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CLOSE of SERVICE WORKSHOP

Trainer Gujdelines , - -
. f ) . ) . L - .‘ - had
, ‘ | . '.. . ',

.This is a Handbook. for a’ Peace Corps "Close of Service
Workshop', .It was prepared by borrowing héavily from two
programs already developed. One of thé programs was developed
by A, L. Nellums and ASsociates. and pilot- tested in eight
host countries during 1980, The other was designed
for PC/Malaysia by~ Joel ¥allach and Gale Metcalf who also
delivered the packagﬁ 1n—country., ‘

. Lo . .

The purpose oi tpis'handbook is to provide a suggested
outline for a 3~day close vf.service workshop to.be delivered
2-3 months prior to the yolunteers' termination date. ]
Each session 0f the workshop is intended to build towards -
or from the one(s) preceding and following it. However, .with
very 11ttle modlficatlon ‘. sessions may be used 1ndependent1y

st

' The - suggestaons ‘for the timing, location ‘and adminlstration
of the workshop are based 'on the experience from the field
tests. “While tpeloonstraints of your setting may require
modifying these guidelines, we suggest that special - ! .
consideration be given to éach of these categorles s0 that .
the workshop ‘may be of greatest bepeflt to the COSlng
volunteer._ '

. .
3 -
*

‘an effort has been made to puige the ;gﬁﬁructlons "and
materials of excessive training jargon (un iliar Ianguage)

However, you will find certain phrases and vords whic¢h are >

used for the sake of economy sych as: "share"-lnstead

of "tell each other"; "report out" instead ‘of M ive a’ R
summa®y’ of what you discussed"; "3our1:ua.1’fl instead of ”notebook"
"brainstorm” instead of "state whatever comés ‘into your mind - f
as fast as you can"; "modéling” instead of Mdemonstrate how'
it is done'; and "closure” instead of, "bringing the sesslon.
te an &ud", Therefare probably othérs, It's sometimes
hard, to know wher langyage i$ jargon. and when it is not. )
You may want to purge. the’ traihing language even \further as
you deliver the w shop and it is suggested that you do so
if it gets im thetway of. your communlcating with the . L
partictpants. It -is hoped that the ‘language of training ° §
that remains in these . guidelines does not. get in the way

7 N .

of a successful. presﬁntatlon of the workshop.
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o DPEACE CORPS . ' : .

COMPLETION' OF Si!VICE WORKSHOP A l

. - F
. .' ‘ - . , -
.

- . Workshop Oferuie&'

- . -

. The general purpose of the workshop &s to prepare
. "~ the PCV to depart the host country/Peace Corps and re-enter
. the United States culture to whatever job or academic
. activity. the volunteer may be planning. Impontant to the
. re-entry procgss is providing thé volunteer with an under-
» . stahding of the meshods to be used in completing Goal #3
. 0of the Peace Corps. The 3-day workshop is in fact similar
in purpose to the Staging/PRIST/CAST which preceded the
volunteer s Peace Corps service. As such, it is directed . ,
at’ ,"introductions” and "begﬁn ingsd rather than "finished" ’
o T products. Rather than having them conclude the dgvelop.- . .
-, ment of resumes ‘or compietlng applications for graduate school
the workshop should #ocus on giving the volunteer the )
+ . knowledge and skill required to gather the necessary !
‘information to carry out a job campaign and to develop a .
- * re€seme or SF-171 at a later time. Likewise flle task.of t o
: " ecarrying out goal #3 shquld be begun at *COS with the . .
understanding that Peace Corps/Washington provides, :-through s
... ' Former Volunteer Services, support once. the voLpnteex e
o returns to the U,S. ' *

*
b m - %
-

“s In the. pllOt of a similar workshop in elght host countrles

1 the most freauent barrier to completing the exercises in the t

S -+ workshop was the volunteer's anxiety of leaving, flnd;ng -,

. g job, and returning to an apathetic environment at home .
etc. The behavior that results from this anxlety‘is a plea . .
for information, tricks of petting-a job;.the quick dnd .
‘dirty answers £ readjusting; or the‘statement that.we - . .
-don't need to deal with this re-entry debriefing "stuff".

The latter comment may stem from the COSing volunfeer's. o

_ discomfort with the feelings that are associated with the >
leaving and h;s/her unwillingness to "endure" more feelings .

'(-or discomfort that may arise from the debriefing or )

"cloging out activities" suggested imw"workshop design. A -
maJor focus in developing tne workshop was to ‘sequence the
sessions in such a way that voluntéers participating in
the workshop may feel that each exercise ha%s a purpose *
that will be bBeneficial to them, which, 'will not: "hurt" -
i.e.  they won't "die'f from this experience‘ and which will b
not be just dnother "bitch and moan" session about PC life

~ an® staff. . : "
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Workshop Overview - cont, = -°

N

" 1 N - r -
Many of the "quick and dirty" ansWers and "information"
needs are met in the sessipns ‘dealing with completing resumes,
facts about jobs in 'the U,S., and living thrpugh the first : .
Jjob interview., The introduction of the mbre Practical.
aspe¢ts of#re-entry prepares the participants for the idea

* of dealing with the ’'softer" and more emdtional’ aspdcts S
of leaving the host country and returning to the United. . .
States. This approach also allows time for the person . .-

conducting the workshop ;o become more comfortable with
- the participants.and to grow moré confident with hls/ﬂer .
.ability to manage the later segsions (such as debrikfing
the Peace Corps experience with the staff and deallng with . '
the problems of- re-entry ), ) . ‘
Many of the sessions are 1nterdepéndent By describing. .
their linkage to later exercises, the participants will
be encouraged to share .and reflec: at a level whioh' _ ’
combines (almost equally) the. process of (1) identifying’ . oA
skills to be marketed in.e. job camphigm; (2) the task off - ‘
»" identifying the most rewarding and transferable parts of ° ) .
/ their contribution to development; (3) or the recommendations
3 that he/she may want to give to the staff Tor the maintenance

of the good pspects of the program or the alterations of T

those that need improvement. The introdugtion of these T a0

"softer” issues need not be so0 "heavy" that participants S T
. are "bummed out". and turned-off by the experience. ‘It ’ :

do¢s, however, require the trainex to establish .the cl1mate
) condu01ve to open1ng up to others and torone's self,

v L AN . ‘ ‘-

In 1mplement1ng thls sequence it is important, that
participants understand that tne initial recording and ) 1

review exercises will be used in most of the sessions which . ’
follow later in the workshop. The identlflcatlon og skills: .
developed or areas of personal gr ill be useful in ; N
developing the job campaign inclu jectives-setting
and resume:writing. The identification-of areas-of accompllsh-
ment may also be used.in the process. Further, the consid-
eration ¢of topics such as Peace Corps DevelOpment may - . - #
.. stlmulate thoughts that will be useful in the debr1ef1ng -
. . process witl/to in-country. Peacé Corps staff, ) ’ -

¥

The inthduotory exerc1ses help participants identify
their specific needs for the. workshop and to a591st them to
begin to plan both the exit and entry acti ties they are
about to.undertake, As in any problem-solﬁing activity .

s - (and the workshop should be established as such) the first '

- - LY
. - / . L, .
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. Workshop Overview - cont.

. ¥ . L]

'“ step is to generate infetmation of -a general nature; the‘
"next'is to begin to .apply that information to specific -
areas of difficulty; and this.is followed by the develop~ -
ment of strategies. to deal with ‘the actial or anticipated
problems. Part;cipants should be made aware that ALL the
answers are not going:-to be forthcoming and that this
workshop is intended as a "Staging" for their termination

. from Peace Corps similar to thai which they may have
received through the CASTror staging process priér to their
service. As such it hegins the process for them and will
provide with structures which they are likely to face,

N A . Workshop Goals .

»

The Completion of Service Workshop (COS)-is designed to
provide  information, knowledge and skills that will
facilitate the transitioﬁ from the Peace Corps community
to United States society, ‘ S

£ -

SpeC1f1c course goals are:

. e To provide an dppOrtUnlty ‘for Peace Corps volunteers
- to establish.a sense of closure, provide feedback
to the Peace Corps prepare to leave the host-
+ country and assess the meaning of their Peace Corps
experience in-relation tqrfuture goals;
. ® To assist Peace Corps volunteers in devéloping an
. awareness of the issues surrounding re-entry into
c United States culture;

e To assist Peace Corps volunteers, in 1dent1fy1ng and
qpveloplng career and educatlongl goals and plans; and

.- %orass1st Peace Corps volunteers in assess1ng and
. transfe?rlng personal and professronal skills to
. possible Back-home’ s1tuat10ns, . -
) TS proV1de termlnating Peace Corps volunteers an
opportunity to review their 1nd1v1dua1 ‘and program's
role 1n development'- and ; ' .

® TO prepare volunteers to implement the Development
-~ Education goal of Peace Corps. (Goal #3)
: ! - :

o
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Workshop goals - cont.’ . - .
L] ‘ . + ) 4)‘\\ . )
Objectives and activities for gach session will be:
described at the beginning of each module. . d
Also inecluded 'in this seetion of the guidelines are .
a series of recommendations for the preparation, delivery
and ?n-going support of the activities in the workshop. .
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Getting Ready

*-

The progess of Close of Service. is, obviogsly, one that

4

¢

exceeds the span, of the 3-day workshop outlined in this’
The job search/grad school effért may well begin a

handbook.

year before COS.

required span several months' time.
RPCV will continue the process of re efftry and career/educational

act1V1ty.
/!

1
-

v

Many of the administrative procedures
Beyond ‘the workshop the

L

- ]

COSing PCV as well as to

assist ib*managing staff time in responding tb: requests and
handling the administrative aspects of C0S.

1, Stock the Library

N

A

g oo
‘-.-J’

education planning independently or who wishes to. follow-up
The bibliography on pages-12 and

13 list those which are most likely to be helpful to the
COSing NQlunteer.

from-the

COS workshop.

w

-

s"

2. Referenpe Materials for uge in Workshof and Beyond -

+

Former‘ﬁo}unteer Services Resource Manual

This is' a c?mprehen31ve manual developed by Former .
Volunteer Services (FVS) for COSing VISTA and- Peace Co

volunteers.,

. - .
Several good books and sets of reference materials are
available which will be valuable tqg fhe PCV who initiates job/

[

¥

w

In anticipation of these ong01ng efforts you may want to
con51derﬁfhe following materials and their timely distribution

as metho¥§s in which to support the

It is filled with information and referra s

i * onmn topics‘Iike former volunteer network activities; types

. of federal employment; sample resumes and 171 a; contacts
for counseling, and suggested reading. AddithH&l

re-ehtry to the USA,

, from ACTION and Peace Corps which support .the RPCV's

¥,

the
maQual also details .the wide variety -of services available

An abbreviatéd® ver31on of thig manual 1scautomat1ca11y
mailed to each country .in- quan

. COS volunteers,
. it explains- the

Called the "

rvices off

additional -informatgon whic

rvs,

The larger m

in' both versions

,Order from:

ugl is much

is angorder form through which PCV's may -
order books and other resources from FVS. -

Room "M-903

ipies ‘based on projected

of,Service . - Memorandum"
py FVS .and outlines
ibe ordeted through,

e

33..-,

fFormef Volunteer Services

re comprehensive,

", 4 "ACTION o
¢ o washmgton D.C. 20525 .
* .‘ - T . - . A
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3. Formgl‘PrOceduregL'énd‘iﬁformation

. ‘

. A

"0f the most frequent groans aboiit COS,. the myriad of
forms and.procedures the' ,PCV. must endure probably yéteives

the loudest of them all, While there is no way of getting
ground the need for them, we may be ablé to improve the' way

we manage getting these items completed.  One way is to develop
a manual which outlines, explains, and schedules all-the .

H

Jpolicies, procedures, and forms for COS. "’ oo

a

The "Introduction" and ‘the "Table of Contents" proviﬁed'

below are taken from such a manual developed by PC/Lesotho (1980).

Aclivities and forms will vary from country to country. This
manual may be distribdted at a workshop or at least four

months before COS.. i .0 © -

‘ L
. ‘ Y,
. ]
4
Ll .
- L]
ey ‘
' -
. L) e
] L
. .
- H
®
N
1
{
- -
«: .
by . -
_ ST .
-~ »—\’_
~ .
.
¢ ’
’
.
Y
(- .
L
, -
¥ P
] ~
i N [ [
- - M N .
r I"° i
Vo 4
s R -
[ -
- . . ‘ v
. W
[} £ ™~ .0 ]
- . pl . . FPRRS
- L]
13 H . - ks iy a‘ .
L n 11
. . ¢ %
. » - 1
. .. RS A £
L}
‘u . - B
 ar +
I N . :
. - 4
- et " . oA . [ -
- - b ]
. f

(A




L3

*hotél room if necessary. Consu

- . . - —9"' A i .
(Sample: taken 4§§;X:A Manual of Complétlon of Service... ) i
PC/leerla, 1980) - '

- . -

= . . .
. - - .

] _ INTRODUCTION -

vt

2 COMPLETTON OF SERVICE s
. ) .. MANUAL .

* .
W

-Completion’ of Service is a special time for(PCVs. It
means many things to each Volunteer: ‘travel, home, finding a
job, going balck to school, culture shock, and a range. of emotions
from terror to joy. The COS process begins 3 months in advance
of a’ Vorﬁnteer s COS date. . The- exper1ence 1nvolves the
physical move from Lesotho to the States,-the bureaucratlc .
paper work to be released from Peace Corps, and the travel
and medical arrangements for the trip home. AN

) ‘}r

‘Be ~prepared for snags and{problems to croy up during COS.
No COS is a completely smooth process., Your return ticket or
1/3 allotted Readjustment Allowance may be delayed; be flexible!’
You may have problems with the utilities clearance or bank
clearance; keep calm! Your COS medical may require more lab
work or x-rays.if there is & foul up; don't panic! The Posts
gésieefmay say your packages are over weight; re-pack them! '

ove all, don't worry! -COS lasts only 3 monthg and you'il
soon be on your way. No PCV has 'yet been unable to survive COS!

Many of the COS forms and procedures c¢an be coMpleted at
your site.' For:those medical procedures which must be completed
in Maseru, you are entitled- to travel expenses to and from your
site and per diem for the days it takes to coﬁplete ,them. Be
sure to set your schedule so that you gpend minimum time in
‘Jaseru gn €0S business. In other words, don't come dogp just to-
complete one procedure and expect to bée reimbursed for your
travel and claim per diem., Most g@f the Maseru procedures can
be done the last 2 days of COS, so plan'ySur time as much as ’ s
possible. You can also cla1m travel expenses and per d1em _ g

-  for these” too. -

7 If you need help movifg from your 31te, consult the-PC
Chauffeur early "to make. possable_arrangements for PC transport.
If all the veliicles are in use, you'll have to find an alternative
foift of transport yourself, This applies for any of your transport
needs during COS. PC will.provide as much help and support
as possible:] but be prepared to do it. yourself'

“

ermanently movyed out of your e, PC will provide you with an
the APCD/Administration if you

reqhire accomntodations. This is not an automatic procedure for
C0Sing Volunteers., Individual requirements for COSing PCVs are

decided on an individual basis.. , .

' During your last few dayg in Lesotho, when you have
1%

*
* 3 ' - . ’
’

¢
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On the day you terminate your Peace Corps sg;vice, you are
no longer eligible fors the healtl-care and sg¢rvices preV1ously
provided by the Peace Corps. Any. illneés or injury sustained
by you aftef. your termination beéomes your responsibility.

One form(of medical coverage, through the- Insurance Company
of North America/Reed $haw Stenhouse, Inc., can be purchased
out of your Readjustment Allowance. It _frovides shori-term*
. coverage for the critical period between your termination
and enrollment i¥ a permanent group+health plan ,At home. ’
.However, you must apply and pay for this insuranee prior to your '
termination or special leave. You canaauthorlze the ACTION
finance office to deduct the appllcable premium from your re-
adjustment allowance provided you apply %t least ‘60 days
prior to termination or Special leave.,. See the APCDJAdmlnlstraa
tion to obtain the form. — . o

This Manual has been designed for PCVs by "PCVs to fagilltat@

the COS activities, It presents a basic outliné of the forms 2

t. to be filled out and the procedures to be followed in order to

.~ be released from Peace Corps. It also contains information & .
which especially.concerns PCVs who are COSing.  Please .note . f’
that. the first %3 forms and procedures listed require that you .
begin.processing at least 60 days in advance of your COS date. .~

» This*is ‘true because these procedures are time consuming and/or

requiré PC/L to contact PC/W, for its assisfance 3 If you have
any quest1ons'concern1ng thé forms and- procedures, -consult
w1th the APCD/Admlnistratlon. ; -

L el

It must be empha51zed that ‘the proceduyres contalned in
this Manual afe subjéct -to some modiﬁcatmn by PC/L and/or T
by the other agenciés involved in the pﬂécess. Bowever, the- " .
basic format shouldiact as a guide. % R -
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Advance Information . ..

) ‘In all thé field tests accurate advance 1nformatlon to.,
participants was ¢ited as.critical to getting thé workshcp‘
started off ¢n the rigit foot., Six to eight weeks before

. the program send out a brief descrlptldﬁ of .the workshop : .

to those who plan to attend. This description’ should include
the general rationale ahd goals as well as information about "
time/length of sessions and the location. Registration-
instructions and time participants will bg expected to
arrive are also important information. If you are using
this as an announcement/1nv1tat10n for partlclpants be
sure to cledrly state,whether attendance’ 1s volunta¥y or
mandatory. It must also be made clear that once at the ™
workshop, participantsg will be expected to attend all .
33%91ons. This point may be emphasized by mentioning that .
eéch session of the workshop builds from the one that precedes "
it. So what is learned in Session- I will also be useful
in later sessions, ' ’ ‘ }
¢ L

.+ It will also be usef®l to identify those-who will be J
conducting the workshop and to establish a contact to
respond to requests for additional information.

.. This is also the time to begin to set the climate for .
“4#hé workshop. Participants should be made aware that: '

(1) ghey will be doing a lot of work;
* . \-‘.. -

(2) the exercises in the workshop will be directed at
helping them make thre transition from host |,
country back to the U.S.; {~ . -

- - »

(3) they can view this as a "stdaging"” for going home ,
similar to the one they had before coming to the
host conntry; , \

3

7

. (4) the workshop will focus on helping themr identify .
- the skills they have developed during their PC
experience which will assist them in the transition
back home and which will be the basis for their
vocational pllanning.

(5) this will give them an opportunity to reflect on
the1r PC experience in preparation for sharlng
1deas about PC and development at home.

3

¥

You should include any materials which volunteers °
should review or complete prlor to their arrival. This can
be la great time saver to a workshop taat is cramped for time.’ ~

<0 '
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Coe . CONDUCTING THE WORKSHOP S AN
¢ ..‘ ) 2 : - ‘ ' ) R - ?

The followipg Suggestions should bér considered - - oo
as you begin to. plan ‘for the workshop. . _ " I
Timing . . ‘ ’ » , ) . . . a..

R N ‘ 1

. This workshop is intended to give assistance to volunteers
sooll te terminaté their service. The best time is 2-3 NN
-months before their COS. Around this time they begin to L
think ahead about finding a job, making travel plans,
family reunions, etc, . e .

, y

In the pilot workshops, tie timing of the workshop was

an important if not critical variable for the success 'of
_the training. A workshop of this sort within only a
“few weeks to a month before departure ‘is too laté to~givé
full consideration to '"the leaving pfocess", does nol allow ample

~ - -

" time for reflection about the PC experience or for.writing ).

resumes and considering vocational goals. The closer .

COS and departure geft to be and the more the volunteer_ becomes’ .
involved in the 1og£§£1cs of finishing projects, making .
travel plans, packing and shipping personal effects, the less

time and inclination they have to reflect on thé whole

process. On the other hand, conducting the re-entry : - .
related sessions of -this worLshop too early - & months or ’
more before COS - would not,coincide with the volunteer's .
interests at that point. You may ‘wish to consider doing
the vocational planning activities around writing a resume ) C
and applying to schools as ‘early. as mid—service .in congunction

with a regular in- -service conference. e

Location ‘ ‘ o " ;
You will need a large meeting room and. depending on
the size of your group, you may also need two smaller -roons

for small group work.

[ N A -
The setting will also be. 1mportant. If you choose a

beach location you will have to contend with getting people’ ’

out of the sun/sand/water and back.to work., An urban sétting

mayc provide other distractions. Plaid or fancy? This will

depend on your budget and your own sense of where ""Peace Corps"

conferences should be held, Whatevér locatign ‘you choose 5

it chould he as comfortable as possible s¢ participanits

are not co cergEd with "surviving and coping" during the

workshop. *Avaijigble time is limited during the workshdép.
In selecting arBite consider the "time %ost“ factor in
taking care of'life activities such as getting food, bathing

- .
- . N - . - R
- .
b . I »
.




Docation - cont. " . .

. A

and sleeplng as Cr1t16£I .The gtmosphere, of the tralnlng -
‘'site directly effects. part1C1pa ts attendance and attitude.
. If they have to spend time c0p1ng with theafa0111t1es they
* .  are less likely to spend- time productively during the A
_workshop. * ! St

- F *
. " Group Size : ,(/ ¢ . . '
. 1 f . * .
S - The optimum number of people for a workshop of th1s
. sort seems to range from-about 12 to 25. If the group size
i$,too small” the sharing-'sessions become ' estugus" 1f .
- a . the. group size is too large, the facilitators! do hot have - )
’ v, '+ enougir time during the sessions to offer individual aSsistance,
» especially %er the sessions identifying skills defipning a
- job gbjective, and writing a resume. If the terminating
group is larger than 25 you ‘may want to add co- traineng for
each 10 gersons, “or you may want to consider running
series of s@all workshOps.

*

.

L4

Al

. idedlly, ‘workshop groups should be made up of volunteers *
from the same program so that the exercises involved in .
debriefing can‘be most helpful,

. - ¥ . - 1
e Facilitators: '

It is best to have two -facilitators working with this

program. .- Sometimes during small_group activities several of
the smqil groups will peed assistance of a facilitgtor, *
! .‘especia Jy if the/grodp .is having difficulty. Once an
' * sactivity is explained and the exercise begins, the facilitators
"float" from ‘group to group or individual toeindividual to
check that the activity is moving smoothly and help if
" necessary. One person cannot {fcoysy all groups effectively,
During the vocational plannjin ctivities many individuals
. may redquest personalized assistance. One faéilitator
.cannot provide effective aid to more than 8«10*individuals
’ dyring a session. It is essential to” have the support of T
akoptier ‘facilitator for redesign, to share » load and %
to prov1de akternatives to h#@hdling problem tuations. '
As . a facalitat r, you may want to prepare 3 x 5 cards
with cues and notes to carry around, rather than juggle this

-,, ' big noteboolk while couducting an exercise. e .
o The faciYitators are the key to the workshop. The
facilitators create the atmosphere, set the tone and help .
participants “achieve maximum benefit frOm the activities.
. N R : . - ]
‘e " \ " . ] ]
Q - : N ﬁﬂ ST 532 )
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, Conducting the.Workshop - déont. - :L‘ ‘
-. .- - . . ! ' .o . - . -
. - However, in the introductory seSS1bn the faCLlltators should make
> . . Cclear to the participants that each. person gets out of the
. , + workshop whatever they put into it,
PR Sessions . : '. ) e e ]

P

. - ; e . -
- . r - .

. J

As part of the:"torme", ‘it 'is importanf to: give a clear
. . but, concise overview of the workshop - what we're doing,
. where we're going, and why - and while tonducting the
-~ ¥ eession to take a few minutes to explain:an exetrcise -
. the direction of the -exercise and how they .can benefit from v
\)- it, Ve have included potes to show you how to do.. thls.
A

MateFials . I e
In addition to copies of -thé_handouts,’ for each session
you should have on hand: the follow1ng materials/

. _marker pens - 2 dozen. of assorted colors S .
. © e newsprint, butcher paper, or whatever large paper:
. you can find to‘use for flip charts and some of the
drawing and recording exercises. 'J {in Morocco )
. . we used brown wrapping. paper frofa GSA) . - ‘
e pencils for each participant : ! ‘ -
. v e note paper/notebook.(see Journals below) -

N . . "
Journals/Handouts ‘ - 7

The materials the participants take from the worKshop
shodld be useful as references when they use them back on '
their site or after they have returned to the U.S. ’

In-deference to the shipping weight limitations we’ve
kept the numoer and length of handouts to a minimum. You.
may want to keep this in mind if you~afe 1nc1ud1ng addltlonal

. materlal

-

Notebooks, used as personal Journa155 offer.the gart1C1pant
a chance to record thoughts, insights, or notes that he/she-
finds relevant and useful. Participants should have an
opportunity at the end of  each day-to write in the journal,

»

Energizers , . . v . ’ - .
hn e \"
These non- verbai exercises should be used at the beglnning
of nearly every session, The list which,follows describes a
varlety of activities which can be used to wake-up or focus

a group..

