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- N COMPETENCY 7.0:  COOPERATE WLTH OTHERS -
TASK  M.0l: _ Work as a Member of a Team - S
[ . -
 OPERATIONAL = ., ' - ' ~ ’ - .
. UNIT 7.01A: Communicate Freely with .
. Co-Workers and Supervisors S g
‘5 + FE—— - < " ) c.
,/ ~ " -
[ N ‘ N 3 : . ’
. Performance Given co-workers and supervisors, ! ’ :

. Express feellngs in a clear,

. Do Part 2 of Worksheet 7.01A.

‘Obyjeetive: )

the learner-will be able to express
o ftelinges and view situations. in a
posztzve-and dbaecttve manner

¥

-

to the satis fuctzon the. instructbr,

.

tactful manner.

Identify the feelings you have
experienced. Be honest with .
yourself. Do Part 1 of Worksheet
7.01A. ‘

Discuss ways of expressing each
feeling. Form & group with’
three or four partlclpants.

List posslble results of
expressing feelings in a negative

way, Do Part 3 of Worksheet
7.01A. .
>

List five rules for expressing
feelings. List ways to express ‘
feelings positively. Do Part \{

of Worksheet 7.01A. ‘

¢
Practice expre;:?Bg feelings in
a clear, tactful manner. Do
Part 5 of Worksheet 7.01A. -
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 Avoid. jumpirg to cohclusiong.

.Read abouﬁ‘égnjhifferent,ways
peeple %{ nterpret (see, under-
stand):¥hings. Do Part 6 of
Worksheet 7. OlA '

I TRINK
HEE MAD
AT uS.

Ask questlons to learn the real
- factsrin each situation. Do,

-+ -Part'7 of’W’?'}\sheet 7.01A.
STEP 3. Avoid letting your feelings. '
‘ interfere with your judgments, Nx .

af Review the situations on Parts 6 \\
and 7~of Worksheet 7.01A.-* '

.
B T R T DT

. b. Write a paragraph. ‘Explaln how
feelings can inteffere with
* judgment. )

-

c. Practice using good judgment.
Communicate to find out facts.

: Au“ e ¥

-

. ' '
Are you in doubt about any part of . -°
. the unit? If so, seek help from your
- ’ instructor. Repeat the entire unit.

- ! ¢ - £y . - . €
i ’ . Do you feel that you ‘have satis- . - .
- factorily completed this vnit? If

- . so, rate yourself on the evaliuation
- checklist.. Then take your worksheet
- and 2valuation checklist to the

f instructor. Your instructor will
check your answers, observe your 1
behavior, rate you, ard advise you _ :
if necegsary. ]

— _After the instructor verifies each
— item on the checklist, begin another ‘
- unit. - < e
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Part 1

‘. . - . ) .
Positive
'%ove .
joy
happiness
security L4
( " satisfaction
success
adﬁiz:tion g
self-worth, value
excitement’
respect,

Part 2 '

WORKSHEET*7". 01A

People hgve a variety of fe€lirgs. Some feelings are positiv
feelings. They make us feel good inside. . Some feelings are .
. hegative ones. 'These are not good feelirigs. Read the positive

© and negative feelings below.
experieniced. Be honest with yourself. Each of us has many kinds
of feelfings . , . about others . .

"Negati.ve

*

Check the feelings you have

. and about ourselves.

L ] . -~ K A

hate

anger -*
sadness - .
fear

frustrdtion - .

. failure

-

disgust
quthles;ness
boredom
Mumiliation | e

H

Peopie can not always change thejr feelings. But they can

change the ways they express (show). their feelingss

A

E " Talk with the participants in your group. Give exaﬁgles of
, times you‘'have had the feelings you checked abeve.

Describe how you expressed your positive feelings. Then, describe .

~ how you expressed your negative feelings. Ask for suggestions

-

- feeling?

