155 E. 60th St., Chicago,
IL 60637

American Library Association, 50 E. Huron st.,
Chicago, IL 60611

International Association of Machinists, 1300
Connecticut Ave., Washington, DC 20036

Mathematical Association of America, SUNY at
Buffalo, Buffalo, NY 14214

United Assoclation of Journeymen, Apprentices of
Plumbing and Pipe Fitting Industries, 901 Massa-
chusetts Ave., Washington, DC 20001

Reglstry of Medical Technologists, American Soclety
of Clinical Pathologists, P.O. Box 2544, Muncie,
IN 47302 )

American Medical Record Association, 875 N. Michigan
Ave., Chicago, IL 60611

American Society, Radlologic Technicians, 537 S.
Main St., Fond Du Lac, WI 54935

American Meteorological Society, 45 Beacon St.,
Boston, MA 02108

American Soclety of Bacteriology, 1913 Eye st.,
NW, Washington, DC 20006 ,

American Federation of Muslcians, 641 Lexington
Ave., New York, NY 10022

Natlonal Association for Practical Nurse Education )
and Service, Inc., 1465 Broadway, New York, NY 10036

Natlonal League for Nursing, 10 Columbus Circle,
New York, NY 10018

American Occupational Therapy Assoclation, 251 Park
Ave., South, New York, NY 10010

Optlcal Society of America, 2100 Permsylvania Ave.,
NW, Washington, DC 20037

Amerlcan Optometric Associlation, 7000 Chippewa
St., St. Louls, MO 63119
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Occupations

Osteopathic Physicians

Painters and
Paperhangers
Petroleun Workers
Pharmacists
Photographers
Physical Therapists
Physicians
Physiclsts

Plastic Workers

Plumbers and Pipe
Fitters

Podiatrists
Psychologlsts

Rallroad Workers

Real Estate Sales Agents

Récreation Workers
Restaurant ﬁbrkers
Retall Grocers
Secretaries
Soclal Workers
Speech Therapists

Teachers

Television and Radilo

Workers

Organization and Address

American Osteopathlc Association, 212 E. Chio 3t.,
Chicage, IL 60611

Brotherhood of Painters, Decorators, and Paperhangers
of America, 217-219 N. 6th St., Lafayette, IN 47901

American Petroleum Institute, 1271 Avenue of the
Amerlcas, New York, NY 10020

American Pharmaceutical Assoclation, 2215 Constitution
Ave., Washington, DC 20037

Professional Photographers of America, 1090 Executilve
Way, Oak Leaf Commons, Des Plaines, IL 60018

American Physlcal Therapy Assoclation, 1790 Broadway,
New York, NY 10019

American Medical Assoclation, 535 N. Dearborn St.,
Chicago, IL 60610

American Institute of Physics, 335 E. U5th St., New
York, NY 10017

Soclety of the Plastics Industry, 250 Park Ave.,
New York, NY 10017

United Association of Journeymen, Apprentices of
Plurbing and Pipe Fitting Industries, 901
Massachusetts Ave., NW, Washington, DC 20001

Amerlcan Podiatry Association, 20 Chevy Chase Cirecle,
NW, Washington, DC 20015

American Psychological Association, 1200 17th St.,
NW, Washington, DC 20036

Assoclation of American Railroads, American Rallroads
Bldg., Washlington, DC 20036

National Assoclation of Real Estate Boards, 155 E.
Superior St., Chicago, IL 60611

National Recreation and Park Association, 1700
Pennsylvania Ave., NW, Washington, DC 20006

National Restaurant Association, 1530 N. Lake Shore
Dr., Chicago, IL 60610

National Association of Retall Grocers of the Undted
States, 360 N. Michigan Ave,, Chicago, IL 60601

Natlonal Secretaries Association, 616 E. 63rd St.,
Kansas City, MO 64110

National Commission f'or Social Work Careers, 2 Park
Ave., New York, NY 10016

Amerlcan Speech and Hearing Association, 9030 01d
Georgetowr: Road, Washington, DC 20014

Naticnal Center for Information on Careers in Education,

1607 New Hampshire Ave., NW, Washington, DC 20009
American Federation of Televislon and Radio Artists,
724 Fifth Ave., New York, NY 10022
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Textlile Workers
Truckers
Veterdnarians

Welders

Orgenization and Address

American Textiles Assoclatilon, 1501 Johnston St.,
Charlotte, NC 28202

Amerdican Trucklng Assoclation, 1616 P St., NW,
Washington, DC 20036 ,

American Veterinary Medical Association, 600 S.
Michigan Ave., Chicago, IL 60605

American Welding Soclety, 2501 NW 7th St., Miami,
FL 33125
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Appendix C

BOOKS OF INTEREST

Bolles, R.N. What Color Is Your Parachute? A Practical Manual for Job
Hunters and Ca;eerkchaﬁgersi Berkeley, California: Ten Speed Press,
1977,

Campbell, D.P. If You Don't Know Where You're Going, You'll Probably
End Up S@mewhere Else. Niles, I1linols: Argus Comunications, 197H.

Crystal, J.C., and Bolles, R.N. Where Do I Go From Here with My Life?
. New York: Seaburv Press, 1974.

Department of Labor., A Working Woman's Guide to her Job Rights.
Washington, D.C.: U.S. Government Printing Office, 1975.

Jackson, T. Twenty-elght Days to a Better Job. New York: Hawthorme
Books, 1977

Jackson, T., and Mayleas, D. The Hidden Job Market. New York:
Quadrangle Ecaks, N.Y. Times Co., 1976.

Lembeck, R. 100l Job Ideas for Today's Woman: A Checklist Gulde to the-
Job Market. New York: Doubleday, 1975. S

Retwrning to School and School Skills

The Amerdican College. Test Wiseness: Test-Taking Skills for Adults
Returning to School. New York: McGraw-Hill, 1978.

Apps, J.W. Study Skills for Those Adults Returning to School. New York:
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