* -

® tape — preferably masking tape °~ ' .-

.
p
P \
) . . A s
- o o 23
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- T | ENERGIZERS - o
[N ' . - . _
A B Energizers are short exercises meant to wake people
. _up, create/change 4 .mood and/or focus, people’s attention'on

you a§_ you direct them to the next act1V1ty / -

& vhave others use them. It is impo tant to choose exercises -
with which you are comfortable and which best serve-your purpose
- ' e *»
The trainer must be Iively and encouraging in order to
'set the proper tone and enviromment for the participants to
be willing to participate.
- " - - At . -
Energizers .are-usually most fimely at the beginning of
-« sessions or exercises ang.are also useful as a !"break" activity.
L] h -

+

Tapping - ’ ‘ .

Ask participants to stanpd-up and stretch their hands
as high as they can above their heads. Then,.with their open
palm 'ask them to begin tapping their head, first at the top,

- then al} over - ears, cheeks - then move gradually to their
shouldets, stretch,to thetr backs as far as they can reach, then
to their chests, listening this -time -~ tapping the chest harder,
then to the stomach, each leg and finally all the way back up
the body ending with a yell, &

]

" The energizers listed here\;:: only“suggestions. If you.
p

Buzz-Fizz . - .
—_— . . . pa
\1 Form small groups of 5-7 people., Count around the group.

,When you come to ,a number with § in.it, or any multiple of 5
you say '"BUZZ".: “When you come 10 any number with 7 or a multiple

. of 7, you say "FIZZ". 1If.you come to a combination number - *
35 for example, it has a 5 and it is a multiple of 7, yon say
"BUZZ-FI1ZZ". If you make a mistake, begln again £t 1. '
The first group to reach 50 wins, - .

. /' *
.. The Big Chair

’

Ask Earflclpants to. stand up and form a close circle,
faC1ng back to front. ‘Ask them to put their hands on the shoulders
of the person “in fromt of them and massage his/her neck and
.shoulder vigorously for. a few moments. Then, ask them to bend
slowly at the knees vntil they can feel’ thenback of the person's
knees in frontsocf them, and then stand. Slowly again, ,ask
them to bend their knees again like they .are sitting down in
a chair, sitting on tj nees of the person behind them. This forms
a big chair, each persdn sitting on the knees of the person behind
thém, After a few moments, someegne usualéy looses balance and
the chair collapsesi - 4

L4

-\
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Enefgizers - cont.

Dlvide the large group 1nto smaller groups of 5 to 7 people J

~Have each group form a circle facing inward.” Ask egch parti- .

C1p4nt to reg¢h across the circle with their right 'hand and - d
. take the -right hand of the person opposite them. .Ask them to "N

~do the ‘same wit® their left hand, grasping the left hand of

a difterent person. Now, without letting go of each .Other's -

hands, ask them to untangle themselves so that they forh a

circle of people nolding hands. They will not necessarily all s

be -facing the same direction. ’ Lo

‘Partner Push ~

Ask panticipants to stand up and face a partner, legs '

v far apart. HKave .thém place their outstretched palms against

each other and try -to push each.other over, This is impossible
to do if they are doing it-righta,

Tug: of ﬁar T ) o .
Participants divide into'two téams and, using an imaginary
rope, pull as yard as they cad in opposite directions, . e
Mirsoring . - ' o ,k- . o
Partners A and B face each other. A. begins a médvement &

such as making a fade or moving arms. Slowly, B mirrors the. exact
movemeng.. After a while, call for B to initiate the action
wh11e A does the reflecting.-

Yoga Breath-of-Fire

Ly

Individuals stsnd at ease. Following the lemder's movements,
they move through the following stepsd . ) ‘

. L]

Legs shoulder-length apart, with knees somewhat bent.

Make fists with hands and place on chest, elbows
horizontal to _floor. A

Inhale —— arnfd go straight out to side.

Exhale -- arms pulled back to chest position

Begin rapid (breath-of-fire} bpeathing,.

Zobm

Have participhnts sit in a circle facing inwdrd. Leader
turns his head to person on right and "sends" him: the word . 'Zoom",
The receiver then turns to the person on his right ang does *the’
same thing, until it makes a complete circle. Leader can make it
go faster, ask thé participants to "Po it with anger;" "Do it
sexy;' "De it whispering." To end the circle, leader says "Zilch "

25
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Sharing : Lo : . . .

r e " .
Many of the activities involve sharing with a partner. .

or a-small- group., You may, be.asked: "Whv so much sharing?’

about a-concern or thought wihen- you ve

A response is that some€times yqu get axgi ferent perspective

to add dimensions, try to make pgpple 'stretch® and to get
help, and suggestions f on¢ another.  Pait of tue skill
of re- entry is the use of.ethers as resourves for sunport- ~
and ideas. The worksh'op hele devélep this abilitv.

It is up.to 'the facilitator to creadte.an atmosohere of
trust and non—judgement that will encourage pedple to feel
free to express themselves. In any ‘case, early on the -’ .’
facilitator encourages people to share with each other, - .
but only to the degree that each is willing to share,. $

— y

Daily Evaluation . oot ' 4

o

As a way of checking-'-out how the workshop is going .
and of getting information regarding possible adjustments
for the design sbme fprm ot daily evaluation 'should be
condgcted The methods sgggested below are quick - !

% minute - exerC1ses that may be useful for this purpose.

L] ’ L b4

1., Pluses and Wishes ' ’

L)
e

o Ask participants to take out a blank piece of
paper and.draw asline down the middle of it;
label one of the columns "Pluses“ and the other
"Wishes",

Note: as they do this the trainer should demon-
strate using newsprint. The trainer may also
record his/her pluses and wishes on the flip
‘chart as a demonstration. K

‘. UAsk participants to record their comments on s
the day in the appropriate column and then

N hand thém in as they leave the session.:

2. Open ¥Ended Statements ) ) R

. This exercise may provide more structure to the
daily se331ons evaluation, particularly if partici-
.pants have difficulty warming up " to "Wishes ‘and
Pluses." v _ A .

] ° Ask ‘participants to respond in writing or verbjlly’

to the following questions:

' alize it or hear'4it .
) repédted back from other people.” The Burpose of sharing is-

. P T ¢
. . t ]
s

*. - BN

wl

’n‘
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,"Daily Evaluation - cont. . . .. ,‘ . S -

-1 have gained the Iollowing' T, e
¥ ' ’ * =
. .‘I still have the following unanswered questions: -
. * ‘% f_‘ﬁ il - . .
, ‘ﬂ* #Ihe following should be discussed or covered in ,
-~ , future sesgions: . . |
- ) _j?nis ses31on was (respond to all thﬁf apply)
’ %" N &o s o ’ - B w )
., " - " informative oo b A
- . " a-rehash ’ SR .
" . “‘motivating ' . Lot e . ‘
- too little in too much time x:i' ’ o
unnecessary s C . h
© e, valuable - . Ce ey ‘ N
-y ) a wasté of time v L AJQ;
- " too much in too short a time o
- right anount for the time- '
. .- otker(s) P _ -
- ., : ' & .
" The -trainer may also use similar activities at the
beginning of the day's sessions. ., In this jcase the
, structure might include sevgral items or a sheet of
_ newsprint to which participants respond vérbally in .
’ - . the large group. Examples: (select 2 or:3) -
- -~ Yesterday was - _ 5 ' . .
- - Today I hope T .

- The most 1mportant thing I learned yesterday was

— C

\ B ; " IR . ¢
‘*L\\ - If T had a choice I'd rather bg - N
. p ’ H Ia,. . T . . * v
N

-~ On a scale of 1 to 10 yesterday was .
- ta A . . ‘
n . .
v " * . " ) -
. by . ‘ “ ‘ ’ v s, ' .:
4 y - P /’; - L]
o . , o / . .
_ IR . - y : v !
rs / - -' ,' M
L3 L] * ? = -
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PRES ENT 3" ?&ESSTONS \
’ . g..,_lt'_v_ “"'-»'J'-Q’r"". . P
e
. Eormat. . ) P -7y t;..:;.‘_.i-:- ,lﬂ;f" _,/ . -
- 3 ',: _:.“'\- ,_-\ ”{: ‘. A
Each session desi f‘ggiyﬁgghone or more exercises
. directed at the goals oX. thé‘ge®sion. Thef informatfon’ _

.

- provided in the design 1

, 1. Séssion/Exercise Title - T

. Total Time required to compiqte session/exercise . "

-

+

2
3. Overview statement describing purpose of session/exercise.“
4, Prpcedureé and Activities -2sequenced and timed

. . steps which describe what trainer and participants .

are required to do at a particular point 1n‘the
workshop. R

+ . * . * L B

S 5. Materials required ) .
) L - - .l' .‘

’ 6. Trainer 'Notes: Special instructions relevant to a
particular session Or exercise, > T

Review/Study the’Workshop Guidelines *

o

Even though @ach session 'is described in- detail it w111 , -
be necessary for you and any co-staff to ¢carefully review
the entire design. to-.assure that there is understanding :
of the overall sequence of activities and &f specific - /’
trainer activities/responsibilities for each session.. In
reviewing the desi q for each session you should do the follow1ng

. L]

13 Rev1ew the ’bramer and partlclpant materials

T
-
'y

- * v,
: 2) Review the purpese/goals of each se551on and determine
) the relationship of-the session to the previous one,
. subsequent 'sessions, and the total course,
.+ 3) Prepare session/exercise goals/objectives on
. ' ,f11p chart, Note: . Write these in your own words 7
& ., ..rather than copying verbatlm from the guidelfnes. )

-
L] Y

-

: 4)_.Be sure that all the materials are prepared equ1pment-'
e is wofklng, and that .the space needed is properly

: set up.for the training. . e
: - Prepare flip pharts before the sessions, if an ‘
| : ‘ eagsel is not available, paper may be tacked or taped
' .’ to ‘the wall, . o
. .
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Presenting the sessions-cont.

[ -

- Prepere any lechure notes requtred---keep these
to a minimum. .
.~ Gather copies of all nandouts and worksheets

’ 5) . Review.the-gequénce of activities, the points to.
' be.digcussed, and materials several times before
. the session to become thoroughly familiar with
** the session and its content.

v
6) Assign shared reSponsibllities of c04trainers
» ‘ - r
7 During the-presentation .keep in mind the structure
‘of the session, 4d.e., introduction magor points,
summary. 4 - )

’

H

- If you are.not'coqfi&ent of your own knowledge in the",

cantent otﬂQne of* sthe sesgions, the resources in the
discussion ,guides as well as the blbliOgraphie material .
cit®d will be useful, ¥t is also impo?tant that someone be

available to respond to ‘Peace Corps administrativé policy . ~°

concerns relsted to COS. . Staff ghoyld also be prepared

to describe the support servides available to RPCV's after .
they return home. The "Farmer. Volunteex, Serv1cesnResource
Mandal" contains most_ oI the 1nf0rmat10n needed to
describe, these sﬂpport serV1ces. .

Add&ng to the Given Design _ . N

’ Not " 1ncluded in the deS1gn descriptloniame exer61ses

-y

"

relating to "Energizers' or:"Daily Evaluation': However , o
according to the trainer's .own sense of the group's- . -
energy level and available time each day should begin with
some sorg of energizer and end with a brief ‘evaluation S
activity. 'The trainer will also want to include . ‘
energizers at other points in the workshop such as after -
lunch, mid-afternoon, or at "the beglnnlng of a new session.’
Suggested "Energlzers” and "Daily’ Evaluations' wefre outl;ned
prev1ously on pagés 17-18 .and 19 respectively
Sequence for Sesslq_[Exercises *
For each sesslon/exeDC1se ‘the trainer should B
o Lead Energizer - if appropriate/neeﬁéd
‘e Explaln purpose of the ses51on/exercise
* Review specific goals and objectives 4
f ‘ Fl -

-

L
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) 'Session/éLercise sequence - cont, . ) oo ! -
E ¢ . - ' . )
LA . . . .

. " & Summapize‘'major activities contained in seSsion/exercise
o " /& Conductractivity - lecture, worksheet, or discussions
T using materials provided

‘w . Summarize the session to review main points
- SN and emphasize linkages to previous and forthcoming -
\ D sessions
.~ 7. . e Provide time for participants to record in journals
AR ¥ . ® Conduet "Daily Evaluation"

-

‘Remember the time allotted for each activity is
_approximate, Hore or less time may be required or desired
"~ " depending on group size and needs. While somsa flexlbiLity e

Aa_is “built-in", scheduling should allow for adequate
. f doverage of alI activities in each session Lo
J
v‘ ’ ': i
s " > ’
D N 2
» - B
-~ ’ )' <
s, o -
. )
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- T . - » [
.' - - e
.t ’;‘v ¢ - 5 -
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‘.‘l LA | - Ii
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. . i
uln 'Y |
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. WORDS ABOUT TRANSITIONS
. . . .

L}

One key to any, training program "hanging together" is
the participants understanding of how the pieces (i e. sessions _
and exercises) fit together

It is important to bridge each exercise and/or -session
wﬁth thé one(s) that precede and follow it. These transitions
“are done simply by summarizing what has already happened/been
a,ecomplished _ o N

Thus far we've had a chance to get to know each othen, redww the
goals of the workehop, and reach agreement on what we might
expect from the workshop..

-Then }ink it to what is going 1§Q happen .

€ " .a8 we said in the discussion on goals and as you liéted
m~ your expectations, one of the areas we want to cover is
' leaving/reviewing your PC éxperience. At this point in the -~ -,
workshop we want to give you an opportunity to review your -
individual and coIZectwe accomplighmente d‘umng your PC.
work. ...

]

And link to future sessions orfactivities

‘w In addition to being helpfuz in managing your leaving
. Pe/(country) this session wjill also generate useful . £
s data- that we'll uge in the session preparing reswnes and or
deveZopment education back home.

Each session/exercise.needs to be explained with these”
linkages in mind. As you prepare to introduce individual
activities take a few moments to determime what these transitions -
are._ and which ones you need to highlight as you explain the goals
of seach activity.

-
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. '
. s 'c0S WORKSHOB/ SCHEDULE

»>

DAY 1 - morning

Sessfon 1 - Welgome, Expectations, & Getting Acquainted(Total Time:

& Getting Acquainted
Exercise I.- Workahsp Overview

Exercise II - What's in a Name

L]
-

‘Exer¥ise I1I - Expectationé
Exercise IV - Working Together

'BREAK -

Session II ~ Reviewing the Peace Corps

2 hours)

‘ 35 minutes -
30 minutes
30 minutes. -
20 minutes .
15 minutes

(Total Time:

Experience 3~4 hours)
‘ Exercigse I - Coat of Armg:-. ;i 60 minutes
afternoon ¢ .
Exercise II - The Volunteer and Development _ 90 minutes
sREAK 15 minutes .
Exkqpise iliﬁ- Learning from Success 90 minuteé
DAY 2 ~ morning “ N —
. Session_III - Values,-skills angd Re;umes * (Total Time:
e 3 hdurs)
Exercise I - Identifying Work Values . 50 minutes -
EJ;e.rci‘.ae II.- skill Identification ;-60 minutes
Exercise III - Writing Job Dbjecfives ;

BREAK

Exerc;s:\;v -.Developing a One-Page Resume

30 minutes
15 minutes y,
70-90 minutes

(may run into .
afternoon)

»4f ternoon ’ #
4 — N

Session IV ~ Getting a Job

Exercise I - Coptacts, Interviews and
Morale

.
. -

Exeraise II - ?ipé and Strategies

- L] A

met, . 32

(Total Time:
2 hours)

1 hour

’ 1 hour

15 minutes

‘

§
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Session V ~ Reviewing the PC program

. ‘DAY'2 - a‘?&noon ‘= continuted =

(Total Time:

: 1=-1% hours) ‘ ’
(OPTION: This may be scheduled as an evening . -
Session if afternoon sgems too long) . -
DAY 3 - morning e e
Session VI - Preparing for Re-entry {Total Time:
4% hours) - ~..
L 9 Exercise I -~ Guided Fantasy 25 minutes. . ;z‘
Exercise II - Moving.On 60 minutes '
, .
BREAK 15.minutes 3
~ Exercise 111 - &e-entry Concerns/Problems/ 90 minutes
. Resolutions : -
- - L4
* -—
afternoon i} .
" Exercise IV - Educating the Folks Back Home 90 minutes,
, . . ] ) >
. Session VII - Nuts & Bolts, Forms & Procedureg 1-1% hours . ‘
. 1
‘ L}
*
13 /P-J
d L)
e
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) SESSION I ,
WELCOME, EXPECTATIONS and GETTING ACQUAINTED

e, -
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. SESSION I T _
\d WELCOMEL_EXPECfATIONS, & GETTING ACQUAfNTEP, .
. , ®
_i-Total Time: 1 3/4 - 2 hours; depending on size of group
'--Goa13° P "

* To provide an overview of the workshop goals

. and activities ,

e To share expectations .

* To begin the process of leaving the host country

® To provide an Opportunity for facilitators.aad

participants to become better acquainted
Overview: - . '

The beginning session is critical to estaB}ishing the

:climate for the workshop and assuring that everyone under-
.stands the intended outcomes; the methods of training; and
the ground rules for the conduct of the workshbp. It is ,
also, the time for people to get acquainted Even if

they have met before, it is helpful to have partigipants
re-introduce themselvé¥ in some way that is relevant to
the workshop. ) ‘

- ’

‘Exercises:

]:l

Workshop Overview/Goals

2, "Waat's in a Hame " ' o :
3. Expectations ’ ' C .
4 Workiné.?ogther '
Materials: ' ' ) ‘ .
'.'o Fiip charts, marker pene; tape, -
" ® Handouts: ' pencils ¢

participant notebooks
"What's in a Name"

”~
’
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.32 “SESSION I

EXERCISE I - Workshop Overview
Total Time: 3% minutes L

Qverview: . -

The purposé of this exércise i4 to introduce the
trainers and other staff and to provide a brief review

- of purpose and:goals ofthe -workshop. )
. Procedures: ) . N
' " Time , Activities,
.. ‘Welcome L 1, “Welcome and Getting Acgﬁainted - ‘
5 min. ~ Introduce yourself and welcome participants

to the workshop. Introduce any persons
- responsible for the workshop (sponsors, etc.)
and provide an opportunity for them to

" welcome participants. s
Overview 2. Workshop Overview - In the description
10 min. of the workshop the following poirnts may
bé made:

L3

. fﬁr the mest part this workshop tﬁ“jisb a "staging"
for your trip bavk to another’ country with a culture
that ig different from the one in which you've been
living for the last 2 or 3 years. The major
difference now is that you have a bag of skills to-
to use in adapting to the country and culture .

~F of the U.S. We hope thissworkshop will help you

i R : fociis on those skills and how- they may be applted

, to your transition back home - including getting
. back to school, finding a job, as Vell as relating
your PC experience to friends and relations, ete,

- ® Attendance at all the sessions ia itmportant since
Ly _ ‘ the work we'll do in the earlier sessions will be
used in some of the later ssssions., We've tried
. to degign the workshop so it flows logically and
. ) 80 the sessions build on each other,

" o Use the notebooks as a journal to record thzmgs4ﬂn¢
- want to remember and be able to use later. Those
notes along with the materials we will give you '
) © will provide you with q reference book that we hope '
\_ . _j : will be useful to you once you get back to the U.S.
s ’ . and unpaak it from Your frezght .
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Exercise T - Overview - cont.

20 min. . 3. VWorkshop Goals/Schedule - Briefk¥y review
goals/schedule the goals of the workshop and explain the
on'flip chart sequence of the sessions. Workshop goals and
' the titles and sequence of sessions should be
displayed on a flip chart for this presentation.

Put on flip chart the following (use your
own words)
Goals
"a) Putting closure on your PC experience
b) Looking at your and PC's role in development
s c) Preparing for re-entry - what to expect and
. how to minimize the stress of going home
d) paring to share your PC work through
ddvelopment education (PC Goal #3 ~ sharing
. - the PC experienge, educating the public about
development and integrating the experience
into your future life)
"eY Time out to examine in a structuréd way ’
- where you are in your life and where you

are/would like to be going
£) Identifying' clearly your major sklllfinterest
i ¥riting a resume - things to consider
Getting the job/position you want
Some of the "nitty gritty" about termination -
tickets, packing and shipping, paperwork, etc,
Reviewing the PC (country) program

h)
i)

3

- . . 37




~34e SESSION 1

‘-—*a . - *
EXERCISE II ~ What's in a Nafe
. Cd
Total Time: 30 minutes ¢ _ . »

Objectives:
e . To allow participants to, get acquaRted.

® To get people talking.

’

] To begin building a'shariné atmosphere.

Qverview:

This exercise gives participants an opportunity to
. get to know each other., Even if they have met/worked .
" together before, this activity allows them to get reconnected
and begins to get them talking and interacting.

This exercise is the first in which the participants share
something about themselves., The design suggested here is,
therefore, fairly simple' and doesn’'t involve a lot of risks
You may choose anothér exercise with which you are more
comfortable and gets at the same goals.

Procedures:

. Time . Activities

" Introduction 1. Introduce exercise by stating the purpose
Set-up and asking. participants to divide into groups
5 min. of 4-6 people. .
25 mip, 2, After groups are divided, distribute the
Small Eroup handouf "What's in a Name".
Distribute ‘
"What's in a I am going to ask you to do some.sharing about your

Name" _- name., Take a look at thies sheet. It hags some
- questions about your name such as: did you
get your first name? Do you have an Btories
related to your name, ete., e oh person
take about 4-5 minttes and ‘talk ¥ little about
your name keeping these questions in.mind, This
will give ue a chunce tp get acquainted again .
2 and to begin to establish a sharing atmosphere.

You may join one of the groups as a participant
‘after you have set up the exeycise and are sure
the groups are working well,

-t
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a5 SESSION -1

‘n

'Qr“

L}
. * L
..‘

Exercise 11 - "What's in a Name" - cont, ,
Tiﬁae . Le? the groups know'when 5 minnptes are left
* Check fof completing the exercise.
. Suﬁméry 3. _Ask group to'share some of the interesting
5 min. "stories" about nanes. i
=k .y
A | .
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r
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- j R ! . *-‘-
NOTE TO TRAINERS: - . - .
Lo » ﬁ, ? , . A

»

- Listed below+dire five possible introduétion exertises
that can be used, The trainer may prefer to use another °
exercise that_will’ accompllsh Ege same purpose.

4 ',". ’ -
1) Dyad and Quartet PR ) i //r i “\w\~

Each person meets “dnd_gets to know One other person;
he/she, in turn, introduces his/her partner tOvaanher dvad.

Fd

2) Depth Unfolding Process" - ,'

Because it ,takes five minutes per person, th1s exercis&
should be done in small groups. “The leader should
v disclose first to make trainees more comfortable” T

In the first three minutes, tell what has _brought- you .,
to this.point in your life. Use one minuie€ to descrihe
your happiest moment as -a Peace Corps vorunteerf Use
the last minute to answer questions from others.

3) Structured Introductlons

-

In dyads, small groups, or in the large group, part1C1pants
can talk about their happiest moments, write a .
“goodbye letter to host country friends, write a préss’
release about their return to. the U,S, .

4) - Life Map - * ) . . "
Each person draws on newsprint with drayoﬁb or magic E
marker a picture of his/her Peace Corps experience,
using stick figures and symbols.

+

5) Sentence Comglétion

The trainer presents a series of unfinished sentences,
asking each group member in turn to complete the
statement, , T4 .

Example: : .