Ej 0 ’s

from others. Are there other ways you could have expressed each
.-
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t, - Part 3 \ . -

Getting along with people is very importégt to job succjss. b
- Many people lose their jobs because they can't get along with

: co-workers and supervisors. They have not learned to express d
i__ ___feelings in a positive way.

What is wrong with expressiné feelings negdtivéiy? _"What willv~
happen if you say . . . ?" Discuss this topic with people in
‘your group. Add to the list. *

1. ‘You éould be fired.
3. .
4: ¥ - \ '

5‘.
* 6.'

Part 4 ) -

state ways you can expreés feelings in a positive way.
_List five rules to follow. Ask other participunts for their
ideas. Ask your instructor. ¢

Example: Think about how other people will feel before you A
N speak.  Describe how you feel. "I feel angry when . . ."
1 AN ' . _’ ‘
s‘ - ) . . .
£ "2, - ,
. . .
»
/30 b r
4. b » L
»
5.




Part 5 ) g . .
. : . - : .
Situation: ' - ) . L
You work for Ms. Reid. tou type al; Yeports. There are two - )
-long reports to be typed every Frid Y. Each report takes three

hours t® type. Ms. Reid gives you the first report by 9:00 a.m.
She gives you the second reportgby‘Z:OO p.m., ‘ ’

This month the QChedule has changed. Ms. Reid has been late )
"with the last report. She has given you the report at 3:30 p.m.
instead of 2:00 p.m.- She has done this for four Fridays in a * .

row. : ' " , ’
You are angry.4 You do not like staying until 6:30 p.m.- on Friday
night> Everyofe else leaves at 5:00 p.m. What can you say to
Ms. Reid? How can you express your negative feelings?

Write,your statements below. Then, ask another participant to
read the situation. Ask that person to pretend to be Ms. Reid.
Say what you have planned to Ms. Reid. sk the participant
(Ms. Reid) to explain how he or she felt in response to your
comments. )

e

I e T T S .
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Part 6 : .
Read the situation below. Then read the different igterpretationsg
(understandings). Read how each person sees the situation. ._ .. - __

¢ T e Y
- -
PR -

P 3

Situation: . —_ .-

Mr. Fisher is an expéf;;;;;d rooter. He is wor%ing with two -
apprentices. - : :
. e . .
Mr. Fisfier compliments Paul every time he does something right.
He-tells Paul what .a.good worker he is. He waitches how Paul
_.~"does thil. '. He gives him suggestions. .

*

Mr. Fisher rarely complimentston. He lets John work on his own.
He rarely offers John advice. ) : ' -

John's intefpretation:’ _/)

John believes Mr. Fisher favors Paul. He has tried very hard.
But Mr., Fisher .rarely ‘compliments him. John is upset. -

o Paul is getting all ti.. praise and attention. John thinks this .
is unfair. .He is an apprentic¢e just like Paul. ‘John is angry. =

John decides Mr. Fisher does not think hLe is doing a'good Job.
He believes Mr. Fisher thinks he shows little promise. John is
disappointed. : T .

. . ' ' ' ’ ' B "
“®aul's interpretation: . . _

\ -

Paul is grateful to Mr. Fisher. He knows he is not as skilled
as Johry'is: He is glad ‘Mr. Fisher is helping him. v,

Paul {s happy. He is grﬁd'ﬂr. Fisher understands he ig’ trying
his best. A - -

-




T part 7 . . : N

- John decides to talk with Mr. Fisher:_ Pretend you are John.
Complete the sentences below. Tell Mr. Fisher now you feel.

1. I feel upset that

+

.

2. I feel angry that

-

3 i_feel,disabpointed that

,Mr. Fisher realizes he shouid have behaved differently. He
explaxns the facts to John; Then he explains his_ actions.

£ A

Facts: Mr. Fisher is knowiedgeable about roofing work. .

. Mr. Fisher is a caring person. . .o

- . John appears self-assured and- confident. to Mr. Fisher.
-, v John exhibits good skills.
: John is especially talented.

