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ABSTRACT » -/

. This instructor's guide adcompanies the self-paced
student training modules on parts counter,) available separately as CE
031 572. Introductory materials include a description of the
components/ of the pre-apprenticeship project, discussion of teacher's
,role in students' completion of the modules, and scope.and contents
of Phase 2 training. Each of the 23 modules are briefly summarized #
according to this format: number of new vocabulary words; goal;

. performance indicators; overview and suggestions; description of any

assignment(s) and/or job sheet(s) and listing of maferials, tools,
-and_equipment nkcessary to .complete them; and supplementary
references. An annotated bibliography coptaint'reference; for further
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On behalf of Lane Community.College, I wish to express our:
" pride and gratitude for the opportunity to participate in the
development of the Pre-Apprenticeship training miEterials. We ° ’
also wish to commend the- Oregon Departme t. of Education for?
its original cantept and cohtinued support; and, the Etucational
‘ Linkages Component of the CETA;Governor's Grant for funding. - >
. \ v ¢ .
. The'goals_of this project are many, but noge are more’ﬁmportant
. - than that of producing valid, understandable vocational.curriculum .®
. material. We congratulate the tradespeople ant prgddction staff
for thier gccomplishments. . - )
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Finally,il‘repommend this material to anyone exploreing Pre- .- :
Apprenticeship as an entry into .the vocatiohalfwork-world,fwith
the hope and belief that it will go a long way toward producing . -

skilled craftspeople who are dedlicated to their work. -
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¢ ..« Phase I1 . 7

y; " INTRODUCTION . - S )
e ' - , F 3

- - [

1 ~ . !
This is the second phase of a designed multi-phase project of pre-apprenticeship
stdﬁy' Phase II begins in earnest the deve]opmépt of manipulative skills essen-
tial, to the trade. It rex 1n§roduces and elaborates,on many gf the tools, mater-

1als and equ1pment set forth in Phase I-, and 1ntroquces progects and assignments
designed to build trade know]edge dnd trade manipulative skills.

‘\A .
.y - - 4 ~

.

The projéct'consists of three major componenté:
, \ { '
1) INSTRUCTOR S GUIDE, containing a brief summary of each of the trade
. modu]es, 1nc1ud1ng the materials, tools and equipment necessary to com-
plete the Job Sheefs and/or Assignments; an annotated bibjiography for
- / . .

> further study and/or clarification of a topic. . ' .

IS

2) Self-paced LEARNING MODULES for .student study. T(; mddu]es are designed

. ‘ to impart trade knowledge and skills to the student.- Each module is
comprised of the following: ) ‘

’ a) Cover'Sheet--Tists module title, godls, performance indicators

) Study Guide-rgives directions for completion of module

) Intmoduction (optional)--explains wﬁy the module is important

)

Vocapulary--Tists and defines any new trade terms or technical \
words necessary for understanding the module's content :

i ' e) Supp]ementary References;ageta1ls wherle to go for further study

f) InformatJon—-prov1des information and graph1cs Govering the
o module's topic(s)

. §) Self Assessment (optional)--provides students an opportunit} to
‘a ‘ < test their comprehension

, ~h) Assignmeﬁt (optional)--gnables students to research further into
the topic v ! : .

-

i) Job Sheet (optional)--lists materials and tools necessary to
) co complete the tasks which are designed to develop manipulative -
; ski1lt . ’ ) .

- J) Post Assessment (opt1ona1)--enables the instructor to test 3
| student comprebension

PN
¥ B /

. . f

. - r

- ) 3) SURVIVAL or COPING SKILLS MODULES have been developed to proﬁote -
i [ . L] ’
: ; ‘ . - ?
. Q ‘ < e, . * ) . -
ERIC 5 .




soc1a1 skills deve]opngnt These 43 modules elaborate on the top1cs
]ntroduced'1n Phase .I and cover such topics as: Losing your Driver's
License, Death in the Family, Divorce, Time Management, Buy1ng,a Home ,
Maintaining Enéd t, and other social skills which have a bearing on’
the quality of worg 11fe~and'peisona1 satisfactipn. T “

IMPLEMENTATION

]

It'ts essential -during Phase I1 that the student develop the skills necessary
-to perform the tasks of the trade as outlined ard demonstrated in the modules.

For th1s reason, the 1nstruct1onrshou1d be conducted by a skilled craftsperson
from the trade or occupat1on who has the necessary teach1ng sk1lls

” 4 . . . ’ '
. [
At the completion of Phase jI the trainee w111/have enough exper1ence Wit
the occupation to decide whether to continue with the. training 18to Phase I\I,

which will ultimately represent a carqer choice ahd entrance into apprenticeshi
3 2 . »

£
1

Recommendations for successful module completion

U
This phase of pre anprent1cesh1p study requires the studenf to develop Job:
skills whigh will enable hgm or her to be a productive worker‘br to becide
against Wursuing the trade as -a-viable career ChRice. To that end the

instructor should: _ . 7 g « o

\

N ) .
1) Realize that ski11-building and development is depemndent on repea&ed
phy51ca1 performance and self-confidence. . \

Prov1ae a sett1ng *h whlch students are encouraged to deve$d% skills
at’ their own individual pace., Assessments are designed as tests of
comprehens\on, net as tests 02’5k1lls or trade abilities.

Coord1nate the use of mater1algs'tools and equipment S0 that each ’
studént can fulfill his-or her potent1a1 .

Ensure that each student praet1ces the trade sk1lls in the accé?Egd
mgnner, and practices fericugl to deve10p skills to a professiona
trade standard ) :

.

Make a?rahgements for v1sitat1ons (to stores, 'shops, Job§1tes etc. )
and ensure that\student; partvc1pate fully.

Gragtdgr commerit on 1ﬁd1V1dua1'Ass1gnments and Assessments, to ensure °
stu S are aware of tbe1r progress \

\ ’

+

Ensure that the trade sgills and kn w]edge presented in one module
are fully undérstoqd by Tthe student before allowing him o; her to
cont1nue to subsequent modules. e <.