One of.the things'I like best about my Peace Corps.
, experience is...... . -

The thing I will miss most is .i... L
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: i gl . © 'SESSION I . :
’ S oo v w » ’
* I - ' .
L o 1 / E R
- : . R
. Lt . A A !
, EXERCISE .TII -~ Expectations N K 3
5 o . R T N N N
. . . N -«
. Total Time: 30 minutes B N
L] ) -q . “ ?;- . . l,
Qverview: : ' . . . . PR , . ‘
. - . = ' .o & N - ' .
- .~ The purpose of this exercise=is 'to pravide ‘eath trainpee .

with the opportunity to identify and clarify hisﬁher own goals
and interests for the workshop. It.also pﬁbviﬁes an, pppor-
"tunity to match participant goals with..the conteht.of the work-

~ shap and to negotiate any 1nconsistencles which may e st
o Procedures: . - s P A
. - Time . % - . Activities , .
Introduction 1.' Explain purpose of exercise'thén ask .
5 min, : participants to write in their noteboeks the -~
Put items on expectations they have for the workshop.
4 Eﬁip chart . Expectations may include things they want:
o e . to know ' . 2 i '
. . ..~ tQ have given to them
‘ ‘ o : ", = to have happen/not happen : . S
oL .’,;7 .- - .the facilitators to do/be .
, " .+ = the other partgcapants to dofbe a7 :
-'}o be -able Q. . Y
. 5 ' ' Encourage them to write qu1ck1y and to try to

record as many items as possible.. Allow no
- more than 5 minutes for this activity:

- 1] - — -
T Repoiténg , 2. Ask part1C1pants to share the;r expectations '
\«Expectatlons with the largeé group - one parthipant giving

R 20 min, ’ one expectation which has not bheen staped before.
' ’ i ’ - Get at least- one stateme’mt from each payticipant,
) ; T .Record each item on newsprint/flip chart .
. L ) . Rt
Kyﬁfch . . Take a few minutes to review thé ‘®wist of . . *_
éxpectations expectations, Comment sand eliminate thos?
. to Goads that the workshop cannot hope to address.? Account

: : 5 min. . for all expectations-listed./ Those tMat are
] g : not part of the agenda mgy Me mete-depending Sn -
Jdngenuity of facilitator. Do not leave group ‘
with a list of expectaticns the facllitator or -
. the program cannot meet, , ' o

. ¢ Summary & 4, Move from this exercise diréctly xptd the

Transit "Working Together" exercise,. You may want to ~
. * combine the two. and describe the items under ’

- ! . " ‘organization as ‘some 0f the expectatiOns you
I - have ag a - -facilitator, , .
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‘ EKERCISE IV = Working Togethe ) _ -y

) Total ‘Time: 20 minutes -.

6bjectiyes° a
b L]
®+- To present and discuss the administr1v1a re: time
coffee/tea breaks, housekeeping 1ssues travel .
Ty vouchers, Ser diem,- etc. ] . . . o
e To reach agreeﬁent regarding ground rules about
Yo sttendence; participation

e To ciariﬁy;role of trainer and participants * : S

-

"o

' Overdiew: - Co .

. This exercise is focused towards reaching agreement on _
' the ground rules for how workshop participants and staff will
work together, It is also ansopportunity for trainers to
clarify their roles and expecthtions, !

Procedures: o ;nQ -
Time . ,'Activities ' )
. Introductio; &. Review purpose-and'objectives of exer}ise
\ Mech ics_ .2. Present and discuss approﬁriate’points :- v
P Fac ties »  regarding the "mechanics" of workshop

§j$in. : including: Lo
’ . starting/stopping times ‘
' N break/meal time : o
procedures re: meals ‘ !

N facilities. ~ restrooms, pool, offices, etc.. -
" Ground > 3, Giw some general rules about the workshop ’
Rules v

5 min.

Attendance ~ no coming & going, arrive onm time
Participation -~ The more you give the more
you get, -etc. )
. ,» = Listening - Allow & encourage each person -
' _ ., to speak fully before the next .person R
. begins %ealking. .
_ 2 ‘ Importance of keeping. on schegple
x ' ’
Noyms . "4 4, Discuss the group norms which will help
5 min.. the workshop be a success.

* &

4
1

1
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’ Y
Trainer
Expgctations
Role'“\\\

5 min.

r

'5.

-. Heed to trust the prbcess and'frainer
-“Push yoursedf -~ stretch even though it
may be uncomfortable « that's part of

the learning process. ® - C t

~ If you want to pass during any exercise
you have that right.

- Avoid being judgmental with others' -

contributions v ) K

- etc. . ' Y

Qutline- any expectations you have as a trainer

‘as well as the role you wish to 4ssume

Responsibilities may include:

' .. -

- providing structure/ipstruction

- introduce each activity and 3551st in
it's completion

- monitor group energy.

- manage how the group works -

- probe/push/facilitate the process of
"looking within" N

- drin@/have fun/generally enjoy “the exrerience

Summarize the activity by emphasizing that

the workshop is really directed at helping
participants realize that they have many.

of the skills and information needed’ to

meet the challenge of leaving ‘and re-entry.

The purpose of this. experience, . ’
is to identify those skills and apply

to the situgtion/problems anticipated -

in the COS process, Doing so requires
an atmosphere in which self-examination
and experimentation ¢an tal® place - and
where we-can all be resources to one
another. ,

"

[ ]
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WHAT'S IN A NAME

-

SESSION 1
Handout

Our names are one ;;\the most distinguishing characteristics

of who we are. Share with the group some of the reasons why

your name is special. . ‘
- l . % 1 )

.Some things you might wish to. share:

kS

[ ‘Do you_like your name? Wh} or. why not?

° How did you get your first naﬁé?

o Does your ga@e(s) have any'mead;ng? '

° What is the ori'gin of yc;ur las't' name? .

. Famous (or infamous) ancestors?i

o Funny storieé,‘incideﬁts related to you;'name?
- . Any£hing else you may wish to share .
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SESSION TI
REVIEWING THE PEACE CORPS EXPERIENCE - - -

k2

“Total Time: 3-4 hours-de ending on size of the group
Goals:

® To provide an opportunity to explore the feelings
and thoughts associated with closing out PC'éerviqe.

fo

= ™ To develbp information which will be used in late

actiyities of the workishop. - ‘ - ,

e To identify accompfishmehts on a individual, progfém,
and country basis and evalpéte those Qpcomplishments
against personal and Peace Corps goals.

. x
Overview- . J

The purpose of this sessién is to begin the process of
reviewing the PCV/s experience with regard to their sense of
their accomplishments and feelings on leaving the host country.
Some feelings and accomplishment statements will come up in
the "Coat of Arms™ exercise, Other accomplishments will be
noted in the "Volunteers in Development'. The exercise of-
"Learning from Success" which reviews accomplishmeéents will be
useful in later discussions regarding resumes and development
education.

The rationale for the "Volunteer in Development' is based
on the assumption that PCV's often find it difficult to
identify individual contributions or accomplishments. In fact
they may be feélhing particularily unaccomplished. The "Volunteer
in Development" exercise is directed towards assisting the
volunteer to not only .get in touch with his/Her accomplishments
but to also identify with the collective accomplishments of . f,
a particular project and of the entire PC program in-country. ﬁ
The "Léarning from Success' exercise uses the accomplish~
ments to begin the development of goals and skills/which will
be used in the development of resume and planni the job
search, .

.. All of the exercises in this session are directed at
assisting the volunteer to be able to stand back from
his/her 'PC experience, to gain perspective about it, as well as
to become! more arttculate in explaining his/her role i
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Session II - Reviswing the PC Experiencé - cont.

oty

. development to others. A volunteer’'s inhbility to be articulate
about the Peage Corps éxperience and its importance to him/her
personally is a-limiting factor in making the re-entry ) .
transition a smooth one. This inability hurts employment

chances as well as diminishing the RPCV's sense of accomplish-
meg;. It is therefore important that this review be done .
well, - ’ R . .

Exercises:
1. Coat of Arms: Reviewing the PC Experience

L 2. Volun?eer in Development: . Worksheet and Discussion

3. Learning from Success: Worksheet ' ’ -

Materials:

Yorksheets: =

-

Coat of Arms - ' P
Volunteer in. Development
Learning fromSuccess
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EXERCISE I - Coat of .Arms , - .

Total Time: 1 hour
Qverview:

It is important in this session to help participants
focus on both the thought% and the feelings they have about
leaving their Peace Corps experience, and about going back \
to the U.S. Exercises like the Coat of Agms.helps do this .
because participants use both wo;ds - which describe thoughts -
and gictures - which describe feelings,

Procedures:

Time Activity
Intaﬁduction 1, Explain purpose/objectives of exercise,
15 mji ) .
2. Distribute the "Coat of Arms' worksheet

Prepare a copy of the "Coat of Arms™ on a
flip chart and instruct group by labeling
sections &s follows:

a. In Section #1, draw a_picture of the most D
important "thzng you will take bazk home with
you from the host couniry,

b. In Section #2, identify 2 pereons {firet name
¢ . only) who have infiluenced you the most during the »
. past two years, F

e, In BSection #3, draw a picture of one of your
accomp}iehments as a Peace Corpe Volunteer,

d. In Section #4, describe éour greatest aqcomplishment.'

e. In Sectiop #5, draw a symbol or portrait which
best represents yowr Peace Corps ezperience

} f. In Seection #6, deseribe what you would like the __.-—~
. host country to r;@ember mogt about you ag a——" -
: Peace Corps Volunte T

Coat of Arms 3. Instruct participants to complete their
10-15 min, . own “Coat of Arms."” ‘
Sharing 4. _Allow participants to fin&fhartners
10 mih. and share their "Coat of Arms.”
L ‘/-_- * o
s v 4
’a ‘, had * :a_ ) LI
‘ g
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. - b ¥ : .
“Exeércise I - Coat of Arms - cont. " : .

- Vi - '
Large Group 5. Réconvene participants in large group
Discussion and ask 5 or 6 people to talk about one
20 min. . Or two sections of their "Coat of Arms".
As participants share ask questions to whole
% ° group such as:

o - What things surprised you? *
- What feelings do vyou have about leaving?
Re-entry?
v - What issues does it raise about leaving and
: and going home? -

© Give participants time to reGOrd in thelr
journals. -

© Summary 6. Note the themes that occur during the
discussion., Make the point that it is
< +important that we keep .these feelings,
memories and accomplishments in mind as ",
we prepare to close PC service and re-enter
the U.S. culture. Emphasize that as the h
workshop contznues the information on the
. ' "Coat of Arms" will be the basis for
further discussions. ~“\

.
o
.
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EXERCISE II - The Volunteer and DeVelopment

. $ortal Time: 90 minutes ‘

’ Ohjective: To a331st the COSing *PCVs to identify and discuss

the individual an€ programmatic contrihutions

to the development -of the community and country

in which they have lived/worked. Additionally,

it hegins the process of attending to Peace Corps )
Goal , .

Overview:

1

- The importance of this session lies in the hope that
it will assist the RPCV to he more articulate ahout his/her
#  Peace Corps exmerience and the contrihution to development.
The lack of ahility to descrihe this contrihution is often
hased on the fact that the PCV has not put his/her experience
’1nt0 perspective. e volunteer fregquently has little
understanding of wh "succegg"is with regard to the PC
and Yevelopment.., The sense of success is a complex
- comparison of actual accomplishments against the volunteer's
original expectations for contrihuting to his/her own
development as well as that of the host country. A.,sense’
of accomplishme®t can he further complicated hy an
" 2y unconscious decision that ¥ uccessges'"” in development must ,
be major, earthshaking, and\ measurahle in tons, thousands, -
or miles. It is equally important to realize that some
successes Will he centered around just "surviving", making

friends, planting one new crop, or some aspects of personal
growth. . .
It is important to rememher. that many wvolunteers may
{/f\ ‘not be feeling ''good” ahout their experience. Some will
.prohahly he feellgg a sense of having wasted two years. Others
\ may feel guilt for-not having accomplished very much in the
way of helping of developing the hogt country. It will he
] important to discuss that those feelings exist and that they
are a legitimate part of the expresslon that can he made .
- during the session. It should be emphasized that it is
important not only to assess contrihutions as individuals
hut also to look at the collective effort of the prOJect
and the larger Peace Cor program, ) S

-

. Materials: Volunteer if Development - worksheet
—_— ;

/
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Exercise II - The Volunteer and Develobment - cont.

Procedures:
Time , Activity
Dreparation ~ 1. Before the session prepare:

Flip Charts .
A, A flip chart with the followi

*

1 2 3 4 5 G 8 .
Built g ’ ~ Moved

Mole . . Mountains

/// Hills ,

- - B, .A flip chart outlining the Reate
Corps Goals (see page 57)

L]

Introdquction 2, Explain the obJective and purpose
5-10 m1 " of the exercise using the points from the
overview (above),

Review ' 3, Using the flip chart review the three

PC Goals PC gomls. DPoint<out that these goals form
one basis for assesding the success of the
PC's contribution to.development.

Rating + 4, . Explain rating of accomplishments:

10 min. .ot
For the purposes of this exercise we want to
focug on Goal #1 and the Peace Corps contribution
to the development of the host dountry. However,

r the clearer we become abowt our, sense of individual
and collective contributions to deve lopment the
better able we will be to help ‘the folks back
home wnderetand development, _

Let's go back to Goal #1 - you each have your owm
sense of how well you, your projeet, and the PC
progvram as a whole addressed this goal., Think
about it for a minute - How would you rate the
eontribution on a 10 poug# sgale like this:

Show vprepared flip chart with rating scale

. Ask each participant to give his/her rating .
and record it with a "tally" mark on o
the scale, ' After all have given a rating,

v ask,several participants to give the reasons
for” their rating.

J- .b ."! . 52 ." ‘ LN
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Exercise II - The Volunteerﬁgnd Pevelopment - cont,

t ~

Complete " 5.. Distribute Volunteer in Development

Worksheet worksheets.

page,1

. As you think of goal §#1 and yout reason for '

your rating we'd like for you to take a close, er
Look at your-oun contributions to d?veEOpment

The Votheers in DeveZopment Worksheet s,
will help you to take a more detailed look at
your indiMdual euccess regarding goal #1

ag well as that of your fellow volunteers,
counterparts, and the PC program as a whole.

wk

L]

As you consider your individual and collective
success/achwvanents/eontmbutm to development e—.
keep in mind that an achzevement can be anything .
you feel it ig - something you feel contributed,
something you are proud’of - tter how small
it might seem, Successes in Zopment tnelude
friendships, giving it your "best shot" and both
» beginning and/or completing projects.
Complete 6. Ask participants to work individually
Worksheet , q% to complete Part I and II of the worksheet,
15-20 min. Encourage participants to answer each’
question as completely as possible, Also
note that this is a chance to "boast" a
little, Even thopugh we may not be ’ to
comfortable with tooting our own horns, in
~ this case it provides the opportunity
to begin to rediew the PC experience in ‘
a meaningf ay. = . . -

‘D

Allow about 15 minutes for participants to
complete the worksheet, e

Small Group 7. After participants-have completed

Discussion the worksheets ask them to break into

20-30 min, ) groups .of 4-5 to discuss/share their ' .
responses. (The purpose of the discussion

is to assist participants to gain a broader -
understanding of the collectiVve contribution

to development’ and to stimulate additional

- thoughts about individual achiévements.)

Ask each group to be prepared to summarize

their discussion to the rest of the group.

Trainer' Note: You will need to describe Goal #1 a% going beyond
just supplying personnel to include contributing to the overall
development of the country., See description on Worksheet, ) - .

]

]
’ -

33

»
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. f
* Large Group
Discussion
30 min.

~
"[-r
Summary- ¢
10 min
%
‘?'

Exercisé I] « The Volunteer and Development - cont.
T .

" points (as appropriate):

. v S T &,‘ -
8. In the large group ask one member of .
each small group to summarize the points
that came up in their discussion. .

Specifically ask for examples of:

as) Achievéménts/contf{butions;
b) Leadership; c
¢) Activities which may need ougo;ng support.

Ask each group to, record their responses
on a2 flip chart, o -

After .a brief discussion of the examples -

and any.other comments, go back to the
original 10 point rating scale and ask
participants if they,would change thelr
ratings -and if so what,would it now be.

(It is likely that wit£ a bhetter understanding
of the collective contribution that the .
ratings will be higher.) ‘Ask for reasons

for rating change .or the lack of change.

9. Summarize exercise by making the follow1ng
')

As you begin to look qt youy individual and

collective contributions to eZopment - L
hopefully you haye a better pérapective on your =

P( experience and its importance to youjand to E
development. In ‘the next exercise we'll use some
of the achievements you notéd in this ewercise to
begin a more thorough look at your individual:
succegaes, Before we do that take out your notebdoks,
and record your thoughts about the following:

(put-on a flip chart)

&) 1 see development as

b)*I see that my role in development has been

Conclude session By moting that as the
volunteer completes their las¥ 2-3 months
'in service they may w to continue ta  .°
review thei? understan g of dévelopmert
*as well as their role in it.

N &

Allow participan¥®s several mgjttes to write.

A

L
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EXERCISE II%- Learning From Success B : R
N ' ;

L] + 2 - !

‘."L‘otal‘;l'i'me: 20 minutes . S : - |
'Objeotive° Cou ) ‘ Y
) ¢ i\ 'I:o begin the process of transferrlnMa ?G,experlence'
e . to future dob opportunmties ) - e
. e To- develog a list of successes. that will be .the basm ' A
, - ¢ . for the identification of skills and aghievements to i
. . ‘.. be used in- the development .of a resume. : 3:~ -
. o o .. . * .. . . 4 * « ™ _\ . ¥ B
» ¥% Oyerview: . , - S o . YT
The Qnrpose of this .,exercise" is to Zoegm ‘to combine the : _
.’success -apd. achievements in the Peace_Corps with,those A, . -
from previous job and non:job relat,,ed\ﬁperlences in order . ‘
to begin to identify skills and accomplishments . ,that may be'™™ ‘£
transferred to,future professional endeavors, The initial® 5‘«‘? ‘e
information for this exercise is. drawn from the accompla.shmenﬁs el
noted in the .'Coat¥of Arms" and "Volunteer in Development! »
“actiVities. This exercise is preparatory forgthe act1V1t1es'\‘\
in the next sessidn and its thorough completion will greatly
- assist in the ddentification of mdrketable skills_.and
preparation of JOb obJectives and the resume,

Materlais. "Learnmg from Su_ccess" worksheet !

Procedures ; . . . , - ‘ .-

Introduétion” “1. O’ption -Energiz Lk
Distribute *

, Worksheet 2. Introduce exérﬁéise ‘and dlstrlbute ]
P __.‘_-,,10 llIllJ. 4 worksheet: ] ¢

Time - , - Activity o | ‘ U
€

- "&* ﬂ . In this exercise you" L1 be wrkmg T}tawzduaily
omg thinking ond writing about your, .
o aee ehments, ~ THe. exercisd iMeatled - . '
: 7V M 'ng.,,f:t;om Bucdess”. and this warkpheet will R
help you to identify what you feel your successes
have. been from your PC as well ag-other experiences.

S " In:glditioh %o the accomplishmients you've-alieady . \\' e
‘ ’ moted in the "Coat of Arms!" and’"Volupteer in b
AN Dev‘élopment” exercises it will aleg be helpful . LR,

- “to retiew Successes from other .7:::12531 gchoot, o Lo

s P
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Complete
Worksheet
40 min,

. L |
Large Group
Discussion
15 min.

Summary
S5 min, .

Jo:%nals

L)

Exercise II] - Learning from Success -~ cont:

SESS EON |I1

»

other activities in which you have been
involved (church, etvie groups, social
organizations, ete.).

A8 you compZete the wqgkéheet keep in mind that ,

a success i8 something you did, which you enaoyed
. andfor from which you got a feeling of accomplishment
’ and éattsfacmon.

A success doesn't have to be
monumental” in order to be recorded here.

-4

L

Review each section of the worksheet giving
examples from your own experience and using
those provided in the partially completed
worksheet at 'the end of this session.

One pw'pose of the exercige is to deveZop information
to be used and to define skills and job. obgectwes

fbr use in a reswne.

in completing this worksheet the

The moré detailed you are’
ﬁoreawefuZzt

will be to later exercises.

3, Ask participants to work alone an
complete the workshegt.

“-

Trainers. sho

,_assist on an individual basis.

g

“"Work

L)

e

4, As pa;t1C1pants begin to complete the ’
nal- section of the worksheet,

y," you may need to- review it to
larify what is needed.

‘4
5. 1In large group ask participants some or

all of-the following questions:

Are the things you like to do best slso'

>

- .

thosoe wt which you are the mest successful?

{$

What surprises were there, for you?

From this exercise how would you summarize

your strengthgﬂ

resume?' -

6, Review purpose of the exercise.

-

Set

/How can this be useful in cqmpleting your

up for next days activities by describing
what w11} happen and how this session's
«activities, will contribute to it.

ale, *Give participants time t
journﬁl.any!thougpts to reme

theéy've leﬂrned

L)

96

L)

%remrd in their
b

er,

things .,

L)




UTS and WORKSHEETS

Tor Session 11

Tl Mwaar?

LML

ra a7 Y v
e
.
.
Lo
r
.
L
-
-
.

IC

A FuliText provided by ERIC

5




FRA

ey

RN

S | | ‘
) . B RIS Worksheét

-‘-‘:*

£

A ‘SESSTON 11 .

ERIC:

A ruiText provided by eric [N




v . '

Session 11 .

t .o, -61- : Worksheet .
3 . . L L
- i ' . .- ' . o e
& VOLUNTEER 1IN~ DEVELOPMENT ' ' ?
‘ . ' . N
Horksheet -
// ' . v ' v >
7 Part: { - Individual Contributions to Development "
Ny A“' ‘Peace Corps Goal #1: ....to hglp the people of s
. - other countries in meeting-their ne for traiped’ A
manpower, 'particularily in meeting the basic needs of .7 i
those who live in the poorest areas.... , R
e bh{Hi | -  E- CE
vai sl achiev1ng goal 1 far more complex th&n L LsT k;
merely '"p g trained bodies into a 1te." is rath ‘*u_ﬂ-eﬁz

involved 1

providing le ship, apd in addressing the broad 1ssues ;
of development Zp the third world. Peace Cor s‘ gt il
contributions in this ar comblne ob é? iﬁf

by which we,can measure

e context of developing frie dShpo,

z/spc es and-f

As you review this goal think of your Q
.as a volunteer and what you may have contrib

experienqe

ted

t-u!'- -

towards this goal. The components of development arg c}
varied and range from motivation, persondl agsoclation, .
organization, material construction, and 1mp1ementat;on oi
ongoing programs. The initiation or completion;oﬁ.auy of -/
the components of-development may mark sign1f1¢ant~succ ss
in contfibuting to the overall development of ‘a. qmunl y
or a country. Use ‘the following questions, as) gpi s’

of referenge in caonsidering ‘first - your.ihdividual:
contribut®ns and - in Part II = the contrihutions of
your PC amd HCN colleagues. . .

-




Do : , o : szsixonéu
T e R _ ) - ! Worksheet
e = oage two

re S . Ve -

. Volunteer 1k Devels %mg - Part I - cont.

N D H‘hat is the nature of the network of friends, acquaintances,
. . colleagues you have developed and how has it helped in your
assignment and in your life as a PCV?

-

* »

LY

2)  In what ways have you provi'ded leadership in your village/ city/community?

- , N - - rJ T ”

3) Did you find yourse}.f working through/with others or primarily
‘ alonk? What werd the reasons? Long~ters impaoct? '

-
fu

~

o . - r
- ¥

g

ke

4) What aspects of youE pro'ject/assign;:aent ave complete? ‘ } N

-7 - v
3 . . . -
u"

~/ e . "

..k. . ket
X

5) What efforts/prajects have you started that you feel will be
' ongoing without you? A ;

L]

s LS
. .

L1l

i . ) N

.. 6) Wuhat have you started that will need on-going support of either
“ HCN or _anothet ‘PCY? -

- - - — 1

7} In what other ways do you feel yo} have contributed to the development
of the host country? -~ ¢ i

Fd
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~
Volunteer in Development - Worksheet

Parc I < Contributions of Others
}

In addition to éour own' contribution you may
have assisted in the developmeat of the community/c

SESSION 1X *
page three

r

aware of how others
6ﬁstry.. Using the

questions im Part I, as well as your own obseryations, describe

for each of the folldwing categories:

-

ls The accomplishments/contributions of counterparts/HCN's’

2. Your sense of what other PCV's in your project have

accompli?hed/contrfbuted; and

-
3. The contributious the Peace'Corps program as a whole has

made (including other projects)

L]

K

3

YOUR VILLAGE/CITY/COMMUNITY ° : b

(1) Counterparts/H(N's

(2 other PCV's 4in project.

(3) Peace Corps.

~

THE COUNTRY AS A WHOLE

(1) Counterparts/HCN's

-

(2) Otﬁer ?Cv's in project.

-

i

(3) Peace Corps.