John can work alone with little supervision.

Paul appears to lark confidences
Paul has average f<ill but shows promise:
Paul pegeds supervision to do a job well.
< N -
*  Actions: Mr. Fisher likes both men. He wants them to do well
on the job. He enjoys working with them. Mr. Fisher
knows John is an excellent worker already. He is not
concerned about John's ability to succeed. .But Mr.
Fisher is concerned about Paul. ‘

»

. Paul could be a very good roofer. ®But he has little
confidence in himself. Mr. .Fisher'wants to change this.
He,compliments ‘Paul every time he does something .right.
He tells Paul what a good worker hé€ is. Mr. Fisher
hopes the emcouragement will 1nsp1re Paul to be a better
worker, .like Jdhn. °,

* Now .. .. Do you understahd Mr. Fisher's motives? Have you ever
. jumped to conclusions yourself? Do you understand why you must
have all the facts? Facts help people to understand situations.-
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COMPETENCY  .7.0¢
- TASK- 7.01:
OPERATIONAL. - '
1 : UNIT 7.01lA:
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YOUR
CHECKLIST °
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Evaluation Checklist

'y *

N\

COOPERATE WITH OTHERS

-

Work as a Member of a Téém

.

Communicaté. Freely with

Co-Workers and Supervisors

3

Did you:

.Avoid jumping to conclusions?

Instructor-

-

&

Express feelings in a clear, tactful
manner? .

Avoid letting your feelings interfere:
with your judgments?

INSTRUCTOR
CHECKLIST

Ll
o
cl




COMPETENCY 7.0: coop TE WITH OTHERS

/

TASK  7.01: Work as. a Member of a Team

I

e

A P

OPERATIONAL — -
UNIT 7.01B: Dedl with Job rrusttations
.- Performance Given four types of job frustrations,

. r . Objective:
o ) the Zéaﬁﬂer will be able to use
problem-solving techniques ta find
ways to handle tkem ' T

to the.satisfactiox of the instructor. Y-

- -

STEF 1. Cope with, confusion over jo i
" responsibilities, . .
y o TN ', i
a. Analyze the oroblem. Do Partv 1
of Werksheet 7.01B.

b. Identify and choose among alterna-
tives. Do Part 2 of Worksheet —
7.01B. . :

- ' c.- Devise a-plan of action. Do
Part 3 of Worksheet 7.01B.
+ & - M
STEP 2. Cope with incompetengaf/////
. {IncOmpetence means failure to

£ 'do goed wgfg,}/f

o ,
a. Andlyzé the problem. Do Part 4
__of Worksheet 7.01B. .

. ~ 77 b, 1Idintify 4nd choose among
T alternatives. Do Part 5 of
Worksheet 7.01B.

-

. . .
<., Devise a plan of action. Do

‘ Part 6 of Worksheet)7.0lB.
— T




W

STEP, 3. Cope with difficult personalities.

a. Analyze the problem. Do Part 7
of- Worksheet 7.01B.

‘ ~

b. Identify and choose among
alternatives. Do Part 8 of
Wogksheet 7.01B.

. { .

c. Devise a plan of action. Do
Part 9 of Worksheet 7.01B.

' STEP 4. Cope with prejudice.

a. - Analyze the problem. Do Part 10 u
of Worksheet 7.01B.
' b. yIdentify and choose amoﬁg ] - .
alternatives. Do Part 11 of
Worksheet 7.01B.

- :‘.7: s

c. Devise a plan of action. Do = h R
Part 12 of Worksheet 7.0181.

#

?

i ) . ) e
NOW . .. . - .
- P ) ) - "‘\\ . : )}
Are you in doubt about any part of
the unit? 1f so, seek help'Irem\X%Ef ._/}y
. instructor. Repeat the entire unit: . ‘ :
NA

Do you. feel that you have satis-
factorily completed this unit? 1If
so, rate yourself on the evaluation
~checklist. Then take-your worksheet e
and evaluation checklist to the ‘
instructor. Your ingtructor will ‘
check your answers, ¢bserve your
behavior, rate you, and advise you
if necessary. ’ . . .

