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IMP

INTRODUCTION

This iS the second phase of a designed multi-phase project of pre-apprenticeship

study. Phase II begins in earnest the developki!it of manipulative' skills essen-

tial,to the trade. It re,introduces and qaborates,on many of the tools, mater-

ials and equipment set forth'in Phase I-, and introduces projects and assignments

designed to build trade knowledge and trade manipulative skills.

The project consists of three major components:

f

1) INSTRUCTOR'S GUIDE, containing a brief summary of each of the trade

, .modules, including the materials, tools and equipment necessary to com-

plete the Job Sheefs'and/or Assi.nments; an annotated bibpography for

further study and/or clarification of a topic(

-

2) Self-paced LEARNING MODULES for.student study. The modules are de$igned

to impart trade knowledge an'd skills to the student. Each module is

comprised of the following:

a) Cover Sheet--Tists module title, goals, performanCe indicators

b) Study Guide-rgives directions for completion of module

c) Introduction (optional)--explains why the module is important

d) Vocabulary -- lists and defines any.new trade terms or technical

words necessary for understanding the module's content

e) Supplementary Referencesigjetails whde to go for fdrther study
Nr

f) Information--provides information and graphics covering the
module's topic(s)

g) Self Assessment (optional)--provides students an opportunity to
test their comprehension

h) Assignment (optional) --)sables students to research further into
the topic

i) Job Shee; (optional)--lists materials and tools necessary to
complete the tasks which are designed to develop manipulative
skill .

j) Post Assessment (optional)--enables the instructor to test-
student comprebension

3) SURVIVAL or` COPING SKILLS MODULES have been developed to promote

1

2
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)
social skills developmpnt. These 43 modules elaborate On the topics

introducejfin phase,I and cover such topics as: Losing your Driver's

License, Death in the Family; Divorce, Time Management, Buying-a Home,

Maintaining Cr it and other social skills which have a bearing on'

the quality of work life_and'personal satisfactio.

IMPLEMENTATION

4

It,is essentialduring Phase II that the student develop the skills necessary

-to perforM the tasks of the trade as outlined aril demonstrated in the'modules.

For this reason, the4instructions,should be conducted by a skilled craftsperson

from the trade or occupation who has the necessary teaching skills,

A
At the completion of Phase II, the trainee will'have enough experience wit

.
. .

the occupation to decide whether to continue with thetraining into Phase
I I,

which will ultimately represent a carer choice and entrance intoapprenticeshi

*"

Recommendations for successful module completion

This phase of pre-apprenticeship study :requires the student to develop'job'

skills Whiph will enable him or her'to be a productive worker4br to tecide
7-

against nursuing the trade as-a-viable career AlP,ice. To that end, the

instructor should:

1) Realize that skill-building and development is dependent on repealed
physical performance and self-confidence.

Aka

15 ProviMea setting 77'r whichstUdents are encouraged to deveqp skills
at. their` own individual pace., Assessments are designed as tests 'of
comprehension, not as tests 4:?kiJls or trade abilities.

3) Coordinate the-use of materialsp'tools and equipment so that each
' student can:fulfill his,or her potential.

,

...v

.

. . ,

r
/1-4) Ensure that each student' practices the trade skills, in the acre 'd

manner., and .practfcestenduglkto develop skills to a proTTisiona
.

trade standard. : '

5) Make ayrahgeMents for visitations (to stores,, shops, jobtites,letc.)
, and atensure tt students partkipate fully. ,

. k

,6) Gracie or comment on, iAdivid4t.Assignments and Assessments, to ensure
*

studrnits are aware of their progress. , t,
.

A ,

, ,t . .
7) Ensure that the trade siLlls and_Ingwledge presented in one module

ate fUlly undrsto0 by e student before allowing him oi, her to
continue to subsequent modules. .

, 4
, . t 1
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,,is SCOPE

Trades developed for stud)win Phase II include:' if

Drywall.

Painting

Plumbing

Floor Laying

Plastering

Cement Finishing

Tilesetting

/
Bricklaying

`Parts Counter

*Electrical

*Welding

*Auto Mechanic

*Carpentry

* Adapted from pr iously developedILS material.