4

*a

Fd

"
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1) What is the first success that comes to your mind? Outline it

, 67 * SESSION Il
v o Worksheet

LEARNING FROM SUCCESS

-
F

Your“responses on this worksheet will help you to know your owm
abilities and skills better. Your responses will help clarify the kind
of job you can do well and enjoy d4¥ing.

Host people can readily admit their mistakes and learn something from °
studying their mistakes. Relatively few can as reiadily admit their

successes and study vhat they have dome well. ° .\

For the pyrpose of this worksheet, a guccess i ply something that
you have,done thoroughly well, and enjoyed doing. Some of yeur
successes{may not have been important to others; what counts here is
the way vou feel about the things you've done.”

EXAMPLES: Here are some gsuccesses that.occurred todthers who have - :
¥ worked on this course:

n

"Developed a vocational education school if Dar €s Salaam". :

"Developed an'adult education program for lay people in
my parish".

"Being elected president of my class in collége”. )
"Effectively directing dialogues between blackk and whites

in Cleveland, Ohio". ]

. . -
"Learned to speak Swahili at a FsI 3",
"Developed a health pfactices manual té be used in conjunction .,
with TEFL“

briefly, tell how old you were at the time,

-

2) What kind of activities give you most pleaSure vhen you are not
_at work? (list 3 or more) ,

J
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‘Learning from Success - page 2 .

3) In your latest assignment, what parts of it did you do best and
enjoy most?

. -
L] -’ -
b 4) Afrer high school, what subjects did you emjoy studying? (give three)
. 5) In the spaces below outline briefly as many of you successes as

you can, They do not have to be listed in any particular order,
but it midy asgist you to select two or three from childhoed years,
a few from jour teen years, and two or tliree from each four-year =
period of -your life, There is no time limit, but most people
| complete the form in 30 to 50 minutes,

A'

Cl v '
: L oy
— ‘
D' ®
i \

. Y

“—7‘_5“..-_
E'
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Learning from Success - page 3
/‘“’
. .
=
. G ~
; ":\
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*
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\ -
P - 2 ‘P\
J. . -
e
- l 9 * A
\ .
K'
\1 -
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> L. -
- \
) * -
F
* ¢ ’
» . ' Ll
+ M' 'N

- ’ A r. R

- LI
'l s -

.’ +
- o - = = pa—

5} Make a check mark in the margin against those you consider your top

). ' . ‘ten, successes, If you overlooked one or more important ones, uge
) an extra pdge to outline those you think should have been mencioned.
. & .
o . . ) 6 4 ~N 0
MC 4 L H 1 - ' -
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Learning from Success -~ page &
- ;ﬂ . Pl \ /
* . .1,
v ' . - . ’
¢ . 3
SECTION TWO
7) Look over the Succesées'you checked as top ten. Which one s
' 18 the greatest as you see it now? Place the letter identifying .
e it in BOX ONE below. Mark your second greatest success in %
. BOX TWO, .and continue il you have “fdentified all sev -
successes. If two or mdre ydu checked seem about equally important,
link the boxes with a linge. :
BOX ONE 'BOX TWO '  BOX THREE BOX FOUR BOX FIVE
.BOX SIX BOX SEVEN BN _ .,
- \" . ;
. ~
8) Look back at the boxes which identify your seven greatest Successes \
in question 7. In the spaces that follow degcribe each of your . ,
. . " .successes in enough detail to show what you actually did, and the -
results that make it important to you, K Describe the situation
T . briefly, tell in detail what your actions were, and indicate
what the results of your actions were,
- ' . Y )
BOX ONE: - ‘ )
: ‘ A
. ' ¢
» ' L
BOX TWO: ' ’ -~ .
\ ~ \)
4 ‘ \ wr - f .
v ' 5 - ’
* N
- . - ’\H - -
BOX THREE: =~

- BOX ‘FOUR: . : ' ’




- ' . \. M “":Ia
=71 Y.

Learning from Success — page 5. . . A
BOX FIVE?\ L : :
’ .
¢
P - ‘ -
* BOX SIX: ' . *
BOX SEVENT™ % }
'. .4 .
9) What are grour hobbies? Give three if you can, and the number of
years of your life ﬁﬁey have been your hobbies, ’
™ . - o
"~ a 3 J .
- . i-f‘_H j " .
L ! .
. - ’ )
Too. \ ‘
.Y 3 .
. . i .
. - -
= , > ( . - L]
- y . “' !V
. L . ' //
. - , 'r-‘) ) L]
- ' ’ 'J
- oy * )&f
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et
10) WORK HISTORY:

cotumts. The middle column may contain contributions which were not

¥
el

For each job, starting with your Peace Corps .
assigmbent, give the information asked for iW each:0f the three. .

part of your formal responsibilities.

’ k) ', " . 4
' '1- " ' - .‘_ -
EMPLOYER and ddtes MOBT SIGNIFICANT CONTRIBUTION/] TITLE and job .
you held job or ~ ' description
. Rosition T A -,-(as “you see it now) ¢ o .t .
* - v
. ‘ ' !
» EXAMPLE: - ..
: \ R ¥
St. John's, "} Planned and .directed a preschool Volunteer. Named ,
. _Boston, Mass, for neighborhood children, Director of 5t.
9-.76 = 6~78- . |. Designed curriculum, trained and John's Preschool.
, directed volusteers and trained 9 Had total adminis- -
) - professionals to teach children, dtive and
i Program resuateq in providing organizing responsi-
. . ' day care and learning oppdrtunif?éf bility. Suzgsgised
. " for children previously deprived teachers, and managed
of these needs, Won Mayor's Award | the budget
for Program, .
bl b ‘ '
.' ‘ - .
J ) 1
a "‘
L ’ ‘ »
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- .EMPLOYER and dates YOUR MOST SIGNIFICANT CONTRIBUTION | TITLE and "job S ,
you held job or (as you see it now) ' description
cr positidn . ‘ ’ P
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. BECLARATIUN OF PURPOSE _
. _ (PEACE .CORPS GOALS) S,

TRE CONGRESS OF ‘THE UN ITED STATES DECLARES THAT IT

o,

18 THE POLICY OF THE UNITED STATES AND THE PURPOSE OF
THIS ACT TO PROMOTE WORLD PEACE AND FRIENDSHIP THROUGH A -

PEACE' CORPS,. WHICH SHALL MAKE AVAILABLE TO INTERESTED .
COUNTRIES AND AREAS MEN AND WOMAN OF THE UNITED StaTES
QUALIFIED FOR SERVICE ABROAD AND NILLING TO. SERVE, UNDER

!

-CONDITIONS OF HARDSI{IIP IF {'«lECESSAjY: JQ

. ® . :

. (1) HELP THE PEOPLE OF SUCH COUNTRIES AND AREAS IN d
MEETING THEIR“NEEDS FOR® TRAINED MANPOWER, ‘PARTICULARLY IN
MEETING fHE BASIC NEEDS OF THOSE LIVING IN THE POOREST _
AREAS‘OF SUCH COUNTRIES, .AND TO ; . -
(2) HeLp
"PEOPLE ON THE

RT OF THE PEOPLES SERVED AND

\

(3) A BETTER UNDERSTANDING OF OTHER,PEOPLES ON THE PART,
OF THE AMERICAN PEOPLE. .

’ - ‘
' LY - "
L3
. & . - .
[ - . % n
L / ‘,
& w !
i, - £
% -
* / . o - 1
- Y ]

wOTg A BETTER UNDERSTANDENG OF THE AMER!CAN--

T

\:“ -~1I~
S




For the purpose of this
you have done thoroughly well, and e.njnye& ‘doing, Sume’of:yuNr,
.’ Buccegses may not have been iu:port:am: to othgts, wha't “couats- Her
, ' the way vou feel about: the thiggs you ve done ™ SO »\.\* I

\ | EXAMPL] Here are Some: successe_s tha.t oéiurred to othé}:s o:ﬁgm“ -
7 rked on t:his qourse.' ﬂw - " .. ’\- _h,_"“*- s
' S SR L i : :
’ "'ﬂeveloped a vOcatioccal eduqation schoo.l 1:1\13&1: _aa Salaam"-
"Develt}ped an adulc e“ducatibn ‘p‘rogram for lay :peop'le tn
~ - patish" e
C ' "Being elected présidem: of my qlags iu, col-lef % . i %
R wggFectively diractﬂ:lg dialog-uea ’bemem ﬁnek.s atd vhil:eé*” -
A\ - ©+dn Clevelaad,_ Chiol. Am T R N R
.. e A - e ,, e T --.:"“- :':.., - .t “?u_-.
. i "Le.arned td speak Swahili ata E’SI 33-" = Q £ j?"ili;'--, S T T e
Sy L _ S LA, Y
P Y "Developed a.health pmctic:es manual T:O be\_used ‘in“hcﬁimtion LD
N with TEFL'. SN XLl . A
'... . . - - <l -,,‘. -\_~:‘, . ) l»
1) W:;at is the ffrsl: succesa that ‘comes_to your ﬁzEnd\ Outiine ic:, --._ " L
. - <% briefly, tell how old you were at ‘the” Time, . _‘-'v',:_ R
e i e
A Caac[m/a, 2ezm éMMﬁW T

LT _-’ N L4

.- N .:‘,

) ~ ey . -

- ' 1 v : ! 'I} ‘} o ‘ ' . -
Celgge L 'f SESSION w; :
T a . © = ‘. ’ ‘ Tr.ainer tes ',
- ' ' | ., L AT iy
“}’ i ’ i e '; ) r :’ . /a’"f / :_,' IP" .,’} ' o 3
Your responses on this worksheer, wili ] 'p }'auaﬂo; knp’w yoif:t; owp ,
. abilities and skills better. Yogur re‘pmses will higlp clai‘iﬂy ‘the kind L
. of job you can do well and_)gdo ?”‘ H/ J —, _'{j ,"_ - o
) Most pegple can_readily! t their mist;akes and Iearn "scnﬁ ing from T s v
_ studying their mistakesglfRelatively few-din. as readily a t their PRV
' successes and study w héy have done weli..‘ - ’.' W
* h - N \\ . * ! ’

rksheat, § guccess is simply aome::hing that. S .
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- '

AL . - A 4
S 3) In your latest assignment, what parts of it did yod‘ﬁo best- and . '(
L; . doy most? ; :

1

‘L ) (/M ;g a oo
g ...wm ola'sal W//w, mmwfzé sl protla
¢+ 4) aAfter h:l(gh school, wha subje ts did you enjoy studying? (give, three)

5) In the spaces below outline briefly as many of you successes as .
you can. They do not have to be listed im any particular order,

o but it may assist’you to select two or three from ¢hildhood years,
a fey from your teen years, and two or three from each folig-year ’ »
) o period of your life. There is no time limit, but most people *
A complete the form in 30 to 50 minutes. .. T

e L LéMgJ-é»a&wca., M amé Mféa,/m e

[
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O @;,x . ten squccesses‘t if veriboked one or mo:e important omes, use | - Co
a;n ext.i'a pége to dutl‘lna :.hosa y’ou think should he.ve been mentioned. e *T
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k- - ; Learning from Success - page 4 ~82= ~
’ , . . -. !:‘ . . ., . ” ‘ ;
ok , ' L
s SECTION TWO ~ * . R
T 7)» Look over c,he. Sdecesses you checkéd as top ten, Which one =
"‘i:" , is the great{st aB you see it now? Place the letter identifyiﬁg
" i€ in BOX ONE below, °Mark your second greatest sutcess in Tl St
. BOX TWO, and continue until you have identified all sevel . ~— t
successes., If two or more you checked seem aboyt equally important,

link the xes with g line. -, . :

- ‘ ) .‘ i
1 2 gox - TWo ' BOX THREE BOX FOUR' - BOX FIVE - =
.. : - /7 Do
2 o &H L e F B L

. . BOXSIX -, _ , BOX SEVEN ' ,

¥ M =

' 1 ‘ . - - = *
~\ . \ ) .
Look back at the boxes which identify your sevén greatest successes . -

\in questxo ¥. 1In the spaces that follow describe each of your -~
successes in emough detail to show what you actually did, and the’

-" . results- that nake it important to you. Describe the sitmation ~

Y :Lefly, tell- in detail what vour actions were, and indicate P
\u what the results of your actions were.. | L )
~ v , . ‘/ : = .~ .
T éox w&ée/ w/ o agonad A ealth aaﬁmm/s/?a'ﬁm » a/eue!ép o~
P aston- e bl Aeatth abveahon peoskam whick vsed a proHh Aa//ec/
T fune/ Quyped w/ AV egupment ancd T Hoifs. Z .a:/-a,p a7 -
' . /S “‘-75-’ W j 23 classes, M2vélopee] pothnes Fa Deschums vn !
r . prectiges | and ool 2. r%caf Yo use Fhe vyment” ancl siwve |

cLe e health Shall dujks, Ths plojeet.wos ofvuelypedbeom sctatd. T
o W”;*‘aow,mmmm;ﬁf“ isatal
. BOX TWO: '
o : ./45 S ehss owc/tn'f’l‘ Arsectect anel cleve echoo) aé,/
8’ o ’ ?aw ﬂu /:15’44 s/-ém%-m o 15 éa:th:o:i a-z- eftﬂﬁ;ﬁgfi é/gﬂes

S50 sy of ion ( empeni '
an fa ;o §2073, Con maa’w}/om grwﬂ/{we’: gﬁ&fmﬂﬁmﬁ{afa/ £ ‘

cles. L on ing Soge e, a// .
va & way;ecﬁ;&nawj Mﬁ"m d/%" ot 7&5 schps/ ¥ ‘

BOX . . : -

1 . <
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- : o - - . . * ‘-“—1

- * ’ . -

g3 < : o

v - ’
. »
' -~
) v r v -
BOX PIVE: . s : ) ' y .
. ’ . ¢ .
"y N -
- .
. . ~ 4
* A
. n-‘ *
') . -
. * *
L . -
» - - ' + . - ¢
. N . - .
BOX 81X . . ' J
L -r . .
- - . - . -
v ) ; ] , ! .
g o : '
-
R -
L] - b +
N L.
BOX SEVEN: - .
4 . . .
£ 3
L) - -
. . - . . *
. :' *
r . 4

9) What ar¥e your hobbies? Give three if'you can, and the number of
years of .your life they have been your hobbies. .-

lr*f/t Leagye dawc.réa// _ o - - .

&0_},&5_; Z/Z_ "' .o ‘ v

wm,ﬁw .-5/‘- .




Learning from Sucqeés - page 6 -84,

.
Al
4

' 10) WORK HISTORY:- For each job, starting with your Peace Corps .
- « asgignment, give the information asked for 4in each of the three
columis.. The middle column may contain contributions which were not
part sf y&u;'forma; responsibilities. !
/

rd A

. EMPLOYER and dates | YOUR Mo'sr_sw:u?zcam_ CONTRIBUTION | TITLE aud *job.

- . + Yyou held job or . * . description
» . position . " (as you see it now)
) . T
y . EXAMPLE: .
St. Johm's; - 1 Planned and directed g preschool Volunteer. Xamed
Boston, Mass, for neighborhood,children. “i Director of St.
9-76 - 6-78 Designed curriculum, trained and | John's Preschool.
' directed volunteers and :r§¢ﬂed Had total adminis-
' professignals to teach childrem, trative and
Program resulted in providing organizing responsi-
day care and learnihg opportunity | bility. Supervised
" for children previcusly deprived teachert, and managed .

-of these needs. Won Hayor's Asard ihe hudget
for Program T [

. . ' b health o | Velonleer . feted os
c;‘lﬁi?“bz:} %;ifég;:: ‘!gycgzzgtz;rjfaaoanjz : CboﬂJma4wt L%Lqiﬁﬂc; .
vere mada, Nt '{aﬁall' a,r{bajft )ma.h" Health o witk o
\ "//79 5’/8} practces. Whste and d e:?- Guatemalon . Peepaed
' ] 4%Qmmrﬁav'lfﬁh>cﬁﬁuls vel @Wﬁ/

bodket : /
. | worksh S'JQZSTé;HQ £kuu@wf an;Lal;zz:p:::iifﬂzibpaJ

;./A«-J cfom[.':dej k/\ﬁ)f{c/ (jm &ﬂb&fﬂ%‘l‘
fuclihies - prped water, ﬁ;Zi hyuses,

chaes ete. Prognsm Aas 40w been.

_ aaﬂop+eaf as pext of nahronaf flm'lésy
wtdw o Konsas ' Manag ecﬁ pred sech 1 Reodoce Mosnter
6/'75" ‘7/,90 . Gﬂull mef;!— Eec(?;ej spou e {Leekers T6A. EEJ&J

. bﬁév@\af At ond e eaihe ond sdocked all peodice.
. of Leash v e,*{a.ﬁfes ‘l—omc{e d_- Supervised one port hime

N i . l\ea,Hr'h poaﬂ r!@ns no*l’ am;we_ A woiker Ftlle:fm u.ﬂl'
: ) oter §dabs, . s’\k: ;ﬁﬁ. coun\lawl.m

% e 76. -
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T

MPLOYER ard Jates

YOUR MOST SIGNIFICANT CONTRIBUTION

TITLE and job

" you heid job or”’ (as you see it now) description
position .
- * ﬂf
' -
1 ' ‘(
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. . . .
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. SESSION III - VALUES, SKILLS, and RESUMES. *

v ! ) *
[ . ) .
- L]

: Total T;me:‘ 3 hours

Goals: y ' . . ? y ce .
. . To examine values that are important to people-as -
¢ \ working individuals .

) ® To identify $kill areas ffom both volunteer Md
personal/work/school experlence in which particlpants
have demonstrated skills

' & To develop 4 vecational obgectlve ' . :
’ - R .
e To practice writing a resume ’ .
Overview! 'f. ri\\_’ ' S )
. . The.exercises in Session III are intended to assist

volunteers to identify things that are’

important to

tnem in a working situation; te 1dentr¢y marketable skills
- that can be offered to prospective employers: ‘and to- put
- ‘both into a useful resume format. The accomplishmen
already recorded by the participafits in the "Voluateer in
Development! ahd "Learning from Success' exercises are used
. to generate detailed descriptions of the volunteer's skills.
. Participants are also"asked to review their suceesses fro
other areas of their. life and to analyze' the sk1lls used 1n
A achleV1ng those accompllshments.

. Tne first exercise assists.the volunteer to consider
. the factors in work which may be most important in making
decisions about a job, itd location, responsibilities,
challénges, benefits, and compensation. ¥hile participants
are not asked to write about these values, it is key that thé&y®
are aware of them as they go through tie’ process of flndlng
a job. . , .
Tak-identification of skills.is a"key fadtor in career
development and may be key to the PCV in particular. For =~
N the COSing volunteers who are having trouble valuing the
PC experience a%s snmethlng useful to their future the
" identification -of specific, transferable skills will provide
. an important link to their re-entry procgss.

.

Tne resume development exercise is focused towards
assisting the volunteer to translate thé PC experience into
language tnat clearly communigates the special attributes
a RPCV brings to a potential employér. . '

*

F kS




Sessign III - Values, Skills, and-Resumes - cont.

« Exercises;

. Identifying Work Values

. B8kills ‘Identification * '

. Writing Job Objectives” ‘l
. Developing a One-Page Resume Y ’

13
”

b LB

¥

]
Materials: > “\ﬂ::ﬁ:

- Worksheets: .
+ Values Ranking Sheet ' )
. Skills Identification .
Learning from Success (from prev1ous sess1on)
- Handouts: -
Skill Areas and Verbs that Reflect Th”m
Managing Your Job Campaign (two sections)
+ 1, Your Skills and Your -Resume ’ .
2. The Job Objective N
How to Write .a Resume that Rrings Results .
The One Page. Resume

-+

Trainer Yotes:
- \I " ”

1;, Read the Discussion Guides prb@ided for this session. '
- ‘
2. Lanﬁhage - WOrds such as job "campa1gn" and "marketable" .
skills are intrdduced in this session in order to typify ’
the process of hunting for a job as one of organizing and selling.
These aspeects may not be comfortable to the volunteer who

naively anticipates an easy time of getting .a g:ilng \ |
a job is work in itself and the skil)s of gett b center

on one's ability to sustain the campa1gn and a t1cu1a his/her l
capabilities effectively. ) >

L R

3. Some aof the participants in the workshop may not be*
going from Peace Corps to a job search. They may be enrolling
in’ school, travelling, or alre have a positiem secured.

AS trainer you may want to ackno dge this and egcourage U//

these voludtders to participate as preparatioh for future _/ f
job campaigns™and because many of the skills discussed - .
interviewing and objective setting can be useful to:them '
anyway. . . . -
/ M % . \/-\
=5 .




e - S em . SESSION III

L]

: v
EXERCISFE I - IDENTIFYING WORK VALUES

Total Time: ‘50 min. ' ' \_}

Objective: "To identify values related to the work environment:

’

QOverview: .
- . . , . &
The purpose of this exercise is to assist volunteers
to focus.on those aspects of a job which are most important
to them. This focus is key to the beginning of the career ’
development/job search process in that it is these values
which become the criteria for 1) selecting a job and 2) 'liking
the job after you're in it, As volunteers work through
subsequent exercises in this session they should keep in~
mind the priorities they identify and &ncorporate them:-
into their resume and job campaign strategiii;J>
Materials: Values Ranking Sheet
Procedures: .
——.'———- w L}
Time .o Activities
Session ~ 1, Give a Bglef description of the goals/overview
Overvlew . agdxexercis in Session JII.* Outline
) mln.' the importante of carefully reviewing accomplish-
ments in orde? to identify skills and transfer
them to future 51tuat10ns, etc,
Exercise 2., Present purpose/objective of this exercise
Introduction using points made in session overview statement.
5 min. f .
- 3. Eithpragn a flip chart or handout (whilgh
Discuss you have prépared) give participants the
Work following list pf work values and briefly:
Values review. . '
5 min., , S
a) salary and bedefits i
’ ' Y b) job securjty .
¢) maki impact y
d) intelléctually st t{%@}g )
e) workingy with integgEl g people
- d f) high sthatus/prestige .
v - g) respongibilrity L . ]
sh) others
. . i) portunity to be 1nnov;£éveﬁbr creative ,
. “r R b tunitygfor advancement .
. . k) 1i Jworking conditio e
1) wild - what else i's Y\mportant to you

* that hag not yet heen coveyed
q i

81-.

v
o

L

Y
P
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Exercise I ~ Identifying Work Values - ‘ g

N

L]

Distri
worksheet

¥

Discuss in
‘. Pairs
20 min.

2 v .

Describe the list as a.

get of -factors in the work envivonment which most

people congider important. However, each of us -
will probably rank each item differently in order
of our personal values. As you look at.the list
you can probably think of the one that seems

mogt important to you...and the one that is Ze&ﬁ%fk
mportant. .. .you'll notice that the last <{tem [
is a "wild card”. This is provided for you to

.add aone other factor which is of special importance

;ﬁie.

S

You

{
1

to you when you consider the work emviromment.
ean write anything you want for this item.

Give people a moment to think of a wild ‘card
item. Then procede to insStructions for
completing the works@iﬂf.

. _—
i ot

Ty,
:
1]

4-

Ind1v1dua1 Ranking - pass out the Value

t‘ .

Ranking Sheet.

Ask participants to write
ach of the numbered spaces

one value 13\?
on the sheetSin the order of priprity
with the #1 highest priority d #12 as.the
lowest prlorlty. "~ -

&

’ \‘.'

P

. It is 0K to move/change the priofity &g ou go.

If .
.14 edrd ye

-
¥
'

LY

.
K
W

you haven't completed the w
Find something will come éo?mmd-as you do the rcmk-mg,
.5, " Working with partners 3 Ask-participants
to *chbose a partner and discuss with them-
their work value rankings u$1ng the followihg -
quesP10ns ‘as a guideline., (put om flip charu)

P

“a)”

L

b)

Share your rankings

taking time to

hare

L4

th your partneg
e reasong for1you

top 2 choices‘and your bottom 2,

ﬁow,do you think your answers wpuld havé™”

+

beén differeant if you, had done this, beﬂbre
your Peace Corps experlen ? S

-

Any sféprises in yo&r ran lng?

How oldgEIﬁ_ es

your-curren?
assignment match

your list o

-~ .

Peace \Corps }\
pr1or1x1es?

=g
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.‘ » . ‘ N - i t | . -
Exercise I -~ Identifying Work Values -~ Cont.

. ey ¥hat are the implications of your o
R rankings? In terms of vecational choflCedeg™ -
- ‘Jop search? =~ ) C. .. .

L~ .