" After the instructor verifies each . ) i
item on the checklist, begin another . . .
. unit. : . : :

16 ‘ ' .
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' . WORKSHEET 7.013
S
- Part 1 o i
E Read the problem situation. Then answer the questiqﬁs.
% Situation: /

" Irene stocks<§rocézies at the Big Buy Supermarket. She musc
stock the shelves on aisles 7 ‘:hrough 14 today. .There are 4
lot of customers today. The head cashier asks Irene to bag

- groceries. So Irene bags gro:gr{gg for three hours. She does
not finish stocking aisles 7 through 14. g .

At quitting time, the store manager sees Irene. He scolds her
for not getting‘@er—work done. 1Irene is-frustrated.

. . Ll

PMmalyze the problem: -

1. What is the problem?

B L T s i TR T A b B
N
. .

3 . 2. what caused the problem? \ )
g 3. What is Irene's responsibility?
= - Part 2 ’. A~

Find two participants to work wich you on this aciivity. Discuss
the questions below. Write your answers in the space provided.

! —

# -

g A. List things Irene can do to correct the situation.
B

’ Exampley She can kick the shelves to show her anger.

L4




B. List what might happen if Irene does each \h‘ing. —

Example: She might hurt her foot. She might knock over
some cans. She might angef’t store manager.
. - /

o ’ ’ .

y

C. Write your choice of what Irene should do.

Irene should- > .

‘Part 3 s

L]
.

-Write§¥xactly what Irene shou.d do . . . and whatwshershould séy;"
Explain how she should deal with the problem. -

-

Ay
[ ]

’ 15 -,' . IR

iy




Part 4

,  Read the probiem situation. Then answer the questions.

Situation:*
. s
Mark is one of three proofreaders. He, Alan, and Kay work for
Kenton .Publishers. The three reader: review articles and books.
They check for grammatical errors. They check for spelling =
errors. ‘They-check for typing errors. Then they send the
materials to be printed.
Mark is not careful. He misses,some of the errors. He takes ‘
long rest breaks.' He doesn't get his work done. So he asks .
Alan and Kay to help him. ) -

The supervisor speaks to the readers. She tells them their work .
is sloppy. They are not catching the errors. And they are not o
completing enough work. Hér last words are, "I expect to see- ) -
some changes." ' ’ - ‘ -
) y . "

Alan and Kay are 1rr1tated. They are tired of doingiMark's work. E
They don’t 1like taking the blame for Mark's incompetence. :

A"

Analyze the problem: : .
. l.: What is the problem? ] :
. 2.) What are Alan's and Kay's—feelings?

“ 3, 1Is _Mark aware of the problem? Does he know he is
. the cause? =t

21
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3 ) r

1 . B .

= Part 5 . ‘ ~ (
] ) L : '

- Find two participants to work with you on this activity. Discuss

] the questions below. Write your answers in the %pace provided.

]

A. xWhat can Alan and.Kay do to sol&e the prob&qp?

{\ . ' |
. -
* L .~
- . . ,
) .
B
.

. ) M)

B. List the good and bad pcints of each choice. "What-will
happen i f LI . ? " *

» -- [ 4 Vi

\ - ) oo N

\ .

: -l

- 5 /L:
= -*
. /\/ . ‘
C. Write your choice of what Alan and Kay should do.
‘ Alan and Kay should’ . ~ . - %
B ’ :
" 23
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) éért 6 . . ‘ ~ »

= ﬁzite exactly what Alan and Kay should do . . . ~and what they
3 ﬁhould say. Explain how they should de¢l with the problem.

i

*=Fpart 7 -, ' t 7

Read the problem situation. Then answer the questions.