. b , - . G 3
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SCOPE

»

Identification of Sheet Metal Body Phrts
Promotions, Advertising.and Merchandising -

Trades developed for studwin Phase II-Jnc1ude: =
& T. . > - - -
® I Drywall . Bricklaying f
Painting - "Parts Counter ’
- Plumbing *Electrical /. o
Floor Laying " *Welding . -
Plastering *Auto_Mechanic
tement Finishing *Carpentry i
Tilesetting ,
~ . '
. * Adapted from previously developed. ILS material.
. Y ‘ONITENTS
Catalo§-Arrangement and Indexing ) . )
Keeping Catalogs Current i o
' Igterpreting Customer Needs o o
andling Money Correctly < .
Selling: Getting the Job Done SN
Salesmanship R
. Picking Merchandise: “Major Suppliers"
Picking Merchandise: "Warehouse" . '
« Picking Merchandise: "Small Store" .
Picking Merchandise: "Special Order Parts”
. Picking Merchandise: "Hard to Get Parts" ' \
Shipping V! ‘ coe
Pricing Items for Sale '
Operating a Mic/ofiche Reader . S
Inventory Control ) -
Receiving Merchgndise . . -
= Stocking: Stock Turnover ' . :
& Stocking .
Stocking \
.Returned Merchandise
+ Mdchine Shop and Customer Servi / = a
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MODULE TITLE: _ GATALOG ARRANGEMENT ‘AND. INDEXING- <

. L * )
NUMBER IN SERIES;, Ist of 23 .
-NEW VOCABULARY WORDS: 13 .
) ) 3 ., - . - r]
" GOAL* : ¢t . o : :
The student will be able to'recognize methods of .arranging and .
indexing catalogs. . L
2 : ' .
. \
PERFORMANCE INDICATORS: b |
. - - ) R ! .-
The student . will demonstrate knowledge of the subject by successfully
A ~ .
completing a Self Assessmeént, an Assignment and a Post Assessment. '
. < o '

7
»

4

' OVERVIEW AND SUGGEgTIONS:

*

‘This"module‘covers the 3 most'common methods used to organize péris cataM™gs:
1. Weatherly System ' ‘

J -~ 2. ?%ctory Group Number Systems
' 3. Manufacturer's name
, *
7 A —
i -
N\ . ’
. ) iili: t{
) 5
' - 5
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@ ASSIGNMENT(S) DESCRIPTION AND MATERIALS REQUIRED:
A . \ .
The student as required to examine parts catalogs and their systems of
¢ arrangement The instructor may arrange for visits and should make
. ava11ab1e G.M., Ford and 1oca] parts Store cata]ogs
s

. &
P L3

‘ , . T,
JOB SHEET- DESCRIPTION AND MATERIALS AND TOOLS REQUIRED;

None. v .

'.
-

- -

SUPPLEMENTARY REFERENCES:

The Inside Sa]esman .

Auto Parts Manual

Counterman's Handbook

»™N




‘;“

MODULE TITLE: KEEPING CATALOGS CURRENT-

~ NUMBER IN SERIES: 2nd of 23 3
) ' o ot "‘, . \\
-~ NEW VOCABULARY wpnqs:_ 6 ' . :
GOAL: )
® !
The student will understand the importance of keeping catalogs Current
and.will be able to identify procedures for keeping them €urreft. -

* A
Y ~ =
- . g ° ‘ . [

renfommce INDICATORS: - .
Given a ;et of old énq current catalogs, the‘studgnt will update a cataleg
set and will -complete a Self and Post Assedsment.

L

’

OVERVIEW AND SUGGESTIONS: '

8 \]
. : Y -
This module covers some the things the manufacturer can do to keep™

catalogs current. Also, procedures for Kgéping track of when cata]og‘
changes are made (and by whom) are covered. "

Have students discuss what the best way to doithese thihgs would be.

« '
— -

-
- 4

4
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ASQIGNMENT‘(S) DESCRIRTION AND MATERIALS REQUIRED

The student is requlred to visit an auto parts store to ask questions

and to take notes on the answers. Y

<

!

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED

The student is requ1red to update a catalog and to observe a. parts coun
worker dealing with custqmers. N )
Requjres: up-to- date catalo’s, old catalogs, and price lists

S

L
ud 5
SUPPLEMENTARY REFERENCES: - ‘e
. Auto Parts Counter Worker ' ‘
_The Inside Salesman ¥ ’ ;
Counterman's Handbook .
Y
\ —
. - |
- | 8 .
L ' 1 e

-z

ter

l

A.ﬂ.‘




J / ! A ’
" . / ) ' .
. N } ! - / : L -
’ = v 'k\' 1 ’ . ' ‘ !
. ’ < : " /o, s ' ‘ .{
MODULE TITLE: “w”*INTﬁRP&ETING CUSIOMER‘NEEDS. v . ., B ' .
L Y “(
NUMBER IN SERIES: ﬁﬂ( of 23~ o Y "
N - ‘ K
NEW VOCAauuﬁv wonns: i5 g .
/‘ . . \ '..
G'OA : ' ! ]
'A L = . :
. The student wﬂ] Tearn téchmquos tha; parts counter workers use to find ~
.. -the correct part for the customer.” 4, . % . y ,
» ) s ®. i‘ T L " . L4 ' .
. \A . -' | - ¢ ’ .\‘ ' .“ “ ‘ E . ] .
- o ) ' . . : 4‘ . - . S -
PERFORMANCE INDICATORS: IR LA Lo
Jhe student will successfully complete a Self. Assessment, Assignments, <
Job Sheet and a Post Assessment Y e , t
b . . 4 4 R *
+ ) L ) , “ ' , \ -
2 - ¢ /
» R * . - .
~ ‘\ » :.. < ] )' B
- " ™
! L oo S
. . . ;- ) ’ ( K
. . ) \ ' . . - * L .
'OVERVIEW AND sueaasﬂons o
3 Th1s modu]e covers the bas1cs of pa.rts ;ata]og\pages and how 1nformat1on
3 recewed from the customér is translated in the parts cata]ogs
\ ~
- ~ ' »” 20 N *
- The 1nstructor should prov1de parts ca%:a]ogs and requ1re ’th.e students t
Took up parts untﬂ students bécome famﬂ'r upth cata]og symbo]s and’ notqs
n : - . L N .
. \ L4 ‘ ‘»' '.
\ ' R ’ ’ ! , R T
N
‘
7 ' ' LY
iae . AY
' 45‘ ! ' h " (' ’ ) ‘ . ?.w’ ¢ f
r/ * . ! ., "l" -
« A ‘
? ’ -
]
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' 7ot .
il — o S