" . e ' T
Summary .'6. Ask participants to: hg¥g-some of the
10 minutes magor.things they have 1 arnad from the
' . exercise and how they might apply in returning
. - to the U.S. - AR - . "

LI Y

r
A .
- A N 1

. . “ . . ‘ v .
) s« . Summarize by emphasizing the, importance of

N doing something we value positively: It is most
A likely that many of the jobs or activities we -

least enjoy are ihose that ‘are not aligned

S N - ‘¢t with our values. So as you (the-participants) ' .
, think of your next job/schools It 1 be R
' important to keep these valugs-in ind. . .
7 r - .- 2% . '
e & g 0
- ) h" '
x . . % + f - >
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EXERCISE 11 -. SKILL IDENTIFICATION

- . . -

" Total Time: 60 minutes y * . e
*  Objective: To generate a.list of skills which are- transﬁerable L.
- . from previous experieice to future\ . ‘
- work situatioms. :, - . ., .
(- f - . o -
': . QverV1e:v: ) ‘ : - X . , _"P .
® The purpose of -this exercise is to'ass st the participants

in identifying marketable skills by which they—tan represent. .
themselves as they seek a jobe . : ) $ . . . :

This is 2 difficult task. Most of .us are not experienced
at bré&king what we do (have done) down into specific skills.- -
We tend to talk in vague Letms guch as "I graduated...." or
"I haven't really’ done anytblng * It is also important . -

-to ingclude all previous suécesses ~ Peace Corps, non-Peace

Corps and both‘'job and non-job related experiences, ,
Encourage participants to avoid stafements that axre too narrow
or two broad, The more specific the statement the better,
Materials: "Léarn1ng Lfrom Success" worksheet from Skssion 11
- "Skill Areas and Verbs Tpat Reflect Them"

- . <. -% 7 "Mamaging your Job Campaign - Your Skills“

ot

. . . \ . Your Resume" .
. *
% Note:. Before .the sessiOn, usinguthe "Sk111 Areas and Verbs‘..."
‘ ~° handout wjite the Skill Areas (not verbs) on 2 o 3
- sheets of newsprlnt with space below each to recQrd
Le -{' vm‘bs- . ! .
. N . . - . Y
Procedureé."‘ '
r +" : x - -
~ Time _ <Activities ) ' -
g Intrgduction ,- 1, Introduce the session by explaining'the'k )
- 5 min, ‘ purpose; .
"y . j-l v ¢ Jugt as underatandiﬁg your vork valuea is zmportant y,
o WLl eode wnderstanding the' skille you have which can’be '
e T rketed to a potential empfoyer. Because for many of
. © N you, the Peace Cbrpa may have been your first job
. P .t ttdie even more {mportant that ve review what you
S 1\\‘ 4 ~ have accomplished and look at* those accomplishments in
. < .. v . light of the skillg you had to use in order to, .
- K ' » .adhigve them. Evérything we accomplish requwea gome
Wt e 7y 8kill or 3et3 of skills, ,
l t‘.‘ ) ’ o .' . o R -
- hd ‘ . ‘ ° r
( L

L : v X (:8;‘ ‘ ' '84 ) e e -
l - 3 . V3 | |
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Exercise II - Skill Iden{:lfzcatmn - cont o '%'f

. . - s L ! - 4

. e ' ’ Jor /{ '59‘
T N—— . So im this session we 're gomg to use (the "ﬁeamiégﬂ g J
' . from Susdess"’ worksheets you camp?,e'f;ed 1,7} Session IF ;,
v . - a8 a starting point to‘identifi ng youi" skills. Later /.
P . s - . we’ll use thege skills to 5eve e veswnée, |, L
AR ’ ! & final goql is to help. you zden youbr , Lo
' ‘- "~ 7 qualifications and tq present m n a way, that, mZZ «
T . _ N  maké your resume - stand out fmm othez’s : A S

. . . - ¢ -
Handout . 2. Dlstrlbwte and .Rev e Handout n : S Q
. et "Your Skills aid Your Re¢sume) ,. o

-

. . ) o o/ -

5> Skills . 3. SKills and Verbs - Discussion. Using 7. . ,
Discussion- - the Skill. Areas on the flip ¢hart work with .

10 iin, the entinré group and ask them to gemerate .»°- , .

3 verbs’ for each area. Record pesponses ' on L

. T : * the chart. Doing this in the large group~./ P

' will hélp them gef_the idea of what is f. : s

~ meant by skilles, verbs, etc, and will help . -7 .

. 2- them in-bneaking down their- accomplishments. o

. . -+ It is dlso likely that they will cdme up ° s

. ¢ . with additional verbs' and skill areas. Theee /

' v can’ be added fo the handout. after the * ..

' ) dlscussion is eompleted .

« . Make the pomt that’ these SREZ. areas and ¢
. . verbs are probably represent ive of those A, p
/"\ which relate to their accomplishments list. .. _°
‘ : . ) JAnd it s,,th:.e type of list that“we ‘want to o
C o ) develop in preparatmn f‘o,r writing a resume, ° »” b

) ' Dis“tribute 4% "'Dj strlbute "Skills- Identlflcatmn .

! Skills ID | ‘Worksheet” and ask participants to take out .

, . Morksheet . ¢he "\essons frdm Success" woTksheet. -,

' nstr t‘lonse' . -! , T :

. : Using the ”’Leammg from Success™ wor-ksheet from ‘the

s : St © thst session, we want yon o work in groups of

: three to develop individual iists of verbs and .

. ekill areas. -You will"find it helpful to talk .

e ‘dbout your aceogplishments and have the other members .
* ' .of ‘your grouyp ask questwns and feedback the verbs - .

. v ' they heard ydu use in describing the.accomplishment, -

. e . Record Jour lists on the Skills Ideg‘ﬁszamon Wor-ksheee"' _—
R -)\ , Part I. It's a)n;bort{mt ‘to' work at this, i#'s not o
. - easy because we've npt used to doing it. Be sure to W

. . . analyie PC and nqn-PCtsuccesses as’ weZl as Job and | v g

" L - —_— no:n-aob related successes. . : (
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Lo al T PR progmm that: widl allow them tg evaluate small daity . ' %;—1

Exém{se 11— Slgi}.l Iden.ttfzcatmn - ~1:Qnt n' T WLV a RO

. ] PO A Cr T

Dempnstra.tzon R Demonstrage the process" Work wzj:h o ;

S/min. e ‘one of the partigipants, .- B ,-"'- W
foeee . v *(Lsk other partzc ants te note a,ctiqn verbs e

' as they listemy %o t:fur detﬁon)?*at\mou..,:-:,;‘.a-.‘___-_:_

- P Y

s w_fiat s oné of your Pducé. Corpe-s =% ey

| )
. Egeilitator:
- wccessés"

L

.ol . . T
. . . v .

- .t : Warren: - I did a resaarein atudy for datiry progecta \
o v (This %s a typicdt -expcege atory - a good project - )
. hut the Vobunteer’s deschiption lacks in‘defining . -
' the gkills needed to do the study. S 1t's up’ ~ Ll
’ ' to thebther -Volmteer_partners to cimw kit out; . S
L ‘. order to identify\gkiils.) :

asgigned to yoy? -

\ § Facthtato-r Did gou pz’%pse the ‘stu}iy or was it,
. N - : . A\\ . ) I . .- .. ._ﬁ;‘..
e T k’arren- Th.e topic was agsigned’ to' me bufb L ﬂeveloped .. "/"‘-,. .
' o . the study formuat and, based on my research,degigned a .. - :
':-:“— j‘amer pmgrarnS' in t?ce j‘ui:ure é; LY s S
i . 3 Y .F.
Fac%&i‘wta?: ‘How.dz_d you get whe' information for your
v W “Warren: I .did gom aéar’ch ak headquarters; Then, I . - " .
] desw‘ned & prEBg:@n %\ne th* identify the dairk - e
e prdetides of a gmall dairy—fgymerl - Aceording ®o this . oo
SN pl"Og amtemgl'ﬂrﬁew up ¥ list of',aw:cees ul { o
PRNERN 8 from officé records. dﬂﬁ%:i g
. - nqmes at random and wenk out and int 20k
. aoout their dairy pmctwes,

. LT - x.
Come Fa ﬁ_l_ztatm’. VEZEE\J‘Z d you do mth f:hw wf'orma:mdn. |

&

‘e . Waﬁren. I had to as,semble and.anczlyze the dasa and
T Zvchuate ie, _ . ;
. ¥ LAY ‘ \ _‘ b . . .-{ ~ *

etg-l0-9€£0----, " LI

oy [y

Group - .- To-thée Group: What verbs didﬁrﬁ—hegr\mu' l

" Discuséfon ' use-in déscribing his "succes

5 min, 7 - ... e

' . " Po¥sible wesponses from"ah,g_g_&gp_ «
‘.. dgvelop, design, evaluate, repearch
<. ipaterview, analyze -ete, N z-




o : " ., Thandout., 'Possible areas include: ~

e ‘Accomplisbment' Research Study fo ﬁgiry ';n\~

- i sk111 Ideat ication - con:\\g, .: ¥ : . \?“G‘t
- ' t L ud '_‘}‘. pid -
. //ﬁ\(/d _ “What kiads ofuéategorles woukd you group
~ -g these verbs into - ideptifyy/sdme basic °

S s k;lls.\;.refen to the ™Sk Areas"

yl -

. R admlnistrativefmanagerial eommun ty{prg jzation,
- . . ete. . -
, 'j;:; ; 5. Use the worksheet to demonstra & ncw’!o complete
L T . Parts I and 11 .using the example th the RIS -
A volunteer gfu gust compleied N

i--, :‘. artI r

! ‘ . Proaects

NI ﬂyerbs: develep, deslgn/ evaluate "regearchy |
. y o intérview, - analyze, wrlte (" ‘
. ‘* ' - .. - . ) .
BN .-y Part II: ' . . N Lot
. "% — : 8kill .Area: 'Community Organization . - =lhe
~ . .- . Verbs® [Interview, §na1yze,‘Design . " ‘

. ..

s ‘r .
. 8kil} Area: Research
. o ® " Verbs: EnaIyze, Interv1ew Deveiop,

-~ Evaluate - - - L
§ . .‘-‘J'-__ . . ¥ i 5 .- '_..
' Do this with 2 or.3 volunteers.; You Should -
also model an example using-.a npM-job related ) |
success. such as remodeliag, nizing activity,- _
‘ or a school project. ° e
' Part 1 6. When you are sure that* partlclpants S
Work, in. small .understand tHe process ask them to bégin work )
groups - ! in’tbeir trios on Part I Encourage group N
(‘"30 mlp\ ./ ~Wembers to.help each:other by listening and .
; ; llstzng verhs they, hear as 6thers descrihbe _ .
e { o ‘sucgesses. . . : oo i T
¥ -7 Par;lII: S 7. Part 11 - Skill Areas - Ask,part101pants \ .
wkill Areas' : %o use the-list of (skill areas and ¥erbs-:to
W - 10 min, " ~ ygyregate thygi ~xgfus into skill areas., . Part 1I :’
N ' ' 5; . ofthe works§n t prov;ﬂes space to record the -
-~ ) skill ‘areas approprlate verhs. T 7 o,
a® t ’ - ‘ .
Large ., '+ 8, Ask participgnts to report out some of
* Group * - - the skill areas they bavé identlfied
oummary . RevieW¥ major. points from "Your Skills and LY )f?\
n ' Your Resume'f. \ .o ! v
ChL.
' »
Ki
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_ EXERCISE‘ ﬁl v-.WRI!EING\JQB OBJEGBIVEg Coeett, L

. . ] S toa T A ,f_-‘ N . . ' . ‘ R ,'Z»,-

N e SO : ’ ’ e E

o Total Time. 36 rqmutij s . . _ v
: bq&etives‘ TQ write job objective :Eor pse in a résume.' I

"y , . -

Overvlew B \ = T L e

'l‘h.e purpose’ Q,.‘f this exercléehs' to assist the volunteer s L
‘to tombine work-walues, skills and successes into . '
a s:.ngle statement which ma;:/bé used as a "job objectlve“ - .
” 'Ph:.s is. .intemied to be\e&d\hort exe’rc:.se. Partlcioants

néw have enongh data te aquicklv assemble -the information
zieeded to develop an obiective.

¢

'Mater:.als "Ma.naging Your Job Campaign ~ Thé Job Objective" )
< -"Qné-Page Resumes" - ‘.

y A S . I s ' £

, Broceduress - o T e e e

Tihe: \_/‘ sctivtty.. o e

Introductfon 1, Dlstribute "Managlng Your Job Campaign'-
5 min. . * The, Job Objective'" and "Examples of Ona—<

, . Z. Explain the exértise, 4/,-—-- s 5
: “ - _ When you write a resune, do not give the -
. : IR mpreeswn that you will do any job, Write out

T o a speczf@c job objective and yoir skills afid it is

: . . more ikely tha‘t you will ;/ﬁbwzdereql - .
g et . . . . Lot
: . % Write q concise 3tatement f' what Pgu want to do L.

o and’ whattare the skills a few - .Y
exmplea of how you have béen suace?(ful using

1 ' rd
O those skills. You may/may vot put dovn the (’ .
i coLL spec'f,fié type, of gob you want., Ty :

. - ' If you dp not know what you ‘weant Yo do, 'you may'é* s
. . . néed -to do ‘some research to narrow doun to o féw W\ ‘
careeré and epeak to a few peOpIe whp dre in

- ’

There ‘is. vaZue tn Zoam'ng the jargorz related “ K
otﬁajob mcdumngz in writing your JOb S




" Exercise III - Writ]_gr Job Oblectives - cont._

There are a total of 8 examples of Job ob.;'ectwes.
Pour are in’ ‘Managing Your Job Campaign - The
. v Job Ob,yeatwe "antlout and 4 more les in egeh
N o o, one of the "OnewPgge Reswne” hmzdouts.

- Writing 3. ,Pn your notebook, write a Job ob,yectwe. Pocus
. "' Objectives - osszbZe eareer, take a look at what A
4 20 min. %‘a‘ what 'are the gkills in brief, how ,°
\ you use these skills. e the 8 epamples as
a modei, ‘and then mclude wam.,
4 ' , Float to give individual assistance. You masﬁ
o “need to spend some time with ‘those having
' -trouble with this exércise discussing why it is
L difficult,” Do they know about_the\variety,
: of jobs in the vocational area wish to
2 * explore? If:not,they may need to Ho some
% . . "research - discuss ways this -could be done.
T S _ . ) _ Y »
| , If- they seem to lack the skills*they need to
ks " ’ - get the job they want you may want to spend
- I - more fime dlSCUSSiD.g_ﬂhﬁ.t skills ‘I:hF-'j.lr heed
- ' «and how thf_y might get them, .

1f thelr job objective] is ve b‘roia.d, TN
o ‘ they are aiming for 2 pr 3 diffferent. positiofs,
‘. * . they should prepare 2 br 3 differeit Jgh
a b » objectives and, later, 2 or /3 differ res\:@es.
B - - < L] '
Summary e 4. Close the exercise by /having seve 1 -
. 5 min, participants read their ¢gbjectives. R view -

-
) -
P ; . A
. | L _— .
" . 2
g .
3 LI
L) - . - -
. .
L]
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' EXERCISE IV - DEVELOPING A ONE-PAGE RESUME

f_, . . . . / - . . )
: “Total Timét§’70-90'm' tes - . e ., -
\w- - N - TR i
Objective; To practice writing a resume., ; .
. L} . » F
Overview! . . . . L -
P T . % . ] o .

, The purpose of this exercise is to use the successes,
skill .areas and verbs and’ the job objective to dgvelop a ~

o\ i, OBe-page resume. The resume that is devel‘ped can be used - -
/”'as a "functional resume" on its - own Or as¥a cover sheet: .
f to a more exhaustive summary - -af eXpefEence. . ,
- . & -, ’
‘. ‘Materials; "The Dne-Page Re umg" plus sample resumes ‘ P
) "How to erte a ume that Brings Results" .
v MNote: See Dlscu331on Guides a2t the end of this seésion fors{ 4
. émﬁg,tips_gnq_igﬁnts to make durlng this exercise., { . ‘.
. o m— e . - NUCARE
+ . . ) * o - .
! Procedures: - e e . co. .
. . - ’ "-' \ . LA o '\._ . . : B
Time : Activity . —_ A\ t.
b , Preparation On a flip chart: " c e A
t P The One-Page Rggape contains: R
' , . 8. Limited Name, address, phone,/dat&(®f » o
. _ R personal pf?!h (rather than age whi thpuld
- . N data, . change during the time you uSe I .
. § . use the resume) : R
‘ , » If ralevants Military status, -Marital stasius. L
- health status -+ . N
A ) : . B. Job Objéctive - summary statement of & )
. ) ) . ..“ _ experience or skills .

- skills that Evidénce of expertise -

+ . * ’ ) . ,
\ﬁﬁr & ! .C. “Relevant’ Examples of efféb;ivﬁneiz . .#’7/

support job Selected areasfof achievement® -
objective . : .
r . - 4 .
s D. Summary ¢f -Educatiomal background  ,° L
relevant Summary of experielice .
el background gqualifications summay¥/ =+ | _
. . + (be brief) . . : ‘ -

» . e




_ve102~ " v, =% . SESSION'IIT

Tr : | L . - A . 3
) ) . - ’ " v Y , * ) _
‘ Exercise IV - Developing a One geﬂResume - cont. ) -
/“\ ‘ / - + ) Lo~ R .
& . - . g

On another f11p cha.rt

¢

KEY woans ' P .
édapted recommended Ssolved v ,
created .reinforced . streamlineéd - -
. developed revamped planned ' .
. expanded responsible . proposed - _ e
L. guided .. revised - gmplified :
) implemented scheduled . .tied together
improved set up 4 . ro:
Introdugtion . 1. Introduce exercise.by exﬂ!ainin purposé .

.and objectives (Note:!: this may be a good

( time for an enérgizér)

Overview 2, .Distribute and Discuss "One Page Resume"
- 15 min. -
N e b Thig. can be the cover sheet of the more tradits '
,\ . . reswns,” it servds ae something useful. You can .
¥egard this one page resume as your ealling card,

an,attempt to ereate an interest in you, to - —
summarize your skills. .Give the interviewer sometm.ng .
\ 1 to bowmce off when they are interviewing you. !

Refexring o yours£fip chart, outline and -
P - discuss the contents oﬁaa one-page restime.. . :
Additionally, you may make the fOIIOW1ng
* . comments, )
F 4 -
This regume pute -a focus on what you see as your,
. gtrongest pointe. When you haye finighed your resume,
) take the draft print it up properly and then share .
) .o it with someone| - a friend, somione in your family
0 a‘colleague - gkt some feedback from the other pereon.
' : You present thig rgsume-to a potential employer when
' x - meet him for a jo mterv'::ew It umredwtely‘
' . . focuses his/her attention on the tyge of job you .
- . .. ate. looking for bqs;d*ﬁz your job objective statement . {
.’ "~ . and tells him/hér what 8kills you have. It allows you ;
. . ' to speak about what you feel are your vocational
& . o . stremgths. It's important that this resume be shoi*t, ’
‘ . . t concise, neat and highlight your gtrengths,
L. . K . If yau ave ZOORzng or d job in several unrelated
- ) : fields, prépare two diffemng one-page regumes, with .
. ) » two ‘different job obaectzves, and highlight the. - '
N, ¥ . . ' gkilld appropriate to the objective. -

-

4

| @. ‘ o v e




~ Exercise IV - Resume’'- cont. '/ : L s

- "103-

-

. completing SF-171's
in this section will help you prepare for - ’

_.f.r ﬁ ’ . = \ .
You want to select strong words to describe your
skillg - action,verbs. This is a list of euggegted
styong ‘words - verbs, Choose those words that
deseribe your skills best. ... »
. &
Strong words - vérbs., Display newsprint
sheet KEY WORDS prepared in advance. YQu may e
want to ask for ‘other verb® that might Qk;\ RN )
be useful, Point out that these verbs ot

gre similar to the ones identified in the
Skills Ydentification exercise. b‘

L4

3. Distribute handout YHow to Write &
Resume .that Brings®Results",

Right now, this ie far your information only., = .
You will notide on the page titled “Some Key Words
for More Effective Resumes', this will 'also be heprhZ
to you in writing the Zonger more detailed page of
your resume, )

Spend abou‘ he next 40-minutes woPking on your
sume. orporate your Jjob objective, a definztton
of younr skzZZs and mention.somg of your successes,
Use the regime handouts.a idelines and examples,
I will work with any of y%;@ would like help.

About 30 minutes before the end of the
session convene the large group-to discuss
additional tips about writing resumes and
Note: Discussion Guides

this discussion, particularly by the

list of do's and don't's about resumes and
SP-171t'g The FVS Manual is also 'a good
source of model resumes and SF-171's. Several
resumes are included in the discussion guides.

. . )

-
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o T ' 109~ . SESSION IIL~
: O . : Handout
\ . e, ‘ ' \\\

SKILLS .IDENTIFICATION WORKSHEET

Part F - Identifying yerbs R ' . -

Using 'the accomplighments you listed on page 4 of "Learning From'
Success" identify the thinmgs you did in order to achieve the
#ccomplishment. As\you think and talk about each accomplishment
"listen" for detion verbs - develop, research, analyze, conduct,

= designj etc., Record those verbs.and others that yoif partners
may give you, -

-
-

. » ACCOMPLISHMENT . - . - T | g v
VERBS ; N

ACCOMPL ISHMENT
= " .vERBs:

- -

ACCOMPLII SHMENT : ' ' 3
VERBS : . _ 5&

ACCOMPLISHMENT :

VERBS: h : ‘ . ot
- » ' . ’ /

] - * ]

ACCOHPLISHH#RT: i

s ’
I . -

VERBS:

.0'.'V T " . N . ’ {
ACCOMPLISHMENT : - ) . :

VERBS :

-

| = : .
ACCOMPL ISHMENT ; S | P
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SKILLS JDENTIFICATIOY WORKSHEET _ | )
© part 11 - Developing Skill Areas S ’ N

¥

Using the "Skill Areas and Verbs" handout, xeview the verbs /.
‘you identified for your. accomplishments and develop logical .
skill areas. If a gkill area is not o the handout you should - -,
add it. - o ) . -t

: ' . M-
Record your skill areas and the verbs that go with éach. ) . \

~ . L}

¥

SKILL AREA?)

3 e

VERBS :,, (

- L3
e [

- SR e ¥ 'k

) . SKILL AREA- . . o

VERBS: _' T a

. . - ~

SKILL AREA: -

* " . VERBS: ° . LT ) ] SR R

) noh ) ‘\‘ ‘ ) ) bt T
SKILD. AREA: ) ‘ ~ .., T T

. . . . . = '
VERBS: AR - ¥

SKILL AREA: ) . o .

VERBS:

_;J , SKILL AREA:

L)

'VERBS: S 3

.
P
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SKILL AREAS AND VERBS THAT REFLECT THEM <
1] " { ‘. - - n ™
Eoﬁmﬁnity Organization kdminiétratibe/ﬂanagerial\l
~ catalyzing’ - budgeting B
- organizing - program planning
~ assessing needs : - fund raising
. S - - problem solving
. s : - o
'—}raining/teaching /// Executive/Leadership
- instructing ° e L supervising . s
’ - tutoring - planning *
- developing curriculum . ., = deciding’ 5
‘ -+ - trbuble shooting ot
. / . . - - - .
.Communication LN Sales -, 7
- listgniné . - marketing
~ writing - ' - advertising .
- speaking-~ - promoting .
¢ 3 3 M -
4 A e ' ‘
Mechanical/Technical Artistic Skills )
- repairing - creating .
- operating ~ - ‘ -~ imagining
- building ' . -. designing -
- designing .
}
1 ) \‘ A ’ R
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. .~ MANAGING YOUR JOB CDMPAIGN;:“‘ : .
- . JYour Skills and Your Resume SR . L

Why are Skills important? g =

L] L] \ N -
l‘ L)

They are your tools. You have developed- tnem over your entife
lifetime, —¢in your work life, in your community life, in your
family 1ifé ~ras a paid worgi_, as a volufiteer, and as a —~
‘. contrlbutang member of your ‘gmlly and community. T

Your skills are Marketable, Portable and Flexible, You use
your life tools to serve others, yourself, and the organizatigns
with whlch you are’ associated. Your skllls travel witn you: )
wherever. you,go, apd you employ them 1n many arenas of activity.

’

Your skllls are an integral part of you. "In & rapldly changing
world you may change career several times tn your life, by ciyoice
P or because your job becomes obsolete. Therefore, it'is useful
* to be aware of your skills and .to think creatlvely about how
many ways you:can use them efiebtlvely.