.=
= ’

Situation:

N

Jason works as a child eare worker. He works with three other ”
people. They work at the Klndness Chlld Care Centere ’

Jasoh is the newest staff member. Thls is his first 30b working
with children. The other' three workers have been at the center
for over eight®years.

Jason has many Opinions. But he doesn't like to heax the opinions

of other workers. Jason thinks he knows everything about children.
¢ He has read a lot. He has given children and their behavior a

lot of thought. He thinks he knows just how to handle children.

] Jason's three co-workers are f1nd1ng their work difficult.: Jagon
5 is causing problems. He thinks he knows what is best He is

- acting in good -faith. But Jasoh doesn't have enough experlence.
His knowledge is limited to what he has read . . . and his own
brief experience. St i

- Jason's co-workers have found that a lot of experience is very
. . important . . . especially in their work. It gives them more
ways of looking at things. ' They are better able ‘to understand
children . , . their personalities . . . and the kind of’ help
they need: ! . -

i, Jason is not aware of this. He is so sure of himself. He
= doesn't~really listen to what his co-workers say. He never hears
* their suggestions. If he does, he ignores them.
-.,. + 3
/25
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o

ason's co-workers must find a way to deal with the problem.
Thé owner of the center is the supervisor. He does not want to

~~— be bothered with problems. He expects the workers to solve
their own problems. - ~7
' i’ ' . . L
Analyze the problem:

= b. What is the problem?

3 _ ~

3 . 2. Who is involved?

E. 3. What is the cause of Jason's behavior? .
% Why does fie act as he does? -

1

Part 8 :

Find two particip%nts to work with you on this activity.
“Discuss the questions below. Write your answers in the gpace
provided.

Lo .

~A. What can Jason's co-workers do to solvé the problem? .

N .
L]
A o *
. - .

[

g

bl

- : . L

=N R ) /’\

19
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C.PMWrite the action you choose for Jason's co-workers.

A

ason's co-workers should ' .

] -

s - i

Part 9

Write exactly what Jason's co-workers should do . & .

"

4

and whaﬁ;ﬂ‘,

they should.say. Explain how they should deal ﬁigg,thefpréﬁigm.

—

,/
s ) P

R

20
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Part 10 oo

Read the proﬁlem éituat}on. Then answer the questions.

.. v
>

Situation:
Amelia just began her job'with Grid Lines, Inc. She is a drafter.
And ‘she 'is the first female drafter ever hired at Grid Lines.

On her first day, one of the men told Amelia that making the
coffee was her task. Each of the men also have taske--buying

pop, going to the stock room, and getting ‘the mail.

The men talk to-each other in low voices when Ameglia leaves the
room. .Amelia cay hear them laughing from the hall. Whenever
Amelia walks acfkoss the room, at least one man whistles At her.

- Amelia likes her job. But she resepts the attitude of the men.

She must do” something to change it. She wants them to show
her more respect. ’ -

i

Analyze the proglem. . _ , =
1. What is the proSiem? '
2."Hew does Amelia fée;? _
3.+ Why do the men act as they do?

Do they know Amelia does not like it7
D? they Know why?

Pargr.: 11 v - ‘ ’ . 1

\—

Find two participants to work with you on-this activity.

Discuss the questions below.” Write your answers in the space

provided. — . ] ,
» e Y >

A. List three things Amelia can do. to solve the ¢oblem.

F]

31
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Write exactly what Amelia should do . . . and what she-should *
say. Explain how she should deal with the problem. : '

-

b
. : K
- \ - ‘EL
. I'4
\
C. Write your choice of what Amelia should do. .
* kY - T !
Amelia should %5 ) . - -
¢ . >
;
- -~ ? ‘
\ ’
Part 12 ’ . LT
~
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7.01:
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OPERATIONAL ,
UNIT 7.01B:
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2. Cope with incompetence?