ONTENTS

CatalO.Arrangement and Indexing
Keeping CatalOgs Current

I1terpreting Customer Needs
dandling Money Correctly
Selling: Getting the JO)) Done
Salesmanship
Picking Merchandise: "Major Suppliers"
Picking Merchandise: "Warehouse"
Picking Merchandise: "Small Store"
Picking Merchandie: "Special Order Parts"
Picking Merchandise: "Hard to Get Parts"
Shipping

Pricing Items for Sale
Operating a MicibficheReader.
Inventory Control

.

Receiving MerchAndise
Stocking: Stock Turnover
Stocking

Stocging

Returned Merchandise
Mtchine Shop and Customer Servi9e
Identification of Sheet Metal Body Parts
Promotions, Advertisinmand Merchandising '.

\.1

ti
e
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MODULE TITLE: CATALOG ARRANGEMENT-AND.INDEXING.

NUMBER IN SERIES;, 1st of 23

NEW VOCABULARY WORdS: 13

GOAL t

The student will be able to'recognize methods of.arranging and

indexing catalogs.

PERFORMANCE INDICATORS:

The student will demonstrate knowledge of the subject by successfully

completing' a Self Assessment, an AssignMent and a Post Assessment.

r'

OVERVIEW AND SUGGESTIONS:

'This module. covers the 3 most common methods used to organize parts catatgs:

1. Weatherly System

2. actory Group Number Systems

3. Manufacturer's name

ti

a
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ASSIQNMENT(S) DESCRIPTION AND MATERIALS' REQUIRED:

The student is required to examine parts catalogs and their systems of

arrangement. The instructor may arrange for visits and should make

availdble G.M., Ford and local parts ,store catalogs.

JOB SHEET' DESCRIPTION AND MATERIALS AND TOOLS REQUIRED;
4

None.

i

SUPPLEMENTARY REFERENCES:

The Inside Salesman

Auto Parts Mlnual

Counterman's Handbook

,

6 0
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MODULE TITLE: KEEPING CATALOGS CURRENT-

NUMBER IN SERIES: 2nd of 23

NEW VOCABULARY WORDS: 6

GOAL: .
6,

The studeht will understand the impOrtance of keeping catalogs current

and.will be able to identify procedures for keeping them turre-6. '

Y ,
q

...

)PERFORMANCE INDICATORS:

Given a set of old and current catalogs, the student will update a catalog

set and will -complete a Self and Post Assegsment.

1

s

OVERVIEW AND SUGGESTIONS:
aI 4-

This module covers some the things manufacturer can do to keep.'

Catalogs current. Also, procedures for eeping track of when catalog

changes are made (and by whom) are covere :

. .
,

Have students discuss what the best way to do these things would be.

_

I

.10
.

. .
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ASSIGNMENT(8) DESCRIPTION AND MATERIALS REQUIRED:,
The student is required to visit an auto parts store to a'sk quest ions
and to take notes on the answers.

r

K'

1.

f

r

t

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:
../..... -. .

The student is required to update a catalog and to observe a.parts counter

worker dealing with custgpers. .

Requires: up-to-date catalOors, old catalogs, and price lists.. ,:.

,,..

SUPPLEMENTARY REFERENCES:

. Auto Parts Counter Worker

The Inside Salesman '
t---

.

Counterman's Handbook

VI

.1
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MODULE TITLE: -,;--4- JNI:yPRETING CUSTOMER.'NEEDS '

1

4.---r

r
. ,

: NUMBER IN SERIES: 0.3-f 'of -23
.

/,

NEW VOCABULA iT WORD* ii .4*

aom", .. : .

", 4
2 the student will learn techniques tha;

,

parts counter workers use to find
.,

. -the correct part for the customer.- 4,,
. e

06 : :k 1---.

..
,

... .

-. -, .

4r
. .

PERFORMANCE INDIC:TORSI
_,

The student will successfully complete a Self,Asessment, Assi,gnments, a
. . II ' '

Job Sheet and a Post Assessment. 0
is

4. , . . .