For example,.managers mapage:

baseball teams \ the \federal government

households the local chapter of 'NOW N\ .
 fast food sgpres - refugee camps - .- . .
churcnes _ .danc? companies '
hospitals® ete, ) \ - )
day care centers « ete. ‘
cerpo}ations . eéc. -
" offices “ '

Using your skills to maximum capac1ty is what makes a job V1ta1
and ex01t1ngq ) s , Tt !

) . . , ) - ’ hY '&-‘ "
v .- %77 « Bonnie¢ L. Damron

1 N -
[
. . N -~ / . . -
. . . e~
[ ] : i N '
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‘4) Examples of your successes
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MANAGING YOUR JOB CAMPAIGN

The Job Objeetive *

This part' of your resﬁme‘mgy incorporate:

\ . "N
1) ‘Youy career goals . . .
. ' : - * f’ : \ r— * R
2) summary of your skills , L, “a
4 - /--.., .

é) ,Suggestions about the type of .job you are seekingt
- counseling supervisor ~ , )
- project director

- publlc health educator

-

You w111 notlce that all this caJ be done in a short,
clear ‘Statement.

-
- .

" Some exaﬁples of job objectives are:

1. An executive position using my skills as an administrator-
organizer, cwrriculum developer and teacher.

2. Po§itioR using my leadership, organizing .and communication
skills. I am especially interested in applying my skills
‘to marketing and promq;10na1 activities. Past experiences

demonstrate thatf I have the ability to plan and 1mp1ément .

programs and to coordinfite personnel and material
resources. I have al'so devised fund raising strategies. ,

3. Position uS1ng my reseéarch and writing skills as well
as my organiZing and administrative abilities. , My
expevience includes. the areas of manpower, economic
development and 1ntern&tiona1 trade. '

4, Position using my managerial, analytical.,, writing and
verbal sklIls. Past experience demonstrates my abilities
to train and supervise persannel,. manage the full
opération of highly sophlsﬂlcated tele-communications
systems, and facilities and develop techniques.for
testing, quality control and problem solving.

1

’
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wrong w1th maklng,truthful statements to the effect that you:
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Handout

; HOW TO WRITE A RESUME .- . N
** "THAT BRINGS RESULTS S

Fd

. b N . . \ . .
P .

The cturrent economlc cllmate is causing.the greatest

uprooting of personnel evel seen in recent years. And the i

competition for jobsa is thereﬁone greater and keenér than. in

the:past. . - j
¥When an'indiV1dua1 seeksra new poe;tlon, théeé resume, of

course, plays a vital role. However, ‘a resume is not only

for emergen01es.' It should be cdrried in the "knapsack". _

of every working person, even if he/she does not' intend to -

change positions - since it can be a valuable professional :

tool for -self-appraisal and can substantially,shorten 'the

search Tfor a new position should a sudden change become necessary.

LY

T

. There are as many ways to pﬁepare a resume as$ there

are "experts' counseling on the proper approach\ to preparing
a resume. There is even a school of "noanresume" jadyocates.
One of the most suecessful approaches is what is-called the
"Positive Resume,'" which was developed-as a*result of ’
research and analysis of thousands of resumes examined through—
out thé& country over a f1ve -year period.

s L]

THE THREE bassC INGREDIENTS - . A : .

A Rositive Resume'contaiﬁs three basic ingredients:

1. Yow Positive Image. Liké ‘the old refraln, "you ve got
to accentuate the. positive, and:eliminate {de-emphasize.would °
be more accurate) the negative." You accentuate the positive,
by carefully positioning the mast, important features, of your
backgreund'flrst and By providing greater space for these
features. -

AT |

Y.

i

2. Your Positive Gontmbutwn. “You should i‘ndlo&te, in some
way, how you c0ntr1buted to your organizatlon or company,.e,g.,

_how you aided in developing 'new ‘programs, how you helped improve’

customer or client - rela;lonships= how you did your JOb Qr - -
handled your department bette; than expected. .

gt

3. Your Poditive Appeal. At - the end of your resume, you
must lightly "toot*your own hqrn,"‘ While you must be.careful
not tg appear pompous, concelted.or arrogant, there is nothing’ -

*7 . : : CL ot b}
“ Work hard - L * . . \
Have a flair for getting things done : e,
Have the abillty to get along well with peOple -

* L T

_ LT ,i-a"- R ' .
C Leg f;=Q1190' ., . oo

> s I A 3 Cs
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How 0 Write a Resume ... Cont. ) ‘ o . :
- . * R "‘
Are energetic - - e L A
» .Are ambitious -’ : Co . ) .
‘Are a selﬂ starter - o S, EQ .
Work well with anlmum resourceé . ' . N
If such self-acclaim makes you uneasy, never, forget that . -~ -,
~a resume is a sales device., In it, you are Brying to sell your . i '
most important commodity -- YOU. If your résumé has no ny
- - Vsell" it is negatlve ~ which causes you to compete in the :

employmént market with a major handicap. Thigs is because many
. employers may consider your failure to.present yourself in . ‘
. the hest possible way as a reflection’ upon your intelligence, Co. ~
. your ability, or your ambition. . . Lt . :
An examination of thousands of resumes reveal®d that -
maximum results were obtained, with the private sector, by "
utilizing all ree of these positiye ingredients ‘As the ° !
number of posifives used decreased, so did the ‘resuilts.
Those who used noné of the p031t}ves did quite poorly. :
% s -4 - .
A really gobd resume must be-wrltten»by_you. While . )
editorial advice can Be helpful, it is a sagd mistake to have o
- someone else write your resume. The professionally written
. resume _is easily spotted by experienced personnel people. . .
Some firms, in fact, sort these out first and throw them away.

' +

- ' The ' resume ‘should be easy ¥ read Wcrk on the assumptlon
that the ‘entire resumé will not be 'read. .Therefore, emphasize
" thé salignt points you want the reader to see before you 1ose
him/her. Conversely, de-emphasize your weaker points, )
bl T . i
" Here are some of the most impprtant do s and don'ts of :
resume writiog, - ; v L

SOME IMPORTANT' DO'S ' ' ) .,

. .
. . L

e Be accurate ‘but not preclse to the extent that it . ‘
becomes ludicrous. %eéave out exact. dates; months and years '
are okay.~ If the employmgnt is a long one,ajust uke years.
Toe much detail is not only boring, but suggests that“the

" ¥ candidate overlooks the big picture in favor of minor details,
- ®v. Keep in;mind that the organization is not interested in your
‘wifd's name, .your chlldren S names, your high school - (if '
you hhye a coliege degrge), your supervisor's name,’ the

.

A exact address of your employers, your Sobial Security number, :
and t| the détails of your health . v .

e 3tick to the facts. Do not'expcund‘upon-your personal . .
' ,philoSOphies . . y

S 1}
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‘How to ﬁtite aﬂResume.;.coﬁt.
<. [ 4 o ,
. o Elimipate unnecessary words. 4void the first person "I" *
‘It's all righg to use it occasionally, but that's all),
Complete€ly avoid the third person "he," Do not use.the word.
"resume'', " . .

+ .o Where possible, use an éction word as the first word
of a sentenCe. (A'list of some suitable ones is shown at
the end of this article.) . e

° M&ke the resume serve a single purpose. If you qualify
for .two types of positions (such“as a counselor in social services
and as a manager of a .training program) it will be necéssary ,
for _you to have two resumes, accenting the features of interest
for.. the p051t10mtyou are applying for. :

o Mention your*interest in sports and hobbies (if you so
~ -desire) but not to the extent that it would appear ‘that they
- monopolize your tigpe., It should not'be a feature of the
resume gnd.if used shoulg appear near the end.
! r + -

T e Use birth dzzéé not age.' The major reason for this is
thatthe birth date.does not' change annually, whereas the . ¥

. ege does‘ . * -
e Number the seco%ﬂ page of tﬁe resume, and put your name“
on the top of\that page (no address on second page). )

o If your backgrounﬁ 1ncludes an important amount of a .
particular skill area,’ by akl means give Ahe reader a’ summary .
of the type of.organlzatlonS“wou served., A very brief
description of some of them is 1mportgnt e.g., one of the
largest consultlng firms in the U.S.; A ylti-plant électronics
manufacturer; a trade magazine puflisherf an international
development corporation; and ather é&ployers such as nospitals,

.. hotels and retail, “ 5 ) .
C et . : L
e Mention the followihg, if they apply: . :
o Foreign lafghages - o T -
~» _ = Business organizations. . v .
Bpecial courses , ’ ‘
=L Your published articles in related fléldsK

'Business and educational honors-{state rank-ln class .
KR if flattering) -
T Citlzenshlp (if it is not obv10us from the record that-
' . you are a U.S. @&tizen) . .
*. Licenses, such ag RN, PT, CPa, ete. (dd not list licenses .
. -, of a mT™or qatyre) o : .

:.-; “:: ’ ) . < 102»»' ! +
TN , A ‘
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_Hoﬁ'to Write a Resume....cont. . W !
SOME "IMPORTANT DONT's . ' : . ~ ' .

1 \ . * . .

‘®# Don't be.too unconventlonal in tne physlcal make-up
of the resume, Use 8% x 11 white oxn ivory rag paper, The,
resumershould be typed neatly aznd multillthed The layout
should be s;mple - ho ginmicks, no b1nders, no fancy folds.
: e Don't -let the resume run over two pages long - ,
{except in Speclal circumstances) . It may- be better on one *

"sheet if it'svnot too crowded. : . . T

* . - . .
e Don't say ’"prefer to °~ . Y but'would conslder, "

It would be difficult under these circumstances %to attract an
offer for something you ”would consider,” which is really not
a preférence.

b . . -,
e Don't date your‘resume with the date of preparation. .
e Don't use'"etc " A resume is néver complete. The
reader knows that yoll hive done more than you said you did

m Don'’ t reveal $alaries in the resume. . . S

- 4
® Don't give reasons for terminatidns,

[

e Doh't give references or state your superx&g@r s name._

+

® Dpn t expand on military service unless it relates 10
the .fotal business background. No-one wants to know how

*you ‘'won the Battle of the Bulge. T, . - .
-, . . =
e Don't mention political, religious.or fraternal
- orgdnizations. . - ’ . .

. - . -
- E - - - - -
- - . ” . ! .

e Don't Me or exaggerate. 7 .
. - > ) *
e Don't mention race, neligioﬁh color, national origin or sex.

e Don't make My reference to ‘height and weighf. This can
limit the attractiveness of your record to certaih pébple,
an nere,is no way of you knowing whether your., dimen51ons

are preferred . ' T . v .

® Don't‘include a photograph You're sppiyiﬁg for a job,/
not a passport, . . ' e, .

'  r
. . . L
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, How to write a Resume. ...cont. ’
- . . o Ten, , . B .

*

. . PRESENTING YOUR.JOB EXPERIENCE’ & ' ’ .
-._. , - There are -three basic’ nesume sxyles~f0r presenting your -ﬁ .

- job exﬁerience:. chronolog;cal, functional .and hybtid. .
e ! The f‘hfonpiogwaz style (the-most widely’ 'dccepted) is a
© TS A 1isting of experience in-rewerse chr nolog!cal order (last
' ’ job f1rst) The. dates of employmen , *the names of the | b}
companies, tpe title of the job, and the functions performed
at each company are shown, . ', "
¢ < \ . '3 )
‘ .t The Fzmctwnai styZe 'llxsts the functlons performed, .by . e
category. For example, a cqutroller who:uses a functlonal
resuméswould’ possibly show categories such as :Administrative, )
Budgets, Cost, Systems, General Accounting. Under ¢ach category
“Ae would explaln the fUnctlons‘tht*he performed regardless
. . of what company or companies he warkéd for at that time.
Y The pure functional resume eliminates all reference t6’names
of compahies and dates. f

The Hybmd Style is a combimmsion ‘of the first two. The
functional section appears near the beginning of the resume,
and the chronological (which merely lists dates, names of .
companles and titles) appears near the -end.

F *
*

IT'S THE RESULTS THAT COUNT. _ .

The more people you talk with, the more opinions you W:TI
get about resumes. .Executives w111 tell vou what type of
_resumes appeal -to them and by thie process of following their .
. advice, you run ‘the risk-of losing all of the positive N
appeals 'in ‘'your resume., Remember, it is diffi¢ult for a - ' '
person to be completely objective in testing his own reactions. .
It has been proved time and time again, in advertising that
the ad selected Ry a group’ of:”experts“ to be the best often . .
I proved to be tq ad that pulled the worst. There is only one ~
. rpal test of advertising effectlveness, and that is results,
gﬁere is only one real test ¢of a resume's effectlveness, and

nat too is results.
* ¥

- . . The Positive ReSume positively works. It has produced : .
results the like of which others will not. . The Positive -4
Resume is tested by results - and works consistently. Try it. * .
Once you've written it, make it a permanent part of your
, . arsengl by keeping-it up to date,. 1"
v ) 3 ' - ) o - ‘{%

hul, _ * E
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©. SOME KEY WORDS FOR MORE = ’
- , EEEECTIVE—RESUggg

+ ! " :
One ér more of the following words can be used in the "commennt"'
.section of the resumeé to describe your personal qualltles

actlve . ’ efficient ,reliable

adaptable . energetic , resourceful

aggressive . enthusiastic respected

alert forceful self-reliant
"ambitious . , hard worker sincere

analytical imagihative sophrstlcated -
conscientious logical ’ systematlc
constructive loyal : tactful

creative’ -methodical "talented , .
dependgble : objective * will travel A
discipline practical will relocate

discrete  realistic )

"The following "punch" words can be used for the farst word

.of sentences in your resume:.
\

Actively Generated .’ Reduced h
Accelérated "+ Guided Reinforced
JAdapted Increased "7 Regrganigzed- ,,
- . Administers -, Influenced . ReVamped’ |,
Approved - ImpLemeﬂted Responsibr%
» Conceived . Interpreted _ *  Responsibilities #
5 Conducted s Improved ’ Revised ,
\ Completed . Launched " Reviewed ° < X
% Conferred " Lead 4, Scheduled
Created Maintained %gnifigantly .‘
_Delegdted . Participated mplified °
Developed - ' Performed Set-up-
Démonstrated . Planned . Solved
‘Directed ’ Pinpointed Strategy O
é Effected L& Programmed Structured - . -’
Eliminated _ " Probosed . Streamlined ‘
Established * . Provided : "’ Strengthened
T Expanded ' . ' ~ Proficient at ' Succesgfully
R Expedited Recommended Tied tbgethex
] : . o RN '
- . s
N ki vy 3
~ ‘ v K
L Y
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HOW ‘A RESUME SHOULD‘BE LAID OUT-
) #

Ll

. " In most cases, the resume should follow this approach: *

: NAME S
i B ADDRESS . . =~ f .
. - . * PHONE : :

PERSONAL  * Birth Date,®Marital Status, Number of Children, Excellent
fHealth (only if true) Military

OBJECTIVES Make sure that your objsctives are broad enough to’

. cover any emplpyment fot which you are suited. Alternatively
\ you may use this space to summarize your skills, experience,

~ and gualifications.

~ FEPCATION Start with your. highest level. Include the high school
- " only if there is something special about it. Include *

’ . ., related training and professional licenses. If you are
a college graduate, show only special courses which enhance
your degree/quallficat?bns.

- -

. EXPERIENCE Start with the present {or last) position and work ’
" . Backwards to your first job. Show the dates of ‘ .
employment (generally just the years will be sufficient).
. Give the name and the city of the-organization, brief
« description of the organization and/or your division,
your title, Tesponsibilities and accomplishiients..
Pescribe your highest level work, not your beginning -
, functions. 1t s ynderstood thagpeople do not staft at
the top. The functional resume W11l leave out all dates -
) and company names, and will have a brief paragraph
{ ) abOut each major function performed.

-

MISCELLANEOUS Professional/academic organizations or memberships.
‘ Leave out race, religion, color or any inference theretd.
- Sa{!

COMMENT omgthing about yOurself. 1t qust'be both true aa&

Y
étgn conservatively

1

. . SPECIAL SITUATIONS

1f you fall into any of" the following ‘'special situations," you
‘should modify the above format tof de-emphasize the negative, as follows:

'HEf ygur personal aata (age, mgrital staéus) is not favorable: g

-

Put that data near the end of the resume (directly before
"Comments"). Make sure tha: your resume is longer thars one page, -
80 that the "Personal Data” section does nof appear on page one.

) -
f {} l N - v !
LIRS , . . .
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If. you are not 'a Eolleg graduate: . ‘ K

1f your occupation.usually qai;s for,a graduate, put the "Education N

section near the end of the resume, making sure it doesn't appear on .,
the first page. Expand om the education by showing as many business
Frelated courses that you have taken as possible.

5

1f your-record includes too memy jobs:

. You can Ho one“df several things: (1) use the functional style’

(with go ddtes); (2) use the hybrid style{which functionalizes

experience and shows chronology at the end (mot on page one}; or .
(3) highlight present (or last) job, if related, by .t#king substantially
more space for that job and much less space for each of the others .
of summarize all of the other positions by showing an all-inclusive

dating with a brief description of: your responsibil ties in all of ©

those Jobs together. . . ! ’

»

If your last_job is. not as salable as an'eariier ones @

You can do one of several things; (1) 'use the functional style;.
"(2) use rhe hybrid 3tyle {functional with chronology at end, not on
one page , or {3) summarize your recent jobs (show the dates, but
Leave out the names of the compandes, then follow with the important
chronology) . .

£ you have essentially a pneQOrganization (company, égenoy, servicef record:

Show the name of thé organization on the top of the 'Experience
section, and under it show ‘@ chronological history of your employment
with that organization. List the dates, titles and responsibilities ) :
separately (most recent position first) 1f there are many changes
within one organization, condense and summarize the categories -
so that You show ho wmore than five. .

o

"1£ you have a one—industry record:

1f you are prepared’to change industries you might need two - A}
resumes — one in the functional style for general use oytside of .
your industry and another in chronological style for industry use.

=

If your background is exclﬁsively government or militarz; . y, ;

JUse the functional or hybrid style, e ;

r
-

This was adapted from a previous article writ:en"by Robert Half

_vwhich appeared in an issue of Peace Corps Hotlive magazine. ot

b
g

~

®

L]
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TR THE ONE-PAGE RESUME :

L] L)

Your resume is: . 6 o ’
- . ‘.k.
-- a creative expression of your capabilities
r * .
* + —~ well organized/easy tg\:ead TR
.o .g o " Y
‘\ — no time to be modest ' L

(i- prepared, typed diid printed professionally’

'r-,creates an interest in you/Opens doons*
-~ summarizes your skills @md‘ghatsyou can do with them -

-- gives themn an "anchor” (someth1ng to talk about) as
theysmeet and talk with yof

. g ~- helps peop1e~¢o remqmber you L' *
' A one-gage resume contalg;: .
‘ - }Emited persoeel data - ; DR .,_ .
\ -- your vocatio;el (job) objective -~ ) T .
R P

-- your strongest skills and a short example of how they
have been employed ) .

. ’ ' . r N - ) - *
‘The ‘four resumes attached are ethples:bftone-page resumes,
In addition to the job objegtive, a brief summary of your

.experience. andyor skills may also precede the more specific -
jeb and personal ®data, ' :

TR e L
- e %ﬁﬁi i . ,
X ~ = .
‘ N - =

- your, ‘CALL‘ING CARD ™~ - N \
What a one- page resume does " ' % . ' :

¥
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~ ' Brisn W. Armes ‘ .
) : 4958 Corpor&l Drive ’
' & ~ . - Woodfire, Virginis 22346
: : ) Res: (703) 555-745%
¢ . ' ' v
JOB OBJECTIVE
Pgsition using leadership and communjication skills, I have been psrticularly
successful in ghe resolution of conflict situations. - My special interest :
* lies in opportunities to develop already test@d executive skills, '
' P
M smmar.ot EXPER1ENCE . T ..
" . ’ |
Organized and reconstructed the Vehicle Mafntenance section in Korea to
develop and maintain efficient,service to meet the country's Alr Force o -
transportation needs. (19?1_1932) . ‘ ‘ - .
Devgloped leadership abilitles in section snpervisi‘ and reduced
interagency conflict to provide Webb Alr Force Basd¥ Texas with 'a strong s
division to meet the transportation requirements (19?0~19?1) o
Attending George Mason University graduate school to obtain a M.,A. in
Industrial Psychology. , (1973-1974) % -
" /
Host of tie above vas accomplished as a Captain in the Umted States
&ir Fome, now retired. . )
. " AREAS OF EFFECTIVENESS - “ !
ORGANIZER 1 reorganized the .transportation sections in both Kérea and
PLANNER Texas to provide efficient operationﬁand.service .
- LEAOER which resulted in an award of accomplishmeaﬁ. \ o
. * ; -
Researched, planned dnd devefopeﬁ a budget_for the
transportation sections in Korea dnd TexXas. Once accepted
, , 1 provided internal and ex &rnal controls to maintain
. the budget. . ¥ . o
K T, : . K
TEAM BUILDER Developed a cooperating relqtionship betéeen two opposing - .
- sections by providing a means to vent and. direct'views. N
" Reducedﬁhlack/white friction by allowing problems to sqrface Lo
) v Zearly co permft'quick soKVingz _. : o
. ‘ ieh, L ¥ \‘r,' »3 -
COMMUNICATOR . Directed needs ofwother ageacies through my personnel o ”fﬁr
. ~ to aﬁcomplish be&ter service to those agencies. . :’i
- R R
ot ‘Cdmmunicated iy aupply needs to Guperiors so. that better t§1113
g ma ntenance service could be proviged to the, base, ' e o v*,"\ﬁ
. ’h:‘,:: . PERSONAﬂ baT ' - ST,
\- B A;‘.’, :19f>8 ﬂestminster Collegg, in Psycho].ogy T 7"\;' - _"\, P
:_‘ LY w __,- et wg ® . e' vttt '\ K Lo N
Graduate Study Begun,'ueorge Mason Univeraity, In ;nduStrial P.sychdi:ogyh .
) ' 5 - . s ooy, s
Qo . ?n- T ‘ ANy
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Joel Westerling ’ o

-

. . N - 345 Queens Rad
" . ’ . , Valley Forge, PA 19754 -
- - Tel:‘~(604) 555=1234
. ) i .l
. JOB OBJECTIVE E .

-

Position .in .mentdl healfl “using my leadership, program development and
training/teaching skills. ‘I am especially interested in appllying my.
skills to community=-oriented approaches that emphasiie prevention.’as well
as counselinhg,  Past experience demonstrates that I have the ability to
plan, implement and evaluate comprehensive ‘mental health programs. '

» . - ’ ]

SUMMARY BF EXPERIENCE ,
% (Last five years) . o
* 3

5

Director of Community Counseling Program: American Association’ of Malaysia,
Kuala Lumpur, Malaysia, July 1977 to present. .o

Consultant: Pathfinder Fund, Boston, Mass., 4/77 - 6/77 and & - 7/78.

Consultant: Downstate Medical Center, State University of Yew York, -+ °
Brooklyn, N.W., 6/76 - 4/??.{ ’ '

Treatment/training-Supervisor; Comprehensive Mental Health Services,
City of Virginia Beach, Virginia #€ach, Va., 4/76 - 6/%7.

' . \
Instructor: Tidewater Community College, Virginia Beach, Va., 4/75 - 3/76.

7 ’ .

EXAMPLES *OF -EFFECTIVENESS ’
' s ' . .o *
COMMUNITY Developed comffiunity suppori,for a pr vention-oriented
+ ORGANIZATION ~ community mental health program fotr Mnericans living in o
_ Malaysia, Catalyzed different groups within the community
. to* assume responsibility for meeting mental health needs.
foe s . -+
PROGRAM AsSessed needs, designed program models, marketed, .—
' DEVELOPMENT implemented and evaluated preventative mental health

programs in such areas as drug abuse prevention, family
I3 communépatign, cross—cultural adjustment, human relations,
and préparation for major life changes for both youth and adults,

beveloped and implemented training prbgrdms for professionals
N and para—professionals in the areas of crisis intervention.
SUPERVISION - Provided direct crisis- idtervention and counseling services in
A a number of job settings as well as clinical supervision te
.others Involved in similar work.

", EDUCATIONAL BACKGRdUND .