‘ +
4

.
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Evaluation ‘Checklist

*

COOPERATE WITH OTHERS

dork 4s a Member of a Team

: lDeal with Job ‘Frustrations

»

! CHFCKLIST- Did your-~

1. 'Cope Gith é0nfusion over 'job
responsibilities? ..

+

Cope with difficult pergonalities?’
. 5 1] V

4. Cope with prejudice?

Instructor

. i
=

INSTRUCTOR -

CHECKLIST

35
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COMPETENCY 7.0: COOPERATE WITH OTHERS ° ’

TASK  7.02: Work Under Supervision Y -

OPERATIONAL :
UNIT 7.02A:, Ident1 y and Work Within . - ) s .
i ‘the Crganizational Structure ¢
Perfarmance Given job deseriptions ‘and work) ‘ ' ]
Objective: . ezperzences,

¥

the learner will be able to deecrzbe how

a person in a given jobh functtonsg -within

both the fbrmal and informal ptructure s
. .of an organization . B

to the satisfaction o, the instructor:

. i -

STEP 1. Examine the formal organizational u 3 - .
structure.

- * 1

a. Develop an organization chart. : . -

Show the formal lines of- =,

authority. Do Part 1 of ' SUPERVISOR] | -
Worksheet 7.02A. T

b. Find out and list your specific
responsibilities. - Do Part 2 . -
of Worksheet97.02A. - N

c. . Explain how your job fits into (:)
the organizational structure.
Do Part 3 of Worksheet 7.02A.

Ls

STEP 2. Examine the informal organi-
zational structure. (Informal
! 2 ° organizationhl structure is the
T -unofficial way' things get done
’ -4 ' For example, one worker offers . +
to help another worker wItH a

s . task ) M‘—

a. Identify the informal structure
L in an organizat.on. Do Part 4
" » of Worksheet 7.02A.

i

L
‘
I

1
3
£
;
3

< 24 ‘ e




b. Explain how the 'informa.
procedures can help yqu to
complete work. Do Part 5 of
Worksheet 7.02A.

+ ‘.

i

-

CNOW .V, . -

.,  Are you in doubt about anylpart of
the unit? If so, seek help from your
instructor. Repeat the entire unjit. *

Do you feel that you have satis- "
factorily completed this unit? If
so, rate yourself on the evaluation
- checklist., Then take your worksheet
and evaluation checklist to the
instructor. Your instructor will

__ _ ,-eneck your answers, obrferve your

behavior, rate you, ani advise you
if necessary. :

’. ‘After the instfudlor verifies each
item on the checklist, begin another
unit. y T
A . %
\
* ~
38




¥ WORKSHEET - 7: 02A .

2
B

+
: Part 1 .
7 The -§ollowing -jobs are found in APX Enterprlses. “Read the
brief description of each jok. Then write,the job tigles in
the proper places on the organ12at10na1 ch{rt that follows..

. .
I . 3 .

President - superv1ses the eﬁtlre operatlon.
- General Manager -~ is 1n charge of operations; Superv1ses the
. Sa es Departmenta

- ~

- Purchasing Manager\- is in charge of alé/purchas1nq, supervises
.o the buying clerk and the stdck clerk .

'Buying Clerk - orders materials to be fBed in product1on,
. , reports to the purchasing manager. ' .
£ ’ b

Stock Clerk - keeps 1nventory records; reports to the: purchasxng\\\
. manager.

s . ’
Sales Manager - is in charge of company sales; supervises the*
. saies representative and a secretary.
__ Seeretary - answers.phones; types new orders on order forms;
e reports to the sales manager.
Sales Representarlve - contacts new accounts; reports to sales
manager. - - . \

Accountin§ Manager’- is in 'charge of all accounts; supervises
’ accounts receivable and accounts payable book-
keepers. .

3 Bookkeeper (Accounts Receivable) - sends bills to customers;
F : keeps records of payments received from customers;*
reports to accounting manager. . . -

» -2

E . ggg;kegper {Accounts Payabie) - keeps records. of incomjing bills:
i ; keeps records of payments to suppliers; reports to
accountlng nanager. .
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1

You have been hired as the bookkeeper in Accounts Payable.
Read the job description. Then make a list of your responsibilitjes.