. Qo\"@ﬁterman's 'Handbook

~

ASSIGNME?‘T(S) DESCRIPTION AND MATERMLS REOUIRED

The assignments . r‘aquwe the students to ro]o play and to fmd information '

in parts catdlogs. - - . : : et
P )
Requn'es., parts catalogs - > .
“’ ." L] i
- L4 ;‘ »
\
’ = . ~
- 13 £ -
. . ’ -
" vm . 4
. ~ % 2 -
A ’
. . N ' ~ - .
- il . ' - - ’ ’ ’
] . , * ” . .&

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS Rf‘UlREb:
- - _ .

R ~ - t

' SUPPLEMENTARY REFERENCES: | S .

-

The Inside Salesman_ -

.

v

.
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MODULE TITLE: HANDLING MONEY CORRECTL ”
NUMBER IN SERIES:  4th of 23 . .
L& ,ﬁ « - ‘
NEW VQCABULARY WORDS: 3
! . N G
. LA -
GOAL. v . " ) s .
The student will be able to 1dent1fy the pr1nc1p1es of handl1ng money
correctly and w11] practice -those pr1nc1ples ’
/. . f

-

PEREORMANCE INDICATORS: ‘

-~

The student will complete a Self and Post Assessment and will practice

) countlng out change. The student will become proficient in the use’of

a tash reg1ster and an adding machine or calculator.

-

\ ) .
N , U ' -,
o iy “ '
.- . . : . . '

.’ *

L)

A
OVERVIEW AND SUGGESTIONS:

. \ . ~ . )

This.module stresses the "safe" hafdling of morey in terms of locking up

excéss amounts, as well as the correct way to make change.
, practice making change a$ d}scribed in the module.

Students should

. \ - |
A «
: o
<
, R |
Yo -
.o . \
- - \ .
S L T
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Ry
|
\

\

|

|

: ' . ’

Requ1res

, N ‘]
. ’ |
| y
) . %‘ . )
) 1
SUPPLEMENTARY REFERENCES: *
' | )
Counterman's Handbook |
' l
The Inside Sa]esrum( a \ ,
Auto Parts Coupter Worker \ . -
|
) |
. | ]
/\ ] . »
» e
) ) _// . . ] 2 | 15 -
] /' 5 ¢ ¢
. } '

. ASSIGNMENT(8) DESCRIPTTON AND MATERIALS REQUIRED:

: J
. The student is required to pract1ce crunt1ng out change.

“
i

JOB"SHEET DESCRIPTION AND MATERIA“I.S AND TOOL_S REQUIRED:

|

' |
e students should practice the use of
chfne calculafor) until ‘they are-pro’

ash reg1ster adding machbne or ca]cula

-
LA

-
\
\ .‘\

|
|

* ~ M——/
% 1

jhe equipment (cash register, adding,
161gpt

or
g




TMODULE TITLE: - SELLING; GETTING THE JOB DONE

NUMBER IN SERIES: 5th of 23; .

;
! . v

' NEW VOCABULARY WORDS:-. 5 * i

cr 7 hd ‘ A

GOAL:. / T S

s

LI

PERFORB{AN INDICAT%RS:
’1 N o

The student will be able to idént,ify good sales attitudes.

. 9 * . ’ N

o - ' . -

”

/- £

“The student will complete a Self and Post Assessment and will observe

~ apd practice-sales technigues.
’ . -’
‘» ' ~ ”A , ’
o ) K ot d
.“.‘ : 7 A -.i
e - ;
° ‘ " b ’ .
‘e ) s
{ 3
ov;nvnew AND st.u:eesﬂcms,j o .
» @ v \ A , ! I
This modu]e covers the actua] steps iR seng "Ro]e p]aymg" is an -
. effectwe'method in he]pmg students avercome shyneSs, and in helping
them_to develop a good,athtude., Lo .
. ‘.‘ . . L R . \ . ot 2
3 - ' L ’
- | 2 * 4 ‘\ ‘ .
. \ > ~
¥ 4 . : .
- + .
: . - '3z 16
- & '.. a .
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ASSIGNMENT(S) DESCHIPTION AND MATERIALS ﬂEQUIRED

4

The ass1gnment requ1res students to v151t a parts store and o;serve

a counter worké¥ in act1on et

A - ) " ‘ )
’ !
) \ % ) v )
0 ' ‘-")
' . #

JOB SHEET DEQC‘RIPTION AND MATERIALS AND TOOLS REQUIHED

Requires "role playmg." L e

s ‘ _ o
L

SUPPLEMENTARY REFERENCES: 't

-

The Sale Begins When the Custqmer Says "No'.
Cases in Marketing // ) A : v A

'
N

[




. MODULE TITLE;  SALESMANSHIR

NUMBER IN SERIES:

6th of 23 '
{ NEW VOCABULARY WORDS: ¢ / )
- i'iOALlf ‘ ‘

‘The student will 1dent1fy the steps in handhng the customer orders '
in a sat1sfy1ng manner. '

2 I S
o L ‘
- PERFORMANGE INDICATORS: '

. a goodjsales attitude by completing a Se]f Assessment, an Ass1gnment,
" a Job Sheet and a’ Post Assessment -
\ - < )
. - . \ p

N
~ |
OVERVIEW AND SUGGESTIONS:

,This mddule explore’ proper attitudés and practices in counter selling-

and in sales. ~ —
N . . R (o
- M 3 -
N ‘ [ ]
A - - N ’ . ) : .
. " ., ’ .
. A
. ’ t ' .
/ ‘ ) v, r
: | '
* .18
y =15
P ' . )

| . The student will understand the fine principles necessary for developing '
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» ,
ASSIGNMENT(S) DESCRIPTION AND MATERIALS REQUIRED: )
_The Assignment requires the students to summarize the module's contents.
... , 'l «
- 1 v LN
v, . . )
) $ \
s " . l ,. =
‘, et ) ‘ ' . /
JOB SHEET DESCRIPTION AND MATERIAL§ ANb,TOOLS REOUIRED}
’ t < ’ } X
»- . ~ 7 ) - v .
- ~ P '
* : » Pl
4a o .
‘ ) . ’
.S \ " \ f )
! ‘4
L. e .
SUPPLEMENTARY REFERENCES: ’ i
S ' . = i
Counterman's Handbook S r )
. ' . \: - ’l .
Auto Paf‘ts Counter Worker ,
. ) » N .
The Inside Salesman . . . -
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. ‘MODULE: TITLE:

b

PLCKING MERCHANDISE: "MAJOR SUPPLIERS"

o L v T X \ )
.NUMBER IN SERIES: -7th of 23 = =+ -
: N . VPR R '
NEW VOCABULARY wo;w\.:: 0 N
GOAL: « . J S N .

<
'A

- The student will be ab]e to identify the differences between a major

supp11er and 1esser kndwn suppliers, and will identify advantages and
d1sadvantages of -each. (

v - ' .
. . . . ' )

/ i ) .
- .

PenronuANéé INDICATORS:

-

The student’ W111 demonstrate an understanding of the subJect by completing"
a Self Assessment, an Ass1gnment a Job Sheet and a Post Ass

essment.

¢ - T
. ' 4 "¢
I i \;/
OVERVIEW AND SUGGESTIONS: > "
A . ~ :
e , N .
L) ' /’ . *
) ‘ )
=t f.‘/
3 - . . '
-~ - ) 20
.f / j , ..

,r'




) A . -

. .

@ | ASSIGNMENT(S) DESCRIPTION AND MATERIALS REQUIRED:

N (PR
" i

The Assignment requires students to wotk with daily order sheets:)”

.,

»

¢ w
":! v
‘ . - i
© / . ¢ ,,"_'
JOB SHEET DESCRIPTION AND MATERIALS AND. TOOLS REQUIRED:
s ' N
L ]

The Job, Sheet requires the students to visit a parts store to see the
déﬁ]y parts order sheet. _ .

»

v/
, )
v {
.| SBUPPLEMENTARY REFERENCES: - | . -~ /
- '0 . 3 -
’ P(:Zs Catalogs (any years) ) .
/) N o )
! . Parts Jobbers Daily QOrder. Sheet, : . 7
N [ . ———

. \ r




MODULE TITLE:-  PICKING MERCHANDISE: "WAREHOUSE"

7

NUMBER IN SERIES: 8th of 23 N "

NEW VOCABULARY WORDS: 3

GOAL: - ' :
o / _ )

hd The student wik} become familjar with parts picking in a regional warehou’e. o
s ‘ !

L]
v

* PERFORMANCE INDICATORS:
' > t . - -
The student will demonstrate knowledge of the subject by successfully

completing a Self Assessment, an Assignment and a Psost Assessment.

.
i . N
< .
bl
/ . .
. .

. /
. - .

v

. "
R B

: o .
OVERVIEW AND SUGGESTIONS: R

, Warehouse layout and, the duties of parts pickers are covered in this
‘module.

-

Try to arr\*ange a visit to a major warehouse that supplies local parts
stores. Usuallys a group visit is more convenigntv than individuals
‘visiting at different times.

' - ’

r




[ 4

ISS'IGNMBN'T(S) DESCR]PTIbN AND MATERIALS liéG'UIRED:

. A~ ) : ' u ’ .
: Th.g Assignment requires students to t a local parts warehouse or
regicnal warehouse and.take notes of what is observed.

*

JOB SHEET DESCRIPTION AND MATERIALS A"lD T'OOI..‘,S REQUIRED:

-

. ? None. ' .
= > s

' |
* i
. 7 N Ve
‘ SUPPLEMEP\JTARY REFER'ENCES:' ' -
duto Parts Counter Worker o - ¢ ‘
— & ‘ \ .
4
' aw
23
g »

4
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: ‘

' OVERVIEW AND SUGGESTIONS: © - )

This module strés;gs ﬂgz importance of being accurate. One way to
reinforce this graphically would be to give the students mismatched

parts. Then let them try to make the parts fit together.

£y

\\

A

MODULE TITLE: _#PICKING MERCHANDISE: “SMALL STORE" {
.| NUMBEFN SERIES: Sth of 23y - _ ]
NEW VOCABULARY WORDS: ! ; ‘
GOAL: . - R | , s
. .
The student wil] be ablegto videntify the steps-involved in “picking mer-
chandise.” g N . ‘
. * &
f ?
PERFORMANCE INDICATORS: . :
The student will demonstrate knéwledge of the subject by successfully
completing the Self Assessménts the Assignment and the Post Assessment.
-‘ .
i (




. \ '\ \ 'ﬁ. M 2
ASSIGNMENT(S) DESCRIPTION AND MATERIALS REQUIRED:

The student is required to v1'7§1't' a pefrts store, talk about par.ts picking
‘with workers and ‘take notes for the instructor to read.

°
e

' LN

<

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:

- Yy

None.

Py .
SUPPLEMENTARY REFERENCES:

Counterman's Handbook .

The Inside Salesman
T . »
. Autg'ggrts Counter Worker

>




S . - - .
= - -" L ‘. -
. . ¢ ‘ ‘ — N, '
"MODULE TITLE: PICKING MERCHANDISE: "'SPECIAL ORDER PARTS" ‘ r
NUMBER IN SERIES: 4#0th of 23
NEW YOCABULARY WORDS: 1 - T e \,
GOAL! - - o ' .
\Thé student will u—nderstand and be able ;o'exp]ain what it means to '
. "special order" parts. + B
PERFORMANCE INDICATORS: A . : o ..
) ° . N’
> The student will demonstrate, knowledge of the subject\by successfully
completing a Self Assessment, an Assignment and a Post As;sessment.
~ - : LY '.
- ' X 2 Y
’ \ . ,‘ . ., d%ﬁ’*
, \) , . . - ‘i; -
4 N T . . : &
. OVERVIEW AND SUGGESTIONS:
- This mod,uiendis;cuss?s comgion ways in which counter workers may find parts.
N ~ A L
- <
. A .
. ’ - , -
. ‘
23 26 .
. . .

. . ‘ ) .
. - .
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e

\ - -
-~

- J
None. ° :
. r ¢
» *
N -~ \
3 <,
. -
4
) L L
- ® ’ Y - ’
L@
s —
¢ -1( § - " €.
s . ., - . - i .
1 SUPPLEMENTARY REFERENCES:. -
’ . » LY
) < 4
*
./’9 .
‘ ;-
S TR
. '
- {‘

. r

T
”

"s
\
!
|

|
4
1
\

t

* JOB SHEET DESCﬁlPTION AND MATERIALS AND TOOLS REQUIRED:

\
RN : L.
? . j : \ ' )
‘ ’ ASSIGNMENT(S) D!SCRIPTiON AND'MATER!ALS REQUIRED \ ) \\
. . N ‘ : ‘g‘%\ t\ . “h \\I
¢ The Assignment requ1res the student t usn} a local parts sto \ !
inquire about "special ordered" partsi \\) A 3




R - NUMB R IN SERIES llth of 23

NEW Vk)CA*ULARY VIORDS 3'

GOAL: \ . i

'

The s udent will j
how th y,may be obtained.

C

OVERV\EW AND SUGGESTIONS:

‘to- get parts..
7np1ng parts 7

‘N" - K

4

-

i - " ' ‘ ’ )
3 MOD\VLE T'TLE' \ PICKING ME‘RCHANDISE

_Th1s\modu1g‘!pvers ‘the basic and sd///r////

"HARD TO” G‘FT PARTS" .
. . 9

'
\

be"able to 1dent1fy hard- to-get parts and will determine
” .

T 4

'finer" points ifi Tocating hard-

If there is someone in your conmumty who specializes
in restormg o?d cars, that person tould talk to the class about difficulties

=

-

-




o) '.',W

/

L
ASSIGNMENT(S) DESCRIPTION AND MATE IALS REQUIRED
ealers and manufacturers'
upply obsolete parts. The
parts and give this list
- s

’ .

The student is requ1red to contact local
distributors to find out which compgnigs
student will make a 1ist of some obsolete
to the -instructor.

¢ ~
"4 — s ’ .
JOB SHEET DESCRIPTION AND MATER'ALSE AND TOOLS REQUIRED:
N None. = |
\// \ T i -
\\; . . @
® .. ‘ (o
L ] ‘ \‘
—— . .‘
' * -
\ ) i
“ [ 4
. ) SUPPLEMENTARY REFERENCES: ' |

Hollander Interchange Bodk

Manufacturer's Parts Manuals (any year)




. ) A - Q) : J‘v N . - .-
. MODULE TITLE:  suipPING . ¢ __

-

\ . : N
~NUMBER IN SERIES: 12th of 2§

. NEW VOCABULARY WORDS: 9

GOAL: - A ,
1 RN . ’
The student will 1gan‘nvthe 3pirocedures,&r shipping merchandise.

f
. -,
- \Q\Q . ’
. . .
! . .
.
! - .

ES

PERFORMANCE INDICATORS:

5

The student will demonstrate knowlédge of the subject by sucgessfully

~ completing the Self Assessment, the Assignment, the Job.Sheet and
the Post Assessment. - ,

e .
. ) .
\ ~ e
) . .
o oA ) ) A

L]
'

, ) . N T
I T - !

OVERVIEW AND SUGGESTIONS . .

-

This modyle d1scusses va,mous ways to ship merchand1se efff1c1ent1y

_ and inexpensively; discysses rout'ing in general .
2 L 3

.
A -2
" - v
" i L
EMC r ! - ;.‘/
A i 7ox provided by Evic . i ) )
. . N




ASSIGNMENT(S) DESCHIPTION AND MATERIALS REQUIRED

Arrangements may be made fpr a visit’
bus lines.

parts
The student is required to inguy

ores, motor lines

and rates.

k\

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRE
The Job Sheet requ{res siude

Tocate information on UP pping.

SUPPLEMENTARY REFERENCES:
’ ]
Counterman“s Handbook

]

(.

Aufo Parts Counter Worker

£

P

l

stio become familiar with UPS forms,

and

€ about freight services

N

and to




£

L}

.

R . - ) , '

MODULE TITLE:  PRICING ITEMS FOR SALE

NUMBER IN SERIEg: 13theof 23

NEW VOCABULARY WORDS: 4 . .

GOAL: ' '
&

'PERFORMANCE mmcndns: ’ L

The student will learn and practice the technidue for pricing sale parts

and will understand price 1lsts.
' *+

3

o

’4

.

-

A}

-

The student will demonstrate khow]edge of the subj¥ct by successfully

completing the Self Assessment Ass1gnment -Job Sheet and Posg Assessment
. 14

OVERVIEW AND suao!sﬂous:

v -
A ' '

”

Thi modu]e 1ntroduces pr1c1ng and pr1ce lists. To insure that students
becom fam111ar,and comfortab]e with pr1ce lists, the instructor should
make an effort to provide as many different lists as possihle, and ask.

"students to locate information. -

i

)




/

3

ASSIGNMENT(8) DESCRIPTION AND MATERIALS REQUIRED: .

.

The Assignment requires.the sttﬂeni to pfactiCe using a pric’é list, and.