'1

°

.

.1
Mr

rr

OVERVIEW AND SUGGESTIONS: .

This mOulescovers the.basic's orf parts ca:talog)pages and flow information

. received from the customer is translated in the parts catalogs.

'. ., a
,. The instructor should provide parts, c&talog5 and requirelhe students t

Tool( up pafts until students become famillor with 'catalog symOols and'notts.
. -

. ...
lks :N\ ,

).
0 . II*

t

4
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ASSIGNMEIT(S) DESCRIPTION AND MATERIALS RECIU,IRED:'

The agnments.tiqu'ire the students to role play and' to 'find information
- R

. .
in-parts catSiovs. i .

. ) ,

Requires:, partS. catalogs - P

ft

ti
4

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS RgIfUIRED:

t

SUPPLEMENTARY REFERENCES:

dioPternen's Handbooks

The Inside Salesman.

1
10
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MODULE TITLE:. HANDLING MONEY CORRECTLY

NUMBER IN SERIES: 4th of "23

NEW VIVABULARV WORDS:

GOAL: .

.0

0

The student will be able to identify the principles of handling mpney

correctly and wil) praCtice .those pri nciple's.

,}

PERfORMANCE INDICATORS:

I

The student will complete a Self and Post Astessment and will pr'actice
counting out change. The student will become proficient in the use*of
a ¶ash regiister and an adding machine or cal culator.

OVERVIEW AND SUGGESTIONS:

This .modult stresses the "safe" hdfdl ing of money in termsof locking up

excess amounts, as well as the correct Way to make change. Students should
practice making change at "scribed in the module.

I

14
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ASSIGNMENT(S) DESCRIPTION AND MATERIALS REQUIRED:

The student is required to praclice cpunting out change!)

JOIrSHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:

e students should practice the use of he equipment (cash regitter, adding,

chfne, calcula or) until they are, pro iciknt.

Requires: ash register, adding macOne or calcula or

c

SUPPLEMENTARY REFERENCES:

Counterman Handbook

The Inside Salesnid

Auto Part§ Coutiter Worker
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VI4ODULE TITLE: SELLING; GETTING THE JOB DONE

NUMBER IN SERIES: 5th of 231

NEW VOCABULARY WORDS:-. 5

GOAL:.

V.

The student will be able to identify good sales attitudes.

.4

4 $

I

A

PERFORSiAN INDICATORS:' er.- i.. . 7L

:' 4 .
The student will complete a Self and Post Assessment and will observe

And practice -sales techni,ques.
,,

Zt

.0V5RVIEW AND SUGGESTIONikl ..,

_ .
, .

e% Att ,. .

This "modMe covers the actual 'steps in selling. "Role playing" is ari
.

effective"lnethod in helping students overcome shyness, and in helping
At. ,

them.to develop a goodeattitude., .

a,

13 1
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ASSIGNMENT(S) DESCRIPTION AND, MATERIACS REQUIRED:

The assignment reluires-students to 'visit a parts store and oVserve

a counter work6 in "action.'1°'

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:

Requires 'role playing."

4

4 a

SUIIPLEM,NTARY REFERENCES:

The Sale Begins When the Customer Says "No"

I

Cases in Marketing

4
The 1Big emll

17
14
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MODULE TITLE1 SALESMANSH I R

NUMBER IN SERIES: 6th of 23

NEW VOCABULARY WORDS: 0
I

'The student will identify the steps i.n handling the customer orders

in a satisfying manner.

Ay-

- PERFORMANCE. INDICATORS:'

The student will understand the fine principles necessary for developing

. a good's-ales attitude by completing a Self Assessment, an Assignment,

a Job Sheet and a' Post Assessment.

4

j' , I

OVERVIEW AND SUGGESTIONS:

Th4s mddule explore pr00er attitucks and practices in counter selling-

and in sales.