Part 2 {

Description: . . :

Accountp Payable Bookkeeper = reports to the accounting manager.
.The accounts payable bookkeeper ig responsible . for all transactions
(exghanges of goods and money) with the suppliers. The bookkeeper
receiNes bills in the mail. He or she keeps records of incoming

9;115. He e:ﬁshe fi;eS'the bills in the file cahinet.

{ .

The accounts;payable bookkeeper keeps records of payments td
*guppliers. He or she writes entries of payment. This is done in
the Accounts Payable ledger each day. -

o

Yon are the accouﬁté payable bookkeeper. List vdur"rgsponsibilities
below. . ,

-

}’. N . . -
Part 3

L]

Explain how your job fits into the structure of the company.
Who do you report to?

Who do.you get your information from?

»

How does your -ork help the company run smoothly?

———— 43
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Part 4

~ - s

Read the situation. It describes a procedure that is not on -
the organizational chart.

¥
Qne of your responsibilities is to record payments to suppliers.
You do.this in the ledger. However, this has been a busy week
for you. You have spent a lot of time on incoming bills.

The accounts receivable bookkeeper has not been busy-this week.
She records payments received in the accounts receivable ledger.
She does this in the same way you record payments. made to .
suppliers. She could help you today, She could record 1n the
accounts payable ledger. So you dek er. : :

[

‘The accounts payable bookkeeper is glad to. help. She kndOws you
"will return the favor some day.

Identify the informel proeedure. .
1. What is your job? |
2. Wwhat is the accoﬁn 8 receivable bonkkeeper's job?
3. What did the accounts receivable bookkeeper do that was

not her job? What was not formally wrltten in her
job descript1on? . ‘

Part 5

How;ﬂo informal procedurés help you tolcomplete work? How do

“they help the ‘organization?

Discuss the questions with other people. Then write a paragraph
below. Answer the questions. :

45



coMpRYENCY
TASK

OPERATIONAL.
UNIT

YOUR
CHECKLIST
S

O] 1.

[j 2.

Bvaluati ﬁ Checkliét

>

7.0:

COOPERATE WITH OTHERS

*7.02: - Work Under Supervision

-

i

7.02A: Identily and Work Within
the Organizational Structure
Did you:—, . )

Examine the formal organizational
structure? L0
Examine the informal organizational
structure?. ) v

INSTRUCTOR
CHECKLIST

a
O

»




STEP 2.

A\a.

COMPETENCY  7.0:  COOPERATE WITH OTHERS Lo
TASK 7.02:, Work Under Supervision
ORERATIONAL ; /{E; e )
@ UNIT 7.02B: _Cope}{g};dﬁ' confllct ] L
. 1 : i - - B <
- . ./_-/'
Performance Given situations involving eanflict,
Objective:
, . the learner will be able. to 1den¢zfy
{ ways to eope with conflict ,

~standing) of instructions.

" pants.

. 13

. oo
to the satisfaction of the instructor.

-

Seek clarification (clear under-

wWouLb You
EXPLAIN THIS
" IN moRe

Explore confusing and unreasonable
instructions. Do Part 1 of Work-
sheet 7.02B. °

Discuss ways you could cope with
each problem. Discuss the
situations with other partici-

Describe your problem splutions.
Write several paragraphs on the
worksheet.

Follow established lines of
authority: . C

- k]

Explore instructions that come

from two differént sources.

Do

Part 2 of Workshect .7.02B.
e

- Discuss ways you‘fould cope
with the problem® Discuss the
situpation w1th other partici-
pants. _ :

L}
¢

31
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IM SORRY,
M NOT" AUTHORIZED
TO To THAT. wouLD
YOU CIKE TO TALK

¢. Describe your problem golution.
Write a paragraph on the work-
sheet.