. to visit a parts jobbe

'O » ( ’
' 7
JOB SHEET DESCRIPTION AND MATERI’LS AND TOOLS REQUIRED:

-

4 ¢

e

. "' 7

o

q

3

2.

-

re

The Job Sheet requires the student to practice with other pric'e\1i§ts.

@'\ _ ]
.t
) .
= )
/, ’ ( o~
. . v
S A
- ‘l
SUPPLEMENTARY REFERENCES: . ' )

Parts Price Lists from various manufacturers
V4
L ]

Counterman's Handbook

Auto Parts Counter Worker

\J




MODULE TITLE: OPERATING A~MICROFICHE READER . ‘
. .~ 4 b
NUMBER IN SERIES: 14th of 23

NEW VOCABULARY WORDS: 5

N ’ - .V .
aoL: | DA &

4

The student will“be able to demonstrate how microfiche systems work and
explain why they are useful in the auto parts industry. '

PERFORMANCE INDICATORS:

The student will éuccessfully complete the Self Assessment, an Assignment,
a Job Sheet and a Post Asseis_.s;nent.

: ‘ | / .‘,\-\ ‘-

OVERVIEW AND SUGQESTIONS:

Microfiche machines are now used in some libraries inm-place of card-
catalogs. If this kind of system is available, students could visit
the Hbrtsry’to get an idea of just how much i‘nfo_r'matioy ean be stored
in a small space.

Y

-

. . )




7

ASSIGNMENT(8) DESCRIPTION AND MATERIALS REQUIRED:
. “ -

The Assignment requires the student to use a microficﬁe nﬁchw’ne 1"n
" the classroom. @ R /
Require.s: microfiche reader, microfiche autb parts cards, auto parts
catalogs. ’ '

L 4

J

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:

& Al

The student is required to observe a microfiche machine being used 1in
an auto parts- store. [

AN

SUPPLEMENTARY REFERENCES: i

8

) 3 n
National Cash Register QOperating Guide for Microfiche

» L2

. 32 35 E -




MODULE TITLE:  INVENTORY CONTROL

-NUMBER IN S8ERIES: 15th of 23

-

NEW voc?nuunv WORDS:

GOAL: "

v . .
’
The student will {;e able to explain why physical inventory is important.

t
}

>

PERFORMANCE INDICATORS:

. <
The student will demonstrate knowledge of the subject by successfully

completing a Self Assessment, an Assignment, a Job Sheet and a Post
Assessment.”

«

-

OVERWEW AND SUGQGESTIONS: -

4

-

.
This module covers .the two general methods for inventory control:
physical inventory and perpetual inventory. 7 After completing the
Self Assessment, students could discuss this gquestion:
"If you could use either a physical inventory system or a perpetual
inventory system (but not both), which would you choose and why?"

4
©

Nt L




N
. ASSIGNMENT(8) DESCRIPTION AND M‘ATERIALS REQUIRED: ’

The Assignment requ1res the studeht to examine d1fferent examp]es “of

inventory contral cards.

Requires: inventory control cards
< 4
4

'JOB' S_’HEET DESCRIPTION AND MATEHIALS ANWOOLS REQUIRED:

The Job Sheet reqmres the students to visit parts stores to see inventory

cantrol procedures in operatlon and wr1te a report.

. 7

' A
-

SUPPLEMENTARY REFERENCES: ‘ ! .

Counterman's Handbook

Auto Parts Counter Worker . .

. . 3

The Inside Salesman .

("
.-
- ’ ) )
- 34 37, .
C bl
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A\ \ -
-MODULE TITLE:  RECEIVING MERCHANDISE =

e

NUMBER IN SERIES: 16th of 23

i NEW VOCABULARY WORDS: 10 -
GOAL:

v

a

The student will be ab(le to explain how to check@‘chandise when it is
received and how to handle shortages and damaged items,

<

PERFORMANCE INDICATORS:

~

“ The student will demonstrate knowledge of the subject by successf‘ully.
completing a Self Assessment, an Assignment, a Job Sheet and a Post

Assessment. .
\\w
» J N -
.OVERVIEW AND SUGGESTIONS: o
VERVI | ' | , »
>
4 ..
~
-/ ~ 4 *
L , .
- 35 .38

=,




o ASSIGNMENT(8) DESCRIPTION AND MATERIALS REQUIRED:

Arrangements should be made to visit a parts store, as students are
. required to- investigate forms wsed by the store and the procedure

used when merchandise is received. ; ,

\
]
3

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS RiQUIH!D:

Arrange a visit with a shipping company and a parts Etore. The student
is required to assist and investigate the handling of a shipment.

o - REERN "
] ———
suy}.me'nunv REFERENCES: : -
Counterman's Handbook
. Auto Parts Counter Worker . ,
‘g' . v
o ’ ./
\ ) -
, - 36 39 i v




" PERFORMANCE INDICATORS:

.__L
’ N
MODULE TITLE:  STOCKING: STOCK TURNOVER .
NUMBER IN SERIES: 17th of 23 -
. ) '

NEW VOCABULARY WORDS: % - \
GOAL: G ]

The studént will upderstand stock investment and turnover. 0
A 1 [

\

Given a theoretical prob]ém, the student will demonstrate an understanding
of. problem solving in stock control and sales by successfully Teting
a Self Assesspent, an Assignment, a Job Sheet and a Post Assessment.

4 ]

Co RS

- f

OVERVIEW AND SUGGESTIONS:

is wmodule discusses different turnovgr rates for parts so that students .

" can learn about the profit margins for different .rates of turnover.
One thing that might be stréssed with the students is that an auto part
is money to the store owner. The owner is really storing money in the
shape of auto parts. : ' 5.

1.
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ASSIGNMENT(

b

8) gzgéhlrrlou

1

-

Arrangeme_nts 'shouldvbg que‘o vi

\v\‘

.

