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Quick reference: a key to counseling

By DAVID L. ANDERSON, State Uniiversity of New York at Binghamton

ANY CAREZR COUNSELING and
placement offices in higher edu-
cation are facing an increase in demand
for services with httle hope for a com-
mensurate_increase in stalf or budget
support. The_ Career Development
Center at SUNY- Bmghamton is ot

alone in this situation; but we feel we
have deVeloped a umque snmple and
problem.

The oifice is a centralized university
service that prbi}ides §Upp6ri for students
and alumni in three major areas:

1. Counseling for career exploration
and decnsnon makmg,
other placemenf assistance; and

_3. Advising on the selcctlon and ap-
plication to graduate and professional
schools. o

_ The staff of the Center offers a variety

of alternatives to deliver services. One of
the most effective techniques (as judged
by our Students, alamni, administrators,
and peers on other campuses) is our
Quick Reference Guide series.

- Most other offices have guide books

and pamphlets dealing with career ex-
ploration and the job search; only to find
that students read the parts that deal

with their immediate concerns; they then

seek individual advising on other topics.
Rather than lessening the need for in-
dividual staff contact on basic needs,
these guide books increase the de-

The Qunck Reference Guides (QRG)

are adeparture from the handbook ap-

proach; they provide instruction on ca-

reer exploratlon _]Ob search appllcatlon

Specxﬁcally, they are a collectmn of ore,
two; or three page information sheets
dealing with individual issues. Each
QRG is printed in the same format and

uses the Center’s logo, pro\éldmg Vvisi-

them as part of the series. This approach
allows the introduction of a particular

concept and provndes a referral to other
resources.

freqhently asked questlons Each indi-
vidual QRG is cross-referenced with
other appropriate QRG’s, materials in
the Center’s Career Resource Area
(CRA); and seminars and workshops..

In this way a developmental model
presents information to students al-

lowing students to work at their own
pace. Less ambitious students can review
the one or two QRG’s that deal with
their immediate concerns. nghly mo-

position or policy.

tivated students begin with the QRG
that deals with their initial question or
concern and move to other QRG’s;

books and pamphlets in the CRA; and

possibly a workshop or seminar offered
by the Center They eventually seek

deal wnth hlgher needs during walk m

pomt counselors do not have to deal wnth
basic, routine questions, but can devote
themselves to the specialized needs. of
that student. This process is an effective

and interesting use of counselors’ time.

Stadents dropping by the Center re-
ceive immediate response to their ques-
tions through a QRG. The complex
tasks that they face are broken down into
manageable units in individual QRG’s.
Further explanation of the subject can
be found through CRA materials, a

schedule_of seminars and ‘workshops
called “Transitions;” individual contact
with a Center staff member, or a service
provided by another university office:
Some students are not ready for per-
sonal, individual assistance from an of-
QCE,‘hCY have never visited, with a staff
they. have never met: The QRG’s;
available as handouts near the Center
entrance, provide an opportunity to
check out the Center without personal
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BASIC INFOHMATION HEQUIHED FUR

EFFECTIVE CAREER DECISIUN MAKING

SELF-KNOWLEDGE CAREER INFORMATION | JOB MARKET FORECASTS |

(Cansult “Transitions—Guide | (Available in Career Resource (Available in Career Resource

to Seminars & Workshops"') Area—See QRG #18) Area—See QRG #18)

” PROJECTED

INTERESTS NATURE /" PROJECTE
(Think abbut how you / UF WURK 7' SUPPLY OF
spend your time) - « CANDIDATES
__TRAINING >
ABILITIES REQUIRED FOR VS
(See QRG's #3 & #4) { ENTRY AND
« ADVANCEMENT NﬂMﬁEﬁ OF
VALUES 7 PLACESOF
(See QRG's #2 & #20) _ - EMPLGYMENT ,
> WORK
ENVIRBNMENT

( (See ORG's
#16 & #23)

State Uriiversi ity of New York at Binghamton

Binghamton, New York 13901 P

LSG-500 Telephone: 607-798-2191

28

Jourral 6f College Placermisnt  Spring 1982 3




ne g

.o

[

JUVRIUI

T s by et

contact. Although most students don’t
hesitate to seek attertion, we try to meet
the needs of all segmients of the univer-
sity community. _

The Quick Reference Guldes cvolved
from a half-dozen inforiation: sheets
into thi

i sclf—hclp handouts that form
an essential component of the Center
services. They are frequently used by

Center staff to introduce concepts -in

workshops or as a basis for group exer-
cises. On otner occasions, workshop
material may be modified into a Quick

Reference Guide; allowing students not
in attendance at the workshop to benefit

from the material presented.