Advanced graduate studies in community psychology, anthropology, and
population/family planning at New York and Lolumbia Universities,
M.A., 1974, New York University, in Community Psychology
Y
B.A., 1968, S.U.N.¥. at Bu.ffalo, in Paychology and Economics 110
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WILLIAM M. GARRISON
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QUALIFICATIONS SUMMARY

L

EVIDENCE OF ACHIEVEMENT

- Human Resource
Deyelopment/
Training

Community ,
Development '

L]
- -

Employment
Training

-
L]

Inter-Cultnrai
Understanding
—

£

- Ll

[

. R P
Health Care
. Rehabilitacion

-

L f—
~ Evaluation'

East Crange Streer, Holton, New Jarsey 97584

- (281) 555-9743 .

_Conceive, design and .implement PROGRAMS for-
HUMAN and ORGANIZATIONAL SEVELOPMENT,

&\2 .
Solving problems in inter-personal’} relations to
enable productive communicating and facilitate-
organizational change. Integrating real work
situations with realistieand attaipable planning/
goal setting. Managing program coqpohents from
concept through final evaluation. “Comiunicating
effectively to all levels of managemeht.

Provided group training in pnblic/priﬁate agencles .

leading to increased communiqption among .
employees, better understanding of work goals,

Jteam planning and staff cohesion. ‘J

Facilitated the development of strong, viable
urban neighborhood programs in northeastern
states through workshops, one to oné negotiations
,and_gcommittee meetings with bankers, reeidents
uéity government #ficia lg,

Created training curriculum for federally funded-
"world of work™ project which caused poeit@ye
attifudinal shange and increased employment

" skills among hundseds of New Jersey youth,

-

, understanding among studentsg
.parents and more effective ¢

5

Deoelope& human relations training and inter=

) cultural curriculum for schogl districts in New

Jersey/New York which has resitéd in greater
eachers and

=room management

in hundreds of classrooms.

Worked with patients in N.J. mental health
facilities in group sessions and one to one
consultations with the desired «outcome of
strengthenéd copmunication/socialization skills -
achleved." ,} .

. s .
Assessed employment attitudes and skillsg for
expefimental survey/evaluation funded by the =~
Depaxtment of Wabor.

N e
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s o, ’ ] i h J.' . ) ” ]
. v -Ppofesgion: * Public Health Educator: T . _ PN
J. i . ., L.‘ r' " e L ) £ . .
v+ ) gPermafient Address: . . Lurfent Address:
© 806 Volunteer Place . c/o International School of Kuala-
. i Valley §cream, New York | Lumpur -
' 8.8, 11439 . P.0. Box 2645
_ Telephone:, (591) 555-001k . . Xuala Lumpur, Malaysia |,
T s ’ IR . " Telephone: 460522 .
L SRR Y
) \ -  JOB-OBJECTIVE: An international position in the health/family planning
- : ~ field thdc utilizes my skills in the areas of.program planning and
ﬁde\;elopmenc, training and eyaluation, .and community education.
. _ . .
o ’ SELECTED AREAS OF EXPERTISE \
) 1 oo
- ) Beloy are some illusl:rative examples of demonstrated areas of expertise
v % sin ¥ fields o\\ffglly plarning and health educacion
. o )
PRQ‘.;RAM DEVELOPMENT De;rel'oped a program fc;r preparing trainers of
. ) ) p, v auxillary nurses,in the area of family planning for
. .. ) . the Malaysian Miniscry of Healch,
~ ) fTRAIfQI-Nt’S.r : . Trained volunteer support staff c‘)f family planning - .
. vt . . ¢lini¢» for adolescents. ' |
L] . ” i
. SUEERVISION Supervised a team of" healcl\b'aides,who provided country-
> : * ' wide educational services to needy population groups
, - . (i.e. - the¢ aged, ceenagers, chg ‘poor)
COMMUN ITY EﬁUCA:TION . Through a series of w zrkshops, catalyzed 6 colleges/ .
o . '.a' T universities to initiate programs in ‘the area of
S ) . o human sexuality, heretofore lagking , for their students™
’ I-EZVALUATION\ . Evaluated the family planniné field perf%fmance of 60
2 : . . nurge-midwife inscructors from the Asia region
’ - ‘. trained by Downstate Medical Cencter,
hd “' - - i L] . ,
. ' ’ l
. ' S ,: '.. ¥ =
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: -’ TRAINER DISCUSSION GUIDES
. . 9 for SESSION 111

h -

The attached dlscu531on notes- should be usedy
to prepare comments/brief lectures for Session’ 111 -

- =" .. Values _Skilggq_gqg_ﬂesggggi_é_ SR

_;' ) " As an option the tralner may also wigh to distribute
., copies of the. notes. to particlpants.
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‘ DEVELOPING A -RESUME/SF-171 -' . - S
" DISCUSSION GUIDE . A .
E " i . . - - . '!

, _ . T .
'Use these points as material for,the discussion on resumes . .
and 171's,” The Handout on "How to Write a Resume that

Briniznﬁesﬁlts* will also be helpful inm preparlng for the.

sessi .

. "V'F . ‘ . t ’ .

L] 'u‘
Developing a Resume
- _ X .
., ® "A resume has been defined as a '"unique, dynamic and
factual representation of you at your best". b

e Developigg a resume is a process which may include

» but is not limited to the following components or

some derivative thereof: _ .

% - Objectives T
Qual1f1catlons/background/achlevements
-~ Experience/work history
- Education . .
Personal data a ' ’ ‘ .
Other data '

]

. The objéctive should be a clear, concise statement
reflecting your thoughts and feelings about Wwhat
you want to do. _

. The qualifications/background/achievement section of
the resune is a brief summary of one's major areas
‘0of eXperience and achievements.

e Summar121ng in single; easy to ‘scan words or a
. brief narrative using strong, active verbg, is
recommernded.

e For employment history section, start either with
the most recent or most relevant position, list job
~title, employer/company, dates of employment in .
years, and a brief description of functions or duties., ' . s

%
° The education section provides a space for listing "
edacational credentials when they are relevant to
your objective, List the higHest degree obtained
first; non~academic education and training may be
listed advantageoysly"when related to the objective. .

e The personal data section has received the greatest

debate from career coungelors. Use discretion in the

personal data you giyd,! Age, marital status, children y
and health may all. be interpreted negatively. .

_ . ' 114 oo
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Resume Discussion Guide - Cont. ’ g T

SESSION III

, ., Potential‘pitialls to avoid are: l - . -t
. B!
- Avoid]nlcknames “ S
. y ~ Omit date of preparati®n and date of avallabzlity
— o ~ Forego photographs

- Leave salary needs until you.have a firm offer

- .e="" -~ Omit "references fiurnished upon request"
- . -t - Avold weakenlng~§tatements with the obvious,

such as '"no degree"
~ Do not add "willing to take anythlng" phrases
. ~'Unexplained major time gaps
.. -~ Omit "resume" at the top

. ¢.- Do not include references with your resume

) A good, rule of thumb 1is: '"When im doubt, leave it out".

. \o The following tips are worth)cbnsidering when assessing
© fhe finished product: ‘
Trim all unnecessary words from the resume
Arrange the information in order -0f its 1mportance
Ve for the . occasion
- Use spacing, lettering, and underl:nxng to
' highlight 1mqutant statements
+— Place name, address, and telephone number in an
easy to see location at the ‘top of the page
- Aim for one page, two pages or folded resume
- Print the resume on quality paper
- Assure.thaf the typing is error-free and in-a
profess%gpal looking style | ;

1
-

-
e ySome.of the more common types of resumes are: .

. - Pact sheet support rei%me ’
-~ Historical resume
. -~ Functional resume « -
+ = Historical-functional resume

to .‘F&ct shéet resume states the facts in a gtraight- .
- forward'thanner, listing positions held, education,
(’personal and other. data. '

.. Historical resume. provides & chronologigal summary

. of positiens held beginning with the current or

most récent position. It also listys edycation and

+ " personal data. . - '

e .Punctional resume focuses on a job objective, a summary
of- experience, and features related accomplishments.

-It also inc¢ludes a brief:mention of education, employment °

. history .and other éareer data. . ,

. 115 L
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Resume Discussion Guide - Cont, g - ¢
) e . Historical-functional resume-is a combination of ° -

chronological information and related accomplishments,

LR

COMPLETING THE SF-171 - . [
ﬁ7 * "e .Unlike a resume which may often be developed creatively,
the SF-171 is & four-page standardized format With . §
. . fewer opportunities to distinguish one application
> - © frod another,.
1 a .
‘o It is a statement of personal qualifications and .
is characterized by the following. compofients.: —~
w - current personal information or prefekrences "

' - experience/work and volunteer
- special quallflcat1ons/skills/education/tralnlng
- federal data

™ It is importhnt to establish clear, concise responses .
to all items and use the letters "N/A" meaning '"not v
applicaple" to respond to any items that do not apply.

‘ o - The ACTIbN Former Volunteer Services advises
Peace Corps Volunteers to state in Box 11, Page 1
that they were volunteers and give' dates of service,

It is also advised that in Box 12, Page 1, the following
statements be made: - ) .~

]

t - Non-competitive eligibility for appointment to
’ . Federal positions due to Peace Corps volunteer_service
) per Executive Order #11l1l03; srefer to FPH (Federal -
. Personnel Manual) Letter 300.24. ..

. 2
° The Experience/Work and Volunteer section allows for
complete details on each job held, and the Farmer
* Volunteer Services recommends inclusion of the ..,
following dimensions: )
. - Nature and variety of the work ’ ;
- The authoX ty,'gpperv151on and responsibility
exercised

- The difficulty of the work

- Qualifications required for performance

- Bupervision received

- Qutstanding and/or unusual accomplishments
(particularly under difficult circumstances) -

e The Special Qualifications/Skills/Education/Training
Section requests basic credentials, but also allows
for fbpen-ended responses, . ’

. |
il o ..,16 N
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| Former Volunteer Se‘ces éncourages recording all

tralnlng, with speeial. attentlon to Peace Corps

training, 1n~service tralnlng, and other training -

that is not, d1rect1y related to- diplomas and degrees

in formal 1nst1tut10ns. .

There are several other points that will minimize °

errdors and commor mistakes -that tend to cause

disqualification.’ Some .of the most common red

flags .are: '

- Do ngt submit a resume in lieu of SP-171

- Do not attach a résume to SF-171 ]‘ ’

- Do not omit information .that is requested

-.Do not write in spaces reserved for Federal Offlcelﬂ.
or agency use s

~ Do not submit copies of personal publlcatlcns

- Do not list relatives as referénces.

~ Avoid statements that may be volatile or 0pen to

- Do not' submit a Voluntéer Service Statement
in lieu of completing details of experlence

negative interpretation 2 )

As SF~171 is the only document on Wthh the’ volunteer's
experience and educatibon will be evaluated for Federal
employment, there are some basic -suggestions to give .
the finished document an edge:

E

- Type or print.the document din ink

- Provide all of the information requested, p&ylng .
attention answer each question of mark "N/A"

=" Use "Continuation Sheets" when additiondl eXperience .
. blocks are needed. Plain paper.may be used if all
of the information is added to the block. ' Each
plain: sheet of.paper. should be identified showing
_name, b1rthdate, position title, and the appropriate
description under Block. 21

- All supplemental sheets should be attached ‘to Page 3

~ For former Federal employees, some agencies require

" a Yperformance appraisal’ to accompany the SF-171.
Qthers may wish to submit a letter of recommendation
or letter from several persons with whom they have.
worked closely before leaving the project

- A volunteer Service Description may alseibe attached,
but; understood that it is not an evalustion. The’
claim for nen-competitive eligibility’ ma be *

- suppert®d with this attachment ..

" - Sign and date the document. Throughout the document,

one given name, initial or initials, and last name
shoul'd be used for consistency. . : ‘:>

:l!; -
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" . . . . =145~ . Sample ’ .
: i AT Chronological- '
. ) ‘ . ) Resume
. - - %
- - d - s h.-_‘—'\.:..._ gt:‘ff ~ . . '.. ’ .
i o = . a - .
. , - John Doe . .
y. 101 10th Street g e, _
.. ‘ City, State 00000 SR ' : : <
g  (000) 000-0000 * - Y . :
PROFESSIONAL " Professional position encompa531ng natural- resouf‘Emplann:ng, . ) 3
OBJEETIVE management, and exténsion education. i
- e, . . .-
\SK}LLS‘& « Natural-résource exteénsion; forest inveritory and manaé:ment; '
ABILITIES recreational planning; ®o0il conservation;-cross-cultural coordina- :
, X tionj grOJcct planning and adm1n1strat10n, and personnel tralnxng o

and supervision.

Y - - i
4

PROFESSIONAL  Field Coord1nator/0ctober, 1978 - Jahuary, 1980

"EXPERIENCE CARE/City, Country . P

bDeveloped and administered a natural resources program as the CARE
Field Coordinator, &n a cooperative program with the {country) Forest
Service (XFS) and the U. S.-Peace Corps. Trained and supervised
the work of six field personnel. Oversaw and admipistered the 1ag1ona1
of(ice and its related functions including monthil ‘program’ reports, - .
project evaluations, project implcmentation, vehicle and project
material allocations, writing technical reports, interagomcy coordina-
tion, and collection of new information for (icld extension courses.
Projects supcrv1bcd included: ten forest-tree nurseries; forest seed
collection “and preparation; re forestation of one million ssedlings;
forest inventories and management-plan development; soil 9onsorvat10n
practices; demonstration plots; lrrlkatlon system; and fruzt tree
projécts. ! .
Resource Conservation Extensionist/June, 1976 - September, 1978
U, §, Peate Corps/City, Country

-

. .

Performed professionally for the {country) Forest Service {XFS) to
E 3 promote resource conservation practices as a‘regional extensionist.
- . Extended techaical services to 300 rural farmers,eand trained two
professional counterparts to assist with program. Accomplishments
included compietxon of four large forest inventories with management f
. plans; woodlot improvements; reforestation projects totalling 150,000°
seedl:ngs, establishimont and supervision of three tree nurseries; in-
troduction of improved soil conservation methods; promotion of [ruit L
trevs dpd management techniques; admiuigtrdtion of food-for-work in- H
centive,‘program; assistance to popable water and reoad construction ’
projects; and succcssgﬁi coordination of projects with other agencies,

Ly s
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Page 2 : - . .
age 2 o . John Doe t. §;¢l Jé i
, - Y . -
High Schoolﬁinatrudtor?ﬂarch 1975 - June, 1976 - ;
Name High School/City, State . . :
4 . Developed and subsequently instrueed three~month outdoor coNTse
. for high~school studentg. Promotad bjectives of g?oup inter~
. action, reliance, ‘and individual grow h through open-class}gnviron-
“ment. Duties included teaching English and natura)l scienves; -’ ’
. supervising outdoor educational activities; and providing indivi- :
dual counseling. ) *
?orest Iechnician/Hay, 1975 - August, 1975 D

State Fores;_y_ﬂeg_rtmentICity, State ..

Perfotmed extension, management,‘and planning services, including
training and supervision of one assistant. Duties included forest ., -
inventory; preparation of management plans; supervision of woodlot
improvement projects with priyate landowners and of work in tree
‘nursery; and forest fire fighting.

3
Researcher/December ,» 1974 - February, 1975
Fish/& Game Departwent/City, State

. Participated in evaluation study by Department which, using ques-
tions to elicit sportsmén’s attitudes of fee structure, helped
determine extent of hunting, and fishing facilities offered by y
Departwment. .

A . . . )

_EDUCATION &  -Bachelor of Science, 1974, in Outdoor\ﬁzcreation Management with *

TRAINING a heavy concentration in forestry and Soil conservation, University-

of ‘State, City, State. Graduvated cum laudp (3. 2/4.0 GPA); ranked
eighth among eighty-eight students in the School of Natural Resources.

Peace Corps Training, June, 1976 - September, 1976, City,'Country.
Intensive twelve-week professignal ttaining in natural resources
extension methods and practices, Spanish lanﬁuage, and” cross~
cultural studies. ¢

y

LANGUAGES & Fluent in Spaqieht Travel throughout Central America and the
TRAVEL . United States.




Lt ) .L.&... _ - Sample '
. ., Y AL Chronological .
R _ o ‘Redfie  »
' . Peter Smith T » . . -
. 101 Main Street v , v
’ . City, State 00000 L Lo
(000) 8?88 o o .
PROFESSIONAL zm:mmaamsn in areas including administrative systems, psnmﬁzmnpozmp
OBJECTIVE " assistand®, and rural development, . - . '
SKILLS & ° Extensive experience in the organization and administration of
ABILITIES developmental programs; facility in establishing rapport with all

organizational levels; Supervisory experience with a darge admini-
strative staff, ’
PROFESSIONAL  bistrict Administrator/September, 1977 - September, 1979
EXPERIENCE Peacc gorps/Town, Country . ' : :
- . A/ s
Acted as Management Advisor to a large but historically disnr~
: ganized cooperative union which bencfited from the introduction
. of U. S. Agency for International Development (US/AID) and World
. Bank Integrated Rural Development Program. Researchcd and devel-
ovma an extensive marketing’ systemywhich was initiated in .the
vnOQmon target area; instituted an accounting mwmnma and trained
a staff of sixty new employeps, both requisites for the successful
opening of twenty-five :mz\mwﬂxmnmsm centers in the project arca.
Co-autliored a 210~-page publication which illustrated the practical
' application of:an integriated rural dcvelopment .program ig a devel-
oping nation.  Produced monthly reports for US/AID, the World Bank,
the Ministry of >mnpo=~ncqo and the Ministry of Cooperatives z:uo:
.~ Netailed necessary facts on the progress of funds utilized by both
the participating cooperative union.and individual cooperative
,members; wrote budgets to project the expansion of this program, in
+ "the future, Planned and [implemented the first agriculture store
in the district. Wrote program analysis, -budgets, and loan appli-
cation for the Government of noocphmuv to secure :mommmmﬂw funding
for the proposed project. .o

-

amdm—ovamznwm Officer/June, 1972 - June, 1977 . .
omvmnnamsnOmmooaoawnmzmooaaczpnwumcmwovamzn\Ornw, wnmnm ‘

Responsible *for mfm analysis of the plans and direction of six
divisional operating bureaus, Briefed the Deputy Director on spe-
cialized technical reports and participated in the cnmpletion of
. projects and managepeut correspondence of the divisional bureaus.
) lindertnok the analysis nf the, (Name) Re-organizatién Plan to deter-
_ mine its effect on business and Aindustry; ooozoa.o, social, and '
! environmental impact studies were undertaken for this m:mpwmpm
, Warked in conjunction with the {Name) Commission and the Department -
of (Name) in drawing up the State's response to the proposed system.
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~ "Page 2 : Peter Smith . . . REE A
" Office Manager/Septemh&t, 19?1‘- June, 19;% . .
‘ - . Name of Company/City, State. =~ ) : oL '
) ¢ Qversaw.all daily offige operations {paynoll,, accounts payable, .
. - accounts recetvable, CTredit, bank réconciYiation, -and income tax)
e in branch office of large nat:onpl bus iness o, T !

EDUCATION & Bachelor” of Science, 1971, State University of.(SthvéY, City,
TRALNING State.” Major: Busingss Administration; mimor: Mathematies.
Peace‘Corps Training, 1977, C{ty, Country. Intensive three+ .
month training in Ianguage, cross-cultural studies, and management

' with' -emphasis on international donor organizations, manpower can-
trol, cooperative structures, bq,getlng, and managemcnt decision~- !

making, . S, .. o . : NN N

T N
“u

¥

o+
. .}‘.‘“h-\ . Department of Economic’ arld Community Development, ongoing, 1972 - d
’ . 1977. Monthly training and staff development Seminays in budgot.
preparat1on and execq:16n, personnel admini'stration, Affirmative ™
e Action procedures, and gypervxsory respon51b1l1t1es for effective
. < management . . . . -
) s S . L - .
LANGUAGES & Proficieficy in Erench and Spanish. Fxtensive travel in East ~—
TRAVEL Africa, WeStern Europe, and the United States..’ ..
b .

(K
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Sample Funbtlonal

~ .
. =149~ - " | Resume

Jane Doe . -
- 111 Main, Street ' S LT
c,ityﬂqu 00000 - ’ B "
_(00g5) 00P.-0000 Home Telephone ' . . ' .
{000)-40Ew00000 Qffice Telephone ~
. i

OBJECTLVE ~ 'Scekmg professional position in program dcvclopmcm: and managemcnt.

e

-

JSKILLS & ‘Nine yearg' eugcessful managcmqnt experience mc,].udes“ developmg
ABILITIES technical agsistance programs in Afriea, Latif America, and Asia;
. .. " liaison with sentor -government officials; initiating policies;

‘ developlng and motivating staff; and budgeting.. L

AREJS OF . Plan%lnglﬂgganlzlng e 7 , . ”
EXPERTISE Developed comprehensivg program planning and managemem: methods * .

to identify, develop, and review project pmposals. '=Resﬂ1ts. . ' :
organization rapidly diversified and significantly rmproved '

e,ffect:.veness of international technical -assistance. .

-

’

, Deve10ped and mplcrnented s’;stems- to forecast .schedule, ,and moni~
tor funds and personnel required to. implcment“gj‘ne programs for
245 trainees @ year. Results: more effective Mse o{ resources plus
reduced traming costs.

< s

r

‘» T -

iKY i-ianagcmcnt )
‘Set up and directed planning office with an $815,000\_grant. -Super-
vised development and negotiation of technical ass:Ls“tance to govern—
ment and private organizatione. Within two months, organizaticfn had
capabllity to Jdaunch major, new program deVeISpmenGJeffort. o

i
Directed largest Peace Corps training..opcration in Afr-“ica, $4(§0’ 000
annual budget. Redefined policies to’ 1ntegrat;e volunteers intd . 3‘~
government agencies. Restructured operatmn “to bu:th host countr;y i
. " support and staffing. . . . - "g“ ..
. 4 Ia " oy . ‘- - .. f: - ;‘"

PP = -
e

* .. Staff Development - v o BRI
Trained 490 tralners- to analyze neede, i.te objedtives, develop. v
and use variety of instructional methods'and" materials. Workshops

" developed skilled multinational teams able to- design and implement
. . complex programs with minimum 3uperv1sj.on~ .

L3
-t
W

;. ' . -

.:° Initiated and conducted staff development programs for traipers,
projeect managers, and administrators. etablished skill bank of*-

" S - eagperienceg‘local personnel’ P . ey

-
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EXPERIENCE

oy
EDUCATION &
TRAMNING

LANGUAGES &
TRAVEL

development, education, health, and swall-business training programs. .

....]‘.50- .
: LY é -
.. [ ; +
W
LT S .
- '&“”'"?_’ﬁag .”‘35. .
! ;:!’ L ) ,_(.3':} o - - . . \
N _}lg:., s .
Jane Doe .- A AT
[y b, e R,

R
;ygfoﬁ,g%c Uune, 1977 - Present. Program
- developngpt; and training assistance to governs
3F3§??:ﬁ§¥ 8 4
. . e yo
Director, Planning and Brbgramming, Company's Name, Washington, D. C.
April, .1976.- June, 1977. Tormulated program policigs and:supervised

program development activities in Africa, Latin America, and A8ia. . -

Private Consultent,
ptanning, organizatio
ment and private orga

Fd

Director, Peace Corps Training Office, Town, Country. June, 1975 -
April, 1976. Developed policies, managed and supervised design, .
staffing, administration, and evaluation of agriculturg, rural - ’

Operations Officer, Peace Corps, Nashington,fﬁi C. JJune, 1974 - .
June, 1975. Managed and coordinated support activities fbr ‘65 0,
projects in three African countries. Served as ackive ligison with

embassies and government organizations. N ’

Program Officgr, Name of Organization, City; State. January, 1975 -
June, 1975. Designed and obtained funding for hcalth assistance

projects. Supported vocational training projects. Desighed apd-, =
managed traini)‘g and education activiticg. * -

Peace Corps V;épnteer; City, Qounfry. 3bndC’:9?3 ~ June, 1975x . .
Initiated, desfgned, and «conducted laboratory school for elementary ~ 7
teachers. Developeq curriculum and teaching.matcrials for seconga:y—

level English. . . ' -

-

”

Bachelor of\A}'ts,{ 1973, in Political Science. The American University,
Washington, D. C. »Elected to Dean's List. ’ ) > . .

Peace Corps Volunfeer‘ffaining, June, 1973 - Séptember, 1973, Cité, .
Country. Inteagive twelve-week training in French, crosg-cultuxal.
studies, and English as a Foreign Language methodology.

Fluent in French;'wo'rking knowledge of Spanish. Extcnsive 1iv1:.ng
experience in (country). Travelled through Africa and Europe.