AND MATERIALS RE

4

JOB SHEET DESCRIPTION AND MATERIALS AN

° . P
si@ several paftts

R £
- -~ . .
- & ./
. .
v
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4
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. f
- *
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s

g
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A
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D TOOLS REQUIRED:
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~ . | SUPPLEMENTARY REFERENCES: S .
s . -~ I ‘e ) -
- . "4t Auto Parts Coulterman T ]
e . - g 7 - .
) A . .
- |+ The Insid sman = ., -
[3 * , Inaand N . e - .
r - . -
~ ' s
e * Aut% Parts Counter Worker + . %4 .. / .
3 -~ ': v . )
’ P -y " * L] / P -‘
. . - . . ’ - \
- t ‘ 4 . v . \ A .
) i Ve ; NG S -]
. ° ’ " Y ., " “’ ’
’ ' ! ‘ ) 7 ' " ) ) ..\ ~
h . "' 2., ~ , &
N L . 38 41 I .
Coe ' s o . Cy ¢ )
. . )
¥ T - . ,
t . x‘ !‘ N '
N Y




’ e

MODULE TITLE:  STOCKING ’ ' ‘
NUMBER IN SERIES: “18th of 23 °
g ‘
NEW VOCABULARY won‘
GOAL ‘ & ‘ . P
, ' » ,
The student will be able to properly, receive and store parts stock. %
N A . - ’
2
. * > <. ) .
PERFORMANCE INDICATORS: $ i oL T
A 4
'‘The student will complete a Se]f Assessment, an Assignment, a Job Sheet
end a Post Assessment ! . T »
4 i . ) ‘ . ‘ - Y s
e, i} » -
k4

Lol | o
OVERVIEW AND SUGGESTIONS:

The student w111 Tearn about storage bin arrangements used i stock{//

parts.and be able to trace the route of merchandise from re 1v1ng to
stor1ng
C L, L. R
. —
\ v
b T
) .
. 4’f F
- i >(\/(




A

&
‘|
|

.A3§|GNMENT(S) DESCRIPTION AND MATERIALS REQUIRED:

. . .
\\ The student is required to visit a parts store to see bin numbering
andje'ttgring systems ahd to write a report on De visit. ST

[ By

.
.

JOB SHEET DESCRIPTION AND- HATERIALS AND TOOLS REQUIRED:

|
The student js~mequired* to visit a parts store and d1agram how the store
*- 15 laid out and equ1pment used in the storé

. | | . \,“

"SUPPLEMENTARY REFERENCES: . \ .
- * " ’ 1‘,
Counterman's Handbook ¢ o \

)

'
Auto Parts Counter Worker

'ml
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MODULE TITLE: _ STOCKING

NUMBER IN SERIES: 19th of 23 - ..
'NEW VOCABULARY WORDS: 3 - f T

GOAL ) S ) - ) )

The student will under\stand good stockwng and customer ‘service.
\' ¢

PEHFORMANCE "‘DlCATORS'

AP #«v"
0#‘ .

The. student wﬂl complete a Sg‘ff Assaisment an Assignment, a Job,
Sh\éet and a Pdst Assessment ..

i
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OVERVIEW AND SUGGESTIDNS™
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ASSI’GNMENT(S) DESCRIPTION ANB MATERIALS REOUIRED

The Ass1gnment requ1re$ the student to answer quest1ons regarding the-

module.

N—— .

-

JOB SHEET DESCRIPTJON AND MATERIALS ANﬂ TOOLS REQUIRED:

The ‘student is required to v1s1t a parts store(s) and inquire about

stockmng procedures.

. .<
su»Cmsnunv;Czren:nces:
The Inside Salesman
Ayto Parts Counter Worker ’ )
, . . .

Counterman's Handbeok

? - i

[} , é
> Q .
- - 42 45

s

e



MODULE TITLE:  RETURNED MERCHANDISE

NUMBER IN SERIES: 20th of 23

NEW VOCABULARY WORDS: 0
GOAL:

-

-

The student will be-able to iﬁdentify the steps involved in accepting/;r:d
handling returned merchandise. '

-
-~

7

N—

-

Y

PERFORMANCE INDICATORS:

The student will demonstrate knowledge' of the subject and prdttice the

skills by completing a Self Assessment, &n Assignment, a Job Sheet
-and a Post Assessment. =

~———.

-

OVERVIEW AND SUGQGESTIONS:

]

" This module helps the student learn about diffe;'ent-types of returned
parts: -exchange parts, broken parts, defective parts. The different
way each type of return is handled is also covered.

»




ASSIGNMENT(8) I?ESCRI'PTION AND MATERIALS REQUIRED:
' ’ N - " ,
The student is required to visit a local parts store to obsgrve the
-handling of cores and the pajper'wbrk involved, then to write reports on
the visit. S ‘ -

i

.JOB SHEé_T DESCRIPTION AND ‘HATERIALS AND TOOLS REQUIRED:

-

_The student is required to practice writing invoices to cover things. such
as: warranty, cores, refunds, credit. ' ’
Requires: blank invoices.

SUPPLEMENTARY REFERENCES:

Counterman's Handbook

~ "

The Inside Saleéman

Auto Parts {ounter Worker




c .
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MODULE 'ﬂ'ﬂ.,!: MACHINE SHOP AND CUSTOMER SERVICE
NUMBER iN SERIES: 215t of 23

5

NEW VOCABULARY ,oﬁos:
~

L4

GOAL:

The student will be able to identify functions and processes of the auto
parts store's machine shop operation. ' /

PERFORMANCE INDICATORS: /

v‘ . N -
The student will demonstrate knowledge of .the subject by /successfully
completing a Self Assessment, a Job Sheet and a Post Assessment.

OVERVIEW AND SUGGESTIONS: -~

The instructor should ensure that the student is familiar with' the
machines listed in the module, since they are the commonly used .
machines in automotive parts counter work.