STEP }4 Identify limits of authority.

a.”" Explore instructions that conflict
. with moral or social values. Do
Part 3 of Worksheet 7.02B.

h. Discuss ways yoy :onld'cope"
th the problem. Liscuss the
-8ituation with other participants.

¢. Describe your problam solution. )
N Write & paragraph on the worksheet. ~ °

m L 2 L 2 » = . .
Are you in doubt about any part of

: the unit? If so, ‘seek help from your-

N ‘instructor. Repeat the entire unit.

Do you feel:that you have satis~
factorily completed this unit? If
80, rate yourself on the evaluation
checklist. Then take your worksheet”
and evaluation checklist to the
instructor. Your instructor will

. check your answers, observe your
behavior, rate you, and advise you
if necessary. . ’

‘After the instructor verifies each '
item on the checklist, begin another
) '—: unit . "

\




'WORKSFEET 7.02B

-
~

- Part ‘1 o - R -]

b

Instructions are not always logical.

Example:

Becky's supervisor gives her these instructions:
3 5
1. Lock your tool box before you leave work at 5:00 p.m.
There have been some robberies in this Dbuilding.

2. Leave a note‘forgwpq;plumber. He is working from.7:00 p.m.
until 10:00 p.m. tbﬁight. : :

3. Tell the plumber he can use your tools. He is stoppin§>on
his way home from a dinner party. :

What is confusing about these instructions?
Do you think Becky snould follow them?
Why? Why not? - <

What might happen if she does?

ik;érﬁgiions are not always reasonable to follow.
Example: ‘ (] g o

Joe can type two l5-page reports ln two nours. Joe's supervisof
. gives him three 10-page reports. ' Hle gives them to Joe at 1:00 p.m.
He says. he wants them on his desk at 2:30 p.m. the same day.

‘ 4
What is unreasonable about these instructions? 3

v .
Do yo rk Joe should try to fcilow them?
th? y not?
ﬁhat m;ght happen 1f he does?

33




Part 2

N ' Instructions are sometimes in conflict | ' ' ' '
“(disagPeement) with each ether.

Example.

» Sharon ‘works in-the hospital lab. Her boss is Mrs. Hale.
Mrs. Hale gives Sharon this instruction,
.3

(4

« - Take Mrs. Anton's :blood pressure in 5 minutes.

v

_ Dr. Parks-meets Sharon in the hall. He gives her this .
‘ingtruction.

.

Do the lab work on these blﬁgd samples right now.
It should -only take you abo 15 minutes.

v
N

=y et

What is conflicting about these instrqctioﬂg?'?

Which one should Sharon follow? +

¥

wWhy? !

-

What might happen if she does?

Part 3

Instructions sometimes conflict (dlsagree) with one's moral
and ethical values. )

Example:

ﬁoger works in the print shop at CDA, Inc. - His job is to print
company reports. Personal printing is not allowed. -

~Roger's boss comes into the shop. He asks Roger to priﬂ@ 2,000
copies of a neighborhood flyer. He tells Roger to hide it if
anyone comes into the shopn. )

”

What is the trouble with these instructions? Do they conflict
(disagree) with company rul=:s? Do they confllct with yours values
about what is right?

— . - +
-

3
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ﬂ - - ” \o
Should Rdger follow his boss's instructions? ’ : N
Why? Why not?

*_How will he feel?
P
N -
: \ Q/
, 55




TASK

‘OPERATIONAL
UNIT

YOUR .
CHECKLIST

Evaluation Checklist

- -

7.0: COOPERATE WITH OTHERS * .,

?

7.02: Work Under Supervision

7.02B: Cope with Conflict

Did you:
1. Seek clarification of instructions?

2. Follow established lines autho:ié&?;

3. 'Identif'r limits of authorit

-
-

L

—

Instructor

" INSTRUCTOR

CHECKLIST

D;
n
O

57