F

«
»
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1A NG W a0tatieed pegt Somdesalaat tof ety of spdiRndes sle sp? for Al tiaby o L Jirfye podslinns « ] -X—l 1Y I |MJ
EN.I;:IP&E‘MNM wl raepOye SYorganeddbuan dmwnde JH Lode of koo it eontilig?d igrae Annth andt ve s Aarage w201 TEIOGY PRl APeL
. . [
o ’ - bom 00779 Y 0Q/80!_. . 4%
feate Codps/Copntry . . SALUE Bl G MIgE - FLig o 4 mgste g ot - .
Stree l_'.';ﬁ.ddre ss [Begunng § Vo lunteer - {rany City .
City ). Country Mogmg 3 Stipend e Country '
L
. E.xgaa fille oj,y_e{!'posel[m Communit y INane ol unmediate subtiviun Aira Code  Tetwphuns Hymibe :d::r:':'m 4 4 hu) of embigydes yOu syper
. | Health Orgapnizer - Logal sunetgisor_b { 00000 | dovtor: 1 nursc
%.n8 of Buoness oF drganJalon imanufaciurng, W Federai 5eimte Coviidn ¢ amliidiy seqges, rade o11ann anddate ol 1Your 12a W lor aanlrgin legee - .
‘,
_aumm@? mmﬂsan?s 1} Fede;al 1281 promphion Complet ion of three
R s ey . ) N/A years *volunteer sevice
B;s:umnon ot work fDescebs yout sper.:hc dubies .respoﬂs:bmﬂes and accompleshments i thev job } ’ /
/ .
UpOn apprcval of Peace Corps!Country of third year extension of volunteer »

service, founded low-cost medical out-patient clinic in (town) for a grass~-
roots organiza;ion.'.Respohsibilggies included:

N .
1 - ' "

Admin:iagtrat!on .

- #ased gmegxtensive personal research, planned prdgram for the- out-par.i.ent
cl‘ini; developed site; recruited professional medical staff; located and
obtéx,ned all medical supplies; implemented and directed budget: raised

5 100%.gf ‘operating funds by obtaining commitments of assistance and support
from foundations, religious institutions, universities, and other non-profit
groups; and eval; ared status of the program which included research and
.urhtlng of~monthly reports concerning assessed nceds and recommendations
[oruhmprovcd gervices. :

L -

Management . . . ]
Directed campaign. for the improvement of sanitary conditions in the open

. market, This included obtaining visuval aids, procuring sanitation recep~
«tacles, wagte removal, and collaborating with city officials to uabh and T
fumigate.the market.’ ‘ ) )
Bl AN
Training/Counscling . /7
) Prov1ded technical assistance to Peace Corps and-other volunteers in imple-
Yoo enting imovative health programs in schools and communities; trained volun~
,teer personnel in all operating functions to continue clinic procedures;
Jdirected group counseling for market women in seminars dealing with inter-
o persoﬂal relationships sdirected encounter/exchange sessions, proecured audio-
vi'sua¥ aids, and invited guest speakers; provided technical as$istance to an
; bndependcnt company interested in the {mprovement of the living conditions
of its‘dmpLoyees. ‘ , "~

-+t r

Reséarch/Evaluation © 7 .

* Researched amd collected‘data for a feasibility study of day-care centers for
louvincomt families in the area; made recommendations and preSentations to

local civie, groups; in order to analyze communicy health needs, conducted

case studies and surveys to detetmine the medical history of clients: developed
. inatruments, inl:ervio»wd <lients, and made recommendations to sponsoring agency; |
. Londucted survey of produce prices in the {city) market: carried out research

- -for the fi;@t viable bluoprint of the market and population density of samel
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W o i of s oapliyen « s galion penchale J0 e b heang =153~ i~ s oy e dips 2 o TR RV RTA Average upent it ol BowEs o0 Wei b
: - . i, QU770 OO/TY o]
Peave Lot |1-.}(::':1|llt fy oSy o e . Flir wt r:.‘;;l-;\mrul
striet Address t teguomg §  VOluntger ety (“ m::l ryr ’
v, r Fi]
City, Country : Indng  § Stipend tate .
Feaet Ll ot yiir pasinn . - Hame ol snnudsale supeis Atea Code tebophune Ngmber Jhumber and hing of ewploy ees ybu Suber-
) ) 3 i U =LVL werd qpp %
SEFL Teldher Local Superviser | I
wmd OF bumres Of GIganis AN [mrialas g W Erdrem teivice ChAn e avhibary Seres grade o ravk andgaieol Jiowrivr 0 e tea-.m: sier to
, “|arrounting socat services etc), Foderal |last pomshoe TRird year tran
“Voluntcer Agency N/A e health program
-|Descriphap ot work iDesc b youl specilic duhes responsihiishes and atcompifshiments 1 the jotr |

Assigned bi the Ministry of Education to a high school in northern (country).
Responsibilities 1nc1qud. .

Teaching!}'raming . - .

Delivered classroom instruction in English as a foreign language to 12 classes

of befween' %25 and 75 students each, at the Tths 8th, 9th, 12th, and 13tk grade

levels; devised and used a variety of approaches (Silent Way, student presenta-—

tion, role-playing exercises, group projects, etc.) to convey dilferent subject
" mateter in the classroom; taught students effective ofal and written communica-

tion skills; advised non-native English-speaking teachers on teaching methods,

Fd

® Cutri#ulum DeveloPment
Determined extent and scope of curriculum to be covered in gach class; rescarched
and evaluated existing materials and techniques, and adapted them for use in
classes; devised curriculum to answer needs of students at differunt levels of -
proficiency within individual classes; developed and wrote curriculum to
stimulate thinking about local issuesg prepared and wrote teaching material
recognized the need for, organized and taught a special program in remedial
English-for students preparing for national examination,

[y

Edugation AdmTnistration 8
. Organized materials exchange between American and (nationality) teachers; in

conjunction with other staff members, planned the master schedule [or the
school (2,000 students and 30 tecachers); designed, planned, and implemented
teaching schedule; participated in tri-éaqnual conferences with sraff and admini-
stration to discuss students' progress and make. recommendations for the future;

- 25 class advisor to two classes, represented students at evaluation meetings;
kept accurate wvecords of meterial covered in each class for use by administra~ .
tion and Ministry evaluators; participated meaningfully in scaff meet ings and

g in three Education Peace Corps mid-term conferences to‘evaluate Peace Corps/
TEFL program._ .

t oy
T . ]

Research/Evaluvation/Analysis
Researched, evaluated, and adapted existing teaching mal:ﬁrials for use in
classes; evaluated personal teaching effectiveness; evaluated TEFL program
through three mid-term Education conferences; evaluated student progress
through tri-aAnnud!l conferences with staff and administration, oral and written
testing: cemployed analytical skills fn trimester and yearly computation ol
averiges., T

v+ .
w Testlng}Exdmtnation e .

Designed, wrote, and administered oral and written tests for’'classes; prepared
[3th grade students for national examinations through «ta¥sroom work and mock
tests; designed, wrote, "and administered written and oral-national examina-
tiond for 10th and 13th grade students; evaluated results of classroom and

~national exam}nat ions,
127
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’ £
#21/8: TEFL Teacher (00/77 - 00/79) ‘ . Ve

Accompllshments

Duedto cross-cultural sensitivity and (language) fluency, became an inte-
grated member of school.and comminity; negotiated cbfectively with an inter- °
national staff; developed awareness of cultural and political wmores and
systemq, developed ability Lo adapt to any cultural situation.

Operated a.English library in home, the only source of English books. in town;
introduced students to African authors writing in English. Devised curriculum
to highlight and stimelate thinking in such arcas as public health, urban .

1

plannlng, and local préblems. | ? !
Upon successful completion of two year assignment, requested and reccived a "
transfer to a community health profect {sce #21/A). . ! ;
Name ang adurgss of eMpIOYes $ 0IgAnNa)I0N Pnciuge JIP Code i kgwn Dates employed 1eve moain and yean Average npn-bier of hou's par weeb
; R0/ 76 00177 40
) . ly From 0 ]
Name  of Company . ! Salmy O eaipngs . ] . IMale of empiaymenl
Street Address Begnnng $1 25 . M Loak Coy City
City, State Q0000 , Endmg  $3135, # yook Sl Stale
JFrach utte of your positon Assistant Rame ol iuneliah wiptinend  Al*3a Code  Telepbone Humber [Rumte and bnd of empityess gdy supes
Qffice Manager Amn Smith -* 1. 400 |000-0000,,‘“” 2 support stafl
rid of bytness Or grgaralion many ialiureg 11 Federal strvice Civilian o mrishtary srms grade o1 sank and Aol Jrowm W 190 tor 1eaying i
Weountnd sacsal seryces elf ) a1 pioanalin | Entry into Peace Corpb
Manufacturing N/n~ VUluntcor training

ilf"-cnphou of wolk Ife<rnfe yaur spey g dutes re;i-mm:é;:fmu 23 e cemple heienfy an e et
Acted as the Assistant. Office Manager for s small, independent company which
had previously filed for bankruptcy. Was responsible for the mZintenance

of product operation apd budger procedures while mecting the various comp!ex

-

. financial commitments imposed-by judicial imperatives,

Th'is 1ncluded book-

keeping systems, monthly financial -repoxts, and payroli management. Directe&
product shipment, ordered raw materials and dgpplies, ‘
Q Hanﬂe and adiiess of employer s orqamzaiwn Tmeiude 2IP Coge, 1 knOWD) Dates employed igrve MOnlt and yaar) Average numbei of howrs per acse]”
|fom " 00/75 0 00/75 40
Name ofnz:gal F1rm . # Satory o carmng: Fae o o
St.rsel:s res;O(}OO - Bepiniing § 100 g weck cy City
Ciry, State Endng § plusprexpenses foae State )
JExa¢T 111 of your poahien ' _|Rame of urmeiiate subarvisor AreaCoge  Telcpnone Humber E;L;:?e' #nd kind ol employees you suvei -
"para-lepal Researcher John Jones | coo [ 000-0000 N/A o

[rared of Dusintsg of o1 gamaaon -yl furing
drcounting so{val Serves, &iC)

Law FPirm

it [#Qe=31 spiyite, Crnhatt ot tniilaly SEnes, gradedrlank anddateol

14 Promohen

N/A

¥Dur tEIWN gt leaving
Completion of
service

e -

Basciption of work (Do (e yur sers i duhics N'spﬂrlinhhhﬂ il auompm'rmmrs e this job )

r
‘

Studied AUdicial procecdings (briefs, depositionsgetc,) in an anti-Lrust case

against major oil companies. -

and collected pertinent data,'

Investigated Ua.S.
Made presentation of findings to lawyers in-

ate subcommittees' findings

volved in” the case,

-

»
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Pgace Corps In-service Training, 00/79, City, Country. lntensive four-week training
in the principles of community organizing and public—health project minagement.

l'cace Corfs Voluntecer Training, 00/77 - 00/77, City, Country. Intensive ten-wevk
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SESSTON IV - GETTING A JOB

Total Time: 2 hours

Goals: :

e To aevelop strategies<for éstablishing contacts,
interviewing, and maintaining personal morale as
as part of a job search,

e To provide éeveral tips and tricks of the trade
related’ to conducting a job campaign. Especially
the "InIormation Interview".

P

-

Overview: ’ . :

The purpose of this session is to assist volunteérs to

understand the companents of and be able to organize a P
Job search or’ "campeign“ This is really the "nuts & bolts”
work - and it is'work! - of finding a job. The goal ‘is

to give the volunteers .,suggestions on strategies, not

to develop their skills in each of these strategies, The
session focuses on giving’'sa '"tool kit" of resource material
and of developing strategies to manage*a job séarch’;

"
]

" Exercises:
1, Contacts, Inter&iews, Morale -~ Problem solving
2, Stfategies for a J6b Search - Lecture/discussion
o »,1:1 t, ‘ L] '
Materials:s
—‘Fllp?gharts and pens for 3 groups .~
- "FVS Manual! if available {or "Close of.Service
Memorandum'- FV3)
- "Preparing fotr the Interview"
- "Information Interviewing"
- 4
?rainer Notes:

1. Review the Discussion Guides provided with the session,

2. The Former Volunteer Service Manual will be of great
help during this session. It answers most of the mechanical
questions about getting a job in both public and private
sectors. It also gives good examples of several types of
resumes and SF-171l's whlch ‘are, based on a PCV's background.

J
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Session IV - Getting a Job - cont. T

-

It is also important at this stage to re-emphasize
that while the prospect of looking for a job may seem .
arduous - that -the velunteers have many of the skills they
nesd to orgamize and implement 2 job campaign, You may want
to refer to some of the skills already ountlined in previous
exercises as examples, If nothing else the process of getting
a Job will tap the RPCV's ability to be patient!
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EXERCISE 1 - Contacts, Interviews and Morale

Total Time: 1 hour ,- : S

L

t

Objective: For participahts to develop suggested strétegies
for establlshlng contacts, interviews, and
keeping theirfmorale up during a job search.

- -

Qverview:

- The purpose of this exercise is to assist volunteers in
beginning to plan for a job search. Participants *devedop
their own strategies in addition to being provided resource
material which will supporf the job search. By developing
their own strategies participants should realize that they
already have many of the sk1lls necessary to manage a
job gearch.

Procedures: " ]

Time Activity .
Introduction 1. Explain purpose oY session.- Begin
% min. ° session by establishing the following points:

- Getting a job 18 work that requires
1 .. planning and
.+ Jpatience and
’ . .« s perserverance

- Moat jobs result from a contact inside an
organization or a referral. So the importance
of 'heworkmg" 18 kéy to a successful JOb

] campaigne .
' In addition to pesumes and searching the want ade
L getting a job requires thdt you maintain your
f morale, broaden your contacts, and "leok good"
. , during interviews. ” . {
Small Group 2. Break participants into thise roups.
Work Give each a marker and two sheets of flip
20 min. chart paper. Assign each group one’'of the
, % “~ following topics!’
X - Contacts ) v
; - Interviews TN
e ;= Morale ) ) ' . 1

1

N . PR . R ' .

\
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Exercise I - Contacts, Interviews and Morale - cont,

Ll

.

- ' . - '
Ask each group to generate as many, ideas
as possible on bow you might

- Make contadts

- Handle or prepare for interviews

- - Maintaiq your morale
Reports & 3. Report out:; ' Ask each grodp to put
Discussion their chart paper on the wall and briefiy
25 min. describe their suggestions. Examples of

responses from previous sessions are provided
below. Since the trainer bas a handout
on "interviewing' that report should be last,
As each report is given, the trainer should
elaborate or add points wbich might be of
additional benefit as strategies.

. . At the end of 'each report ask for additional

‘ suggestions so that each list is as complete

as possible. By the end of this exercise .
participants should have as good a list of
suggestions as any that might have been
prepared ahead, '

4

Interview 4. After "interviews' report out - distribute
Handout and briefly discuss the "Preparing for the

. Interv¥ew!" handout. This should be provided

¢ for future use and information. - ~
‘Summary 5., Summarize this exercise by noting that
all of the suggestions will probably come '
F into use at gue time or another and emphasizing

that they came up with the list - i.e. used
their skills to develop the suggestions.

6. Suggest that partlclpants record the .-
suggest;pns in their journsl, .

Option: If you have time you may wish to
- role play an interview with one. of &hé
participatits. You may d&velop rol gpontan-
eolisly or you may choose one from those suggested
in the trainer regource matepials for this
session., This shdﬁld only be done if it seems
that most of participants nee€ Jwant it. It is .
. ., obviously going to be several months before
. they participgte in an interview in the U.S., so
s + the most useful .tips are probably cent€red . .
. in the handout. In some of the field West’
workshops this optfion was done as an
evenlng session. :

. ' o | ;E;l ,
. o 135 -
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4
"4

; 3
. Sample.responses fxgm previctis workshops on the.Exercise "Contacts,
- .« - ~Interviews and Morale” oy . . .

L R , '/\.
Responses from previous sessions, have iqgluded: (These are examples
only. It is not suggested that you add’#hese to the list your grou%)/p

comes up with. They are provided only as background for the trainery,

# Contacts

Univgrsfiy placement - Walk-in . .

Friends Meet at social events . .
“Relatives Conferences and conventions
Employment offices Creating and selling a job
. Newsprint/magazines, etc State representative or Congressman .

Welfagg Office Professors and teachers
- Former employers

1. 7Talk it up ~ let people {friends, family) know you'te looking for

a certain kind of job -~

Contact people in the field you already know. .

. Hang out at places where people in the field might be found

(bars, show biz, lawyers), conferences, exhibitions.

Register at employment agencies whith specialize in that field.

. Check the want ads in relevant professional journals,

. Follow up- all chntacts (with resumes, thank you notes) quickly,
but tactfully.

7. University Placement Services.

3
oo b L b
-

Interviews - e
1. Communicare probable questions’and prepare responses,
. 2, Rehearse with a friend.
- 1 3. Be aware of possible yweak points in resume,
‘ 4, Appearance counts,
5, Confident, positive,
6., Be,prepared and organized.

) - research .the company \ L
< Why did you leave your last jéb? - .
7. Be on time
. 8, Make the interview interesting - ask questions when appropriate
9, Try to be natural

Fd

Be sure you write the thank you note even.if you don't get the job.

Morale : ) '85 -

1, "Write letters to friends in similar straits,
2. Keep Active ~ hobby, play, helping mom,

3. Get it out - talking to family and close friends. -
4, Part-time job. : L _

5. Sponge (off friends and relatives) , -
6. Keep positive attitude a)tuqnfhff negative tapes b} persevere
7. Ynga and meditation
o b,}8.. Drink beer




NS ' , o -
: g i64- » | .

. . oL SESSION. IV °
- - -5‘ . * - - 2. Y * =
’ Lo i . o ( . ' ;
- EXERCISE 1T Tlps and -Strategies S N
L TOtal Time= =60 minutesiﬁ - : iﬂﬂ “—%“3; S
T . e AT LT
Objective' To provide additibnal strategies for managing r&J.{ ot
‘ ? ‘ the .job campaignm, - S v .
A i s . : P [ - § -
H" - " ~ \'.- v ‘

The purpose of‘this éxercise is to give voldnteers. oz .
' resource materiél that will assist them to developra job .
v campaign.: Central to these strategies is the concept . ﬂ;‘“ -
. and “Informat:\on Interv1ew1ng 1 : : K '

~ ’ .

Materialsg Handout - "Information Interview" -

Procedures: : ' . - , .
" Time - S ~ Activity
R o 1. Introduce Exercise Purpgse/bbjective
S Reading ,,;7 ‘2, Handout "Information Interviewing' and
15 min, . ask participants to read and be prepared to .
. . ' highlight the major points,
. ) Y
Disgcuss - ' 3, Lead a discussion of the article using
. ‘Artitle questions 5uch.as: ) =
15 min, ’
- , ) What do you see as major advantages of dozng an
¢ . : information interview? . .
. +  (Possible responses axe:Keeps me active, \
practice interviewing skills fromg the other- S
' ' side; establishes contacts for later use as = ~
i . job possibility, improves my’knowledge of
Ty i, " the field/busiffess; gets additional information
! ] T /to help quﬂiocus~my resume. ). . .
] o What queatzons do you have about eondueﬂ!ng an - - "_
. interview? 'f
o (Possible questions: Do .yeu, think peéple
S C - will give you time to do an jfitervigw’ like. this? *

Answer: Yes - people louve €0 talk about
*themselves and their JObS. They will be

o \ ' especially open'to-the interview if you have ' .
o - been referred by .someone they know, ) —
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Exercise 11 - Tips and Strategies .- cont. .

. . What happens’if you eall and they say "no"

. R © ' evem if you have been referrved?
T i (Answer: Ask if they know someone.else
. . who might have the time or be willing to
N A e . be interviewed.) ‘
A - . . . ' e . s-
: , .Tips andg . 4, Using discussion guides provided in.
e Strategies this session, highlight other JOb hunt
. 25 min. ° | strategies! - ;
* - ¥Want ads ) . '
.+ - Job Search/Headhunters * & -
). - Special Issues for RPCV's . --*

- non-competitive eligibility

- Resources & Services available
3 i . ) through Former Volunteer Services
Summary ' . 5, Closure: Recap the steps of the .
5.min; . job-campaign: . ’ ‘ :

Determining what ¥ want from a-job
Establishing goals/objeetives o
Bevelop Resume

Develop 2 Network of Contacts

11 11

: Develop strategies for keeping up
your morale
° N ) -~ Keep at it,
N _
L] \ ‘
- o . '_
. -\ . '\-—-(.,
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. IR e . -SESSION, 1¥
: o . - . Handout .
. . -]
oo T ., _INFORMATION INTERVIEW / ' *e&.,
: » ' » . "™
. _ ” .
il *!' A D et " v v
" . . "‘How to Do Informacion Interviewing
L - o . . ¢
+ 1, - People to Incﬁrview .
' “~ . - -
g You can interview anybody who is involved-in a job or
> occupational fiéld of interest to you, As you get a Tt
. clearer-idea of the kind of job you are aiming towards,
/it is helpful to interg}ew two kinds of people:
-;_ - *a) _auberviaoia-, can give you a good overview of the organ-

. ization,. information about qualifications for specific
) _dobs, advige about other types of work in the organization
” or fleld of interest, and referrals to other supervisors
j// in ;he organization?
4

" -

e

.. b)), peoplé who hold_joba you're interested in- .can give you a
* realigtio ldea of their work day, information about the
Ski118)ydu would most need, and inside.information about
: >, the ization - eg. when jobs might be available, whom
y . ycﬁ*ahould get to know, etc, . :
N . . 4
-, It's a good idea to ‘work ap to the supervipers by starting
fﬁ your interviewing with people you already know and getting

coLL rgfep%ala to these in h;fing and supervising positions.
_..-7: A 4 Setting up°Formal Infofmatibn Interviews
R - . L - -

-
.
] - ]

- eferrals: By far, the easiest way to set up formal informatijon
. interviews is to have a personal referral from someone you

‘ T » .
., ., ', +knowwho knyows the person you wanc to, interview.

L, W : ' B

. Walk-In: When You don't have a personal referral, try walking

* in and asking to talk with the pérson you want to-see right’

.3; . then and there. A live, warm, smiling body is harder to turn
away than g voice on-the phone. .

’ e 1

r Phgning The next best method is to _phone for an appointment.

’ Secretariea offén try to screen the people they work with from

unknovn phone callers. Give as little. 1ni'rmqtion as necessary,

-

., > . '

.- ' . " ' o ' . = / s

. L - . ke v ’ .
.
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.. mafing sure 1t is honest{e.g., "I'm interested in the work
o that he's doing and would like to talk with him abqut-it.")f
If the secretary thinks ghat you want to-apply for a job, he
or she will want to refern you to Personnel, so be 'sure that ¥ou
Emphasizé thit you want to talk with the petson for infor-
‘Pational purposes only. . ’
. e
Letters: Letters should be used only when absolutely necessary-
for setting up Interviews because'they can easlly be ignored,
or end up in the wastebasket. They should a;ways be .used to

say thank you after the interview. . .

.' ) r '\'

How TO Proceed

E’You are conducting the interview,’;ﬁ know what your infor-

-

mation purposea are and what kinds of qyestions you want to

ask. -
: © You want to learn what this person does in his/her job,
what he/she likes most about it, etec. You also need to direct
the discussion so as to focus on your skills, interests, and
job needs. , If you let people talk through the whole interview
about their jobs‘only, you will not get valuagble -information
about other job options for you, other departments or organizations
to Investigate, ways to get around job qualification barriers;
referrals tb other people, etc.

e.g. "Heaxing about your job has helped me to think more about
what I want in a2 job. Can you think of some jobs that would
involve more - . than yours does? ~ or would. use more of °
oy skills in " ’

@© Ask open-ended questions instead of questions that can be
answered by yes, no, or simple facts.

~ - : N
e.g. "What do you think are the most important qualifications
fpr a job like this?" Not, "Do you need a business course to
get this job?" .
; -/
@ If peoplé mention barriers to your getting what you want, .
instead of accepting them as "dead ends", ask them to thin . .

through the problems with yow. ) i
’ o .

evg. "What would you do if you were trying to find 2 job in
this area right nowi™ 171_1 141 “,

N o

o el

N e,
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@ Get the person to _refer you to other people_whg can be

helpful to you. Questions such as the following could be
asked:

3

L

"Can you think of other pPeople for me to talk with about other:
job options that would be right for me?"

"Can you think of other departments or organizations which
might be of interest to me?"

(If you are given the. names of other departments, ask if there
are gsome specific people