1

T

15
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ASSIGNMENT(S) DESCRIPTION AND MATERIALS REQUIRED:

The Assignment requires the students to summarize the module's contents.

fr

1

JOB SHEET DESCRIPTION AND MATERIAL ANb,TOOLS REQUIRED:

P

4

SUPPLEMENTARY REFERENCES:

Counterman's Handbook

Auto Parts Counter Worker

The Inside Salesman

4

16 1 `-)

I

11111fts
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. MODULE TITLE: PLCIURG MERCHANDISE: "MAJOR SUPPLIERS"

.WIABER IN .SERIES: '7th of 23
.

4

fl

. 4

NEW VOCABULARY

GOAL: , I
The 'sudereit will be able to identify the differences between a major

1

supplier
s
and lesser-kgdWn suppliers, and will identify advantages and

disadvantages of,each:

6

PERFORMANCE INDICATORS:

The student-will demonstrate an understanding of the subject by completing'

a Self Assessment, an AsSignment, a Job Sheet and a Post

OVERVIEW AND SUGGESTIONS:

f

I

0

1/.
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ASSIGNMENT(S) DESCRIPTION AND MATERIALS REQUIRED:

A

The ,Assignment requires students to work with daily order sheets:

JOB StIEET DESCRIPTION AND MATERIALS AND. TOOLS RIMUIRED:

The Job, Sheet requires the students to visit a parts store to see the

dilly parts order sheet. .r

SUPPLEMENTARY REFERENCES:

Pfrts Catalogs (any years}

Parts Jobbers Daily Order. Sheet

t

v



mociut.! TITLE PICKING MERCHANDISE: "WAREHOUSE"

NUMBER IN SERIES: 8th of 23

NEW VOCABULARY WORDS: 3

GOAL:
er,

The student will become familiar with parts picking in a regional warehoulf.

PERFORMANCE INDICATORS:

4

The student will demonstrate knowledge of the subject by successfully

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

4

ft

OVERVIEW AND SUGGESTIONS:

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

module. .

Try to arrange a visit to a major warehouse that supplies local parts

stores. UsuallYr a group visit is.more convenient' than individuals

'visiting at different times.

4 19 .
22



itSSIGNMENT(S) DESCRIPTION AND MA ERIALS REQUIRED:

Th4 Assignmeqt requires students to a local parts warehouse or

regicial warehouse,and.take notes of what is observed.

JOB SHEET DESCRIPTION AND MATERIALS AND T001.11 REQUIRED:

None.

SUPPLEMENTARY REFERENCES:,

auto Parts Counter -Worker

41'

2'
20
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MODUIITITLE: PICKING MERCHANDISE! "SMALL STORE"

NUMBERION SERIES: 9th of 23.v

NEW VOCABULARY WORDS: 1

GOAL: _

The student will be ablasp,idehtify the steps-involved in "picking mer-

chandise.' \\

PERFORMANCE INDICATORS:

The student will demonstrate knOwledge of the subject by successfully

completing the Self Assessor mt-r the Assignment and the Post Astessment.

c

OVERVIEW AND SUGGESTIONS:

This module stresses le 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.

A

2
21
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ASSIGNMENT(S) DESCRIPTION AND MATERIALS REQUIRED:

The student is required to visit a pIrts store, talk about parts picking

with workers and 'take notes for the instructor to react.

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:

None.

4
SUPPLEMENTARY REFERENCES:

Counterman's Handbook

The Inside Salesman

it

Aut4earts Counter Worker

(

22 25



MODULE TITLE: PICKING MERCHANDISE: t"SPECIAL ORDER PARTS"

NUMBER IN SERIES: aOth of 23

NEW VOCABULARY WORDS: a

GOAL!

The student will understand and be able tolexplain what it means to

"special order." parts.

PERFORMANCE INDICATORS:

The student will demonstrate, knowledge of the subject-by successfully

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

OVERVIEW AND SUGGESTIONS:

_ This module ditcusses common ways in which counter workers may find parts.

23 26 0



ASSIWIMENT(8) DESCRIPTION AND.NIATERIALS REQUIRED:
,

\

The Assignment Tequires the student t -visit a local parts $to -.and

inquire about "special ordered" .parts.
"i --\

:,-

;
1

r

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:

. ,
None.