.Other considerations include the ease
with: which an individual QRG can be
modified without affecting the entire
series: Changcs can be made quickly and

at low cost compared to changes in a
multi-page pamphlet or booklet. The

technique allows the Ceriter to respond
quickly to the new or changing needs of

students.
Selected QRG s can also be used cr
fecuvely to support othcr offices i in-the

university. Currently; the series in its
entirety has been used by the admissions
office in working with guidance officers

at hlgh schools wnth a tradmonally hlgh

hamton The campus parent S organi-
zation has used QRG’s as discussion

topics on career issues for parents and
students. The office of Programs for
Students with Disabilities has used the

entire series on audio cassettes for vis-
ually impaired students as well as two
specialized QRG’s dealing with dis-
ability and employment.

For the Carecr Development Center
at SUNY- Binghamton; the QRG’s
mode of delivery for services is consistent

with the developmental model that forms

the basis of most of our progranimmg
and allows us to serve other units of the
UniV"rSiLy as well: Some basic adminis-

trative considerations make the tech-
nique even more appcalmg
First, they are inexpensive to create

and print. We began by dcvelopmg a
standard format for the first page of each
Quick Refererice Guide. This master or

header page hlghllghts the Center logo,
a key element in raising office visibility.

Having a supply of masters not only cuts

Quick Reference Guide: 1

{continued from page 28)

For many peopla a review of career or job opportunities begins with a question about

the "'job outlook"* or the ‘‘job markat:"

While this information has a place in the overall

career decision-making process, we caution against undue emphasis or reliance on this

type of data. It is our hope that individuals preparing for or changing careers will begin

at the left side of the chart on the front of this Quick Reference Guide and move to the

ther infol

right as they

on and make tentative career decisions: We adviss against

focusing primatily on job market projections for two basic reasons:

1. It's great to know that a con

lerable demand is projected for "occutorps '

However, if you are not interested in being an “occutorp,” don't have the ability to

be an "occutorp,’ and the field doesn’t seem to provide you with the rewards and
satisfaction you desire, do you really care about the demand for “'occutorps’'?

__2. Virtually all job market projections originate from the U.S. Department of
Labor; Boreau of Labor Statistics: The most frequently encountered publication

providing this type of- information is the Occupational Outlook Handbook. This

book is the source document for countless studies, magazine articles, and news-

paper stories on the "job market."’ Before making a career decision based solely

rimarily on job market projections, yoa may wish to read the section of the

Oc Jgational Outlook Handbook entitled **Assumptions and Methods Used in Pre-

paring Employment Projections.” It appears on pages 17 and 18 in the current

edition:

__Much is to be gained from reading these two pages. While we have not reprinted the
entire section, we have presented the assumptions on which all pro;ectlons are

based.

® The Institutional framework of rhe U.s. economy will not change radically.

® Current social, technological, and scientific trends will continue, including

values placed on work, education, income, ard leisure.
© The economy will gradually recover from the high unemployment levels

of the mid-1970s and reach full employment (defined as an unemiployment rate

of4 percem) In the mid-1980s.

_® No major event such.as w:despread or Iong-rasting energy shorfages or war
will significantly alter the industrial structure of the economy or alter the rate of

eCOI‘lOMIC gr O th

ly by changes in relative wages, technologlcal changes. or other factors.

Care to take any bets? .

N.B. Time marches on while you're marching.

down on costs, but speeds up the print-

ing process. All QRG’s are subrmiitted for

prmung as camera-ready copy; layout
is done in the Center. By submmmg
camera-ready work to the printer, the
cost in imany cases can be halved and the
printing time drastically reduced.

This approach also allows staff
members to draw on their expertise and

interests and make a lastmg contribution

A complctcd QRG represents a tre-

mendous saving in staff time and more
effective counselor/client contact.
Each new QRG includes a number

and the title of the topic covo;ed im-

proving visibility and recognition of the

series. Numbering facilitates referral.to
the appropriate QRG and crouss-refer-
encing. Administrative considerations go
beyond the Center itself: resources such
as thesz provide tahgible evidence of the
Ceniter’s activities and offer a conceptual

framework for career decision making

and job search techmques o
While the concept was developed and
applied in a Career Development Cen-

ter, QRG’s can be adopted for use in-a

variety of offices. It is ideal for an office
that encourages selrhclp and must or-
gamze complex issues into manageable

units. Several colleges have alrggliy
emulated our approach we are inter-
ested in _cthers’ experiences with dif-

ferent settings: 5

4 .
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