-

\

Vd




. . ' - o - /
‘ AS!IG!‘H!NT(‘S) DESCRIPTION AND MA}ERIALS REQUIRED:

The'\inst':‘ugtor may Srrange for visits to;
1. a machine shop
2. a parts store that has its own machine shop
3. a parts stor-e)hat doesn't have a ma‘chine shop

-

z” * - s
JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:
) . P .
_) The Job Sheet requires the student to visit a machine s}\op and make
observations.’ . o '

—

: - b
) SUPPLEMENTARY REFERENCES:

The Inside Salesman

Counterman's Handbook

Auto. Parfts Counterman

»~
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MODULE TITLE: ' IDENTIFICATION OF SHEET METAL.BODY PARTS

‘

—

NUMBERIN 8 22nd of 23, o -

NEW VOCABULRRY WORDS: 22

GOAL:
/ s .
The student will be able to identify basic auto body sheet metal parts

in a catalog and locate the parts.
* -

.

-

%

PERFOHMANCE INDICATORS: - \

The student wlll demonstrate knowledge of the sub;eet by successful]y

comp]et1ng the Self Assessment an Ass1gnment a Job Sheet and a
Post Assessment

e
i
-

OVERVIEW AND SUGQGESTIONS:

”

This module covers the basics of things like reading manufacturers'
abbreviations, special dut1es of sheet metal parts pickers, spec1a1 )
catalog illustrations, etc.

Fo X~}




) ‘ : .

ASSIGNMENT(S) DESCRIPTION AND MATERIALS R!Ql.llﬂ’ED:

. s . . . /
The Assignment requires the student to identify basic bedy parts and
define common abbreviations.

A

{ )

-

JoB SHEE}/DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:

The Job Sheet requires the:.student to locate parts and part numbers-on
special catalog illustrations.

SUPPLEMENTARY REFERENCES:

/
Parts Cata1bgs (various manufacturers: G.M., Ford, Chrysler, etc.)
) . k
Automobile Body Reconditioning
Automotive Colliston Work
= ' ~
1 . -
» 61 -
~ 48 )
1
“\:. r - -
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. MODULE TITLE:  PROMOTIONS, ADVERTISING AND MERCHANDISING =
| NUMBER INSERIES: 23rd of 23 - -

& NEW VOCABULARY WORDS: 3
GOAL: o q

, The stldent will learn and be able to 1déntify basic advertbl and
merchandising methods. ‘ T

i
la) .
P
LN

PERFORMANCE ’mmc?ow : :
The student will demo strate an understanding of display methods by

completing'a Self Assessment, an ‘Assignment and a Post Assessment.

-~ .
. L]

~

- )
OVERVIEW AND SUQGESTIONS:




’

- SURPLEMENTARY REFERENCES:

GNMENT(8) DESCRIPTION AND MATERIALS REQUIRED:
. ~_
" The student is required to visit several parts stores, observe displays

and list items in categories. :

' JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:

None. ’

Counterman's Handbook

Autd'Rarts Counter Worker . o - .

The Inside Salesman _ S <

¥ -
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BIBLIOGRAPHY  \
Ao ,PARTs’coumER%' ' - .
California State Dept. of Education L a ‘
(1967) o

This set (wprkbook and testbook) were very goo& as a tool to teach parts

count&r entry {evel basics.'
_ Tiited in others.
©of what counter workers do.

g

-

AUTO PARTS COUNTER WORKER
University of Texas at Austin

(1979)

7

It is easy to fo

-

A

-

It is now out-of-date in someAtdpiés and -
1low and gives a good view of much

-

. .. ‘ s
Generally a very good book used. to train parts counter workers. Limited

in some areas of‘the,trade, but/fhe scope is very broad. A good reference. .

and training manual for most.
- ' .

1

T~

CASES IN MARKETING

Laurence C. Lockley ‘ 7 . -
Alyn ¢
(1964)

A fairly-well whitten book, but tough reading for grades 9-12.
- L | .

o : 54
\ Y




. ..

JUCHING s ’ﬂzg SELL. S -

el - P1erce Bérton

. ‘
‘_ Knopf - : . . o . ) ' S
(1963) * .. : : . : . "

|!' l . . ’ ‘i} . .
<O ’f,} ] . M - # ' ’: ,
AP I A.good, .easy-to-read refevv’or instructor and studeny¢ Contains seme
. "Jearn tq seH" points; well thought out, orgamzed and exp]amed ’

A - . . ‘ : \L
, . . . .
v ‘ , ' /\ :
. \ . , .

x| THEIN%SALESMAN e . . (\ ‘ .
Lo .

) Nat1ona1 Auto Parts Association ‘ ) _ ' "
‘ c . / K : ’ ‘ 0 ‘ f . ‘;“;’.. /. i ' . N i ’
' -+ “A ‘good, smaH .CO!‘IC'ISE book, whu:h 15 limited in scope and contams few - i
.| . illusgrations. ' e ~ - ‘ AR
. N !h ? . -’ ‘ , <,. . * 4 . .
P ’ /f"‘LL e . : \ v‘

' COUNTERMAN"S HANDBOOK. A - -
' A S I A . * N . “ -,

McGraw-Hil1, 1‘ R : ' g

) -(1971) N S N L ' ‘ -
i - v : . ) ' -
Ne]] done bovk, used to' train’ parts. counterworkers
+ ol . \ - __§‘ ) ) " : » .i
2l ) . ‘
¢ . . ’ ] - .
s , .
N SN ., T
- . v
h - A ] . 55
. k . . 52 \) , , ,
' ” ( l‘ -
- "y
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BIBLIOGRAPHY

_ THE SALE BEGINS WHEN THE CPSTOM£R SAYS “NO"
Elmer G. Letterman
Manor Book )
«(1953) . .
s ’ . WK
" A good book onfressureyelling.

—

L

SHOP DRGANIZATION AND MANAGEMENT
Gilbert G. Weaver ' )
Pitman Publishing Corporation
(1959) N

"

-~
’ . - -

Good explanations nf how to set uﬁ‘and operate an auto repair bﬁsiness.
(Ideas can be incorporated or adapted to parts counter trade.) Tax

’

1 (+nformat1on is out-of date. . .

y \