.I.

*

.

4 -* 4 , ., oto .i ,

.

SUPPLEMENTARY REFE A tiCES:.'

ill\.

tk
2.001 le

- 4
4.

%

4

no

.,

.

..,
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MODI LE TITLE: _PICKING MpCHANbISE: "HARD TTGF PARTS" .

,
F

I t
t

NUMBER IN SERIES: ,11th. of 23II. *

NEW VCA'kULARY WORDS: 3
,

GOAL: \ '\.\
. %

The s udent will be'able to identify hard-to7get parts and will determine

how th y ?may be obtained. r

P RPORMANCE\ INDICATORS:

he' student 1 complete a Self AssessMent, an Assignment and a

ost Assessmen

il

,
(\--

III.

\\ -14'OVERVIEW AND SUGGESTIONS:
,

This \rtodulellovers 'the basic and s me "finer" points fft locating hard.:

to-get' parts.- If there i s someone in your ,coMmunity who specializes. ,
in Ire;toring ofd cars, that person,iould talk to the class about difficulties

in tfin\ling parts. t
..

.1

:
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LASSIONMENT(S) DESCRIPTION AND MATE IALS ,REQUIRED:
. )

The student is required to contact local ealers and manufacturers'

distributors to find out which compinies upply obsolete parts. The

student will make a list of some obsolete parts and give this list
-, .

to the instructor.
&

r

JOB SHEET DESCRIPTION AND MATERIALS AND 'TOOLS REQUIRED:

None.

SUPPLEMENTARY REFERENCES:

Hollander Interchange Bodk

Manufacturer's Parts Manuals (any year)

26
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MODULE TITLE: SHIPPING

NUMBER IN SERIES: 12th of 23

NEW VOCABULARY WORDS: .9

GOAL:. A

The student will learn the:Procedures or shipping merchandise.

PERFORMANCE INDICATORS:

The student will demonstrite knowledge of the subject by successfully

completing the Self ASsesiment, the AssignMent, the Job. Sheet and

the Post Assessment.

r

4

,-OVERVIEW AND SUGGESTIONS:

This module discusses various ways to shipimerchandise effficiently

and inexpensively; discvises routing in general.

IEt

gt-""
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ASSIONMENT(S) DESCRIPTION AND MATERIALS 'REQUIRED:

Arrangements maybe made for a visit
'

partsores, motor :lines and
bus lines. The student is required to inq e about freight services

and rates. kg

s

s
-

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRE*

The Job Sheet requires stude s to become -familiar with UPS forms, and to

locate information on UP pping.

a

SUPPLEMENTARY REFERENCES:
0

Counterman's Handbook
(.

Auto Parts Counter Worker
ft

-A.

. 28 31-

"%;

.

e-'

.,

-4,

I.

/



I

od

.

MODULE TITLE: PRICING ITEMS FOR SALE

NUMBER IN SERIE 13thof 23

NEW VOCABU WORDS: 4

GOAL:

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

and will underStand price lists. .

I 4 t
.

PERFORMANCE INDICATORS:

J

, The student will demonstrate-knowledge of the subAct by successfully

cbmpleting the Self Assessment, Assignment,.3ob Sheet and Post Assessment.

I

OVERVIEW AND SUGGESTIONS:. 9

Thi module introduces pricing and price lists. To insure that students

becom famil iar_and comfortable with price' lists, the instructor should

make an effort 'to provide as many different lists as possi4le', and ask.

students to locate information.

I

292
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1

ASSIGNMENT(S) DESCRIPTION AND MATERIALS REQUIRED: , t

The Assignment requires.the ttstien) to practice using a pride list, and,
. o

Zto vis- it a parts jabber.c, . 4,t..
IP

1 )

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:

The Job Sheet requires the student to practice with other priee\lists.
111.

1

..)

% .

(

4

i

If

z

SUPPLEMENTARY REFERENCES:

Parts Price Lists from 'various manufacturers

Counterman's Handbook

Auto Parts Counter Worker .

1

,--

30
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MODULE TITLE: OPERATING A,MICROFICHE READER

NUMBER IN SERIES: 14th of 23

NEW VOCABULARY WORDS: 5

GOAL

The student will-be able to demonstrate AoW microfiche systems work and

explain Why they are useful in the auto parts industry.

PERFORMANCE INDICATORS:

The student' will successfully complete the Self Assessment, an Assignment,

a Job Sheet and a Post Assessment.
S

OVERVIEW AND SUGGESTIONS:

Microfiche machines are now used in some librariesim-place of card:

catalogs. If this kind of system is'available, students could visit

the library to get an idea of just how much informatioF can be stored

in a small space.



(

ASSIGNMENT(8) DESCRIPTION AND MATERIALS REWIRED:

The Assignment requires the student to use a microfiche machine in

the classrbom.

Requires: microfiche reader, Microfiche auto parts cards, auto parts

catalogs.

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:

The student is retidired to observe a microfiche machine being used in

an auto parts- store.
(---

SUPPLEMENTARY REFERENCES:

National Cash Register 'operating Guide for Microfiche

4
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MODULE TITLE: INVENTORY CONTROL

NUillfIBER IN SERIES: 15th of 23

NEW VOCpULARY WOR

GOAL:
f

The student will 'be able to explain why physical inventory is important.

PERFORMANCE INDICOORS:

The student will demonstrate knowledge of the subject by succetsfully

completing a Self Assessment', an Assignment, a Job Sheet and a Post

Assessment.-

OVERVIEW AND SUGGESTIONS:

u
This module covers the two general methods for inventory control:

physical inventory and perpetual inventory. After; completing the

Self Assessment, students could' discuss this question:

"If you could use either a physical inventory system or a perpetual

inventory system (but not both), which would you choose and why?"

41.
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ASSIGNMENTS) DESCRIPTION AND MATERIALS REQUIRED:

The Assignment requires the studeht

inventory control cards.

to examine different examples of

Requires: inventory control cards

I

JOB SHEET DESCRIPTION AND MATERIALS ANDtTOOLS REQUIRED:

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

control procedures in operation and write a report..

d

SUPPLEMENTARY REFERENCES:

Counterman's Handbook

Auto Parts Counter Worker

The Inside Salesman

s...)
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-MODULE TITLE: RECEIVING MERCHANDISE

NUMBER 14 SERIES: 16th of 23

NEW VOCABULARY WORDS: 10

GOAL:
.,

The student will be ay.e to explain how to checkPtchandise when it is

received and how to handle shortages and damaged items/ '

..i'

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.

-OVERVIEW AND SUGGESTIONS:

1

IN

,

.
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ASSIGNMENT(S) DESCRIPTION AND MATERIALS REQUIRED:

Arrahgements should be made to visit a parts store, as students are

required to. investigate forms wised by the store and the procedure

used when merchandise is received.

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS RiQUIRED:

Arrange a visit with a shipping company and a parts store. The student

is required to assist and investigate the handling of a shipment.

4

SUM.EMENTARY REFERENCES:

Counterman's Handbook

...Auto Parts Counter Worker

36 39 V
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MODULE TITLE: STOCKING: STOCK TURNOVER

NUMBER IN SERIES: 17th of 23

NEW VOCABULARY WORDS: A

GOAL:

The student will understand stock investment and turnover.

PERFORMANCE INDICATORS:

Given a theoretical problem, the student will demonstrate an understanding

of problem solving in stock control and sales by successfully 4001qpng

a Self Assewent, an Assignment,' a Job Sheet and a Post Assessment.

OVERVIEW AND SUGGESTIONS:

orhtswodule discusses diff9rent turnov ;r rates for parts so that students ,

can learn about the profit margins for different .rates of turnover.

One thing that might be stressed 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.

37 40
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ASSIGNMENT(S) DESCRIPTION AND MATERIA14:il

Arranpments -shouldtig madedito visit several a

24
0

. .

.11 .7

.0

,JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:

Still)PLEMEWO ;1. REFEFIENCES:

Auto Parts Cou erman
r

The Insid sman

AtA Parts Counter Worker

.41
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MOQULE TITLE :. STOCKING

NUMBER IN SERIES: '18th of 23

NEW VOCABULARY WOR: 2

GOAL: 40

The student will be able to properlyreceive and store parts stock.

2-

PERFORMANCE INDICATORS:
$

40

'The student will complete &Self Assessment, an Assignment, a Job Sheet

and a Post Assessment:

if

OVERVIEW AND SUGGESTIONS:

The student will learn about storage bin arrangements used i stock ng

Parts,and, be able to trace the route of merchandise from re eiving to

storing. %,

46
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ASSIGNMENT(S) DESCRIPTION AND MATERIALS REQUIRED:

The student is requir*ed to visit a parts store to see bin numbering

and lettering systems and to write a report on -ty visit.

0 J

N._

JOB SHEET DESCRIPTION AND- MATERIALS AND TOOLS REQUIRED:

1

,
1

,

The student ismiequired'to visit a parts store and diagram how the store

is laid out and equipment used in the stor.

t
r

SUPPLEMENTARY REFERENCES:.

Counterman's Handbook

r
Auto Parts Counter Worker

.
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MODULE TITLE: STOCKING

NUMBER IN SERIES: 19th Of 23

NEW VOCABULARY WORDS:

GOAL:

The student will understand good stocking and customer -service.

4

PERFORMANCE INDICATORS: ,
4p.'

44,7r

The. student will complete a Str(Assevment,

Sh,et and a Past Assessment...

an Assignment, a Job,.

411!!

.; .

f4

OVERVIEW AND -SUGGESTIiitiaik
ft

4

-
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ASSIGNMENT(S) DESCRIPTION kid MATERIALS REQUIRED:,

The Assignment required the student to answer questions regarding the-
,

module.
S.

JOB SHEET DESCRIPTION AND MATERIALS ANd TOOLS REQUIRED:

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

40stocking procedures.

SUPPLEMENTARY, EFERENCES:

The Inside Salesman

Apto Parts Counter Worker

Counterman's Handbook

is

a



MODULE TITLE: RETURNED MERCHANDISE

NUMBER 'IN SERIES: 20th of 23

NEW VOCABULARY WORDS: 0

GOAL:
51.

The student will be'able to identify the steps involved in accepting "d

handling.returned merchandise.

PERFORMANCE INDICATORS:

The student will demonstrate knowledge of the subject and practice the

skills by completing a Self Assessment, 811 Assignment, a Job Sheet

and a Post Assessment.

....M

OVERVIEW AND SUGGESTIONS:

This module helps the student learn aboUt differenttypes of returned

, parts: 'exchange parts, broken parts, defective parts. The different

way each type of return.is handled is also covered.

1

\
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ASSIONMENT(S) DESCRIPTION AND MATERIALS REQUIRED:

A 4'
The student is required to visit a local parts store to obstrve the

.handling of cores and the paperwork involved, the ,to write reports on

the visit.

. JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:

The student Iszequired to practice writing invoices to cover things. such

as: warranty, cores, refunes,lcredit.

Requires: blank invoices.

SUPPLEMENTARY REFERENCES:

Counterman's Handbook

The Inside Sa194man"

Auto Parts.Counter Worker

4 4
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MODULE TITLE: MACHINE SHOP AND CUSTOMER SERVICE

NUMBER SN SERIES: 21st of 23

NEW VOCABULARY lOrS: 5

GOAL

The student will be able to idintify functions and processes of the auto

parts store's machine shop operation.

PERFORMANCE INDICATORS:

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

completing a Self Assessment, a Job Sheet and a Post Assessment.

OVERVIEW AND, SUGGESTIONS:

p

The instrucor 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.

45
-48
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ASSIONMENT(S) DESCRIPTION AND MA ERIALS REQUIRED:

Th6instructor may arrange for visits to;

1. a whine shop

2. a parts store that has its own machine shop

3. a parts store hat doesn't have a machine shop

O

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:

a

JThe Job Sheet reqUires thp student to visit a machine shop and make

observations.

SUPPLEMENTARY REFERENCES:

The Inside Salesman

Counterman's Handbook

Auto.Paits Counterman

'46 49
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MODULE TITLE: 1 ID NTIFICATION OF SHEET METAL BODY PARTS

U YWO., -

NUMBER IN S 22nd of 23,

NEW VOCABRDS: 22

GOAL:

The student will be able to identify basic auto, body sheet metal patts

in a catalog and locate the parts.

-.

t.

PERFORMANCE INDICATORS:

The student Will demonstrate knowledge of the subject by successfully
,

.

completing the Self Assessment, an Assignment, a Job Sheet and a

Post Assessment.

i/

.
..

OVERVIEW AND SUGGESTIONS:

This module covers the basics of things like reading manufacturers'

abbreviations, special duties of sheet metal parts pickers, special

catalog illustrations, etc.

4

a

I

A
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ASSIONMENT(S) DESCRIPTION AND MATERIALS REQUIRED:

The Assignment requires the student to identify basic bpdy parts and

define common abbreviations.
'I.

i

..

4

JOB SHE9DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:

The Job Sheet requires the.student to locate parts and part numbers-on

special catalog illustrations.

SUPPLEMENTARY REFERENCES:
/

Parts Catalogs (various manufacturers: G.M., Ford, Chrysler, etc.)

re

Automobile Body Reconditioning

Automotive Collision Work

48
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MODULE TITLE: PROMOTIONS, ADVERTISING AND MERCHANDISIKG

'NUMBER IN.ERIES: 23rd of 23

NEW VOCABULARY WORDS: 3

GOAL:

The strident will learn and be able to identify basic advertisi and

merchandising methods.

PERFORMANCE iNDICAT .

The student will demo strate an understanding of display methods by

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

-
OVERVIEW AND VOGESTIONS:

t's

'4 9
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ONMENT(S) DESCRIPTION AND MATERIALS REQUIRED:
....

The student is required to visit several parts stores, observe 'displays
,

and list items ih categories.

JOB SHEET DESCRIPTION AND MATERIALS AND TOOLS REQUIRED:

None '

;4

SUPPLEMENTARY REFERENCES:

Counterman's Handbook

r 1

Auto Parts Counter Worker

The Inside Salesman

*
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r
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BIBLIOGRAPHY

ATO,PARTS COUNTERM4p

California State Delit. of Education

(1967) .

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

countet-entry 11evel basics.' It is now but-of-date it some ,topics and

'Reined in others. It is easy to follow and gives a good view of much

off what counter workers do.

AUTO PARTS COUNTER WORKER

University of Texas at Austin

(1979)

Generally a very gOod book used.. to train parts counter Workers. Limited

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

and training manual for most.

CASES IN MARKETING

Laurence C. Lockley

Allyn 4

(1964) .

A fairly-well written book, but tough reading fOr grades 9;-12.
4
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siopulgo SELL.

15iercd Berton

ma,- Knopf .:

"111" (1963)

e

-

BIB GRAPHY

rA.good,,easy-to-read refe41110Or instructor and styllepy Contains some

"learn to sell " 'point; well thought out, organized and explained.

r

ro

THE INS D I SALESMAN

(.National Auto !sifts Association

de,

small, concise book, whith-is limited in scope and contains- few

illustrations. r
th

tA'.--f, f .
.

17 .

N
e

COUNTERMArS HANDBOOK.

A.M.A.

McCraw -Hill,

(1971)

Well done-tk, used to'train'parts counterWorkers.
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BIBLIOGRAPHY'

THE SALE BEGINS WHEN THE CUSTOMER SAYS "NO"

Elmer G. Letterman

Manor Book

4(1953)

A gobd book 07.447.7=14elling.
6

SHOP ORGANIZATION AND MANAGEMENT

Gilbert G. Weaver

Pitman Publishing Corporation

(1959)

Good explanations of how to set upand opefate an auto repair bUsiness.

(Ideal can be incorporated or adapted to parts counter trade.) Tax

,information is cut-of-date.

1

9'

#0'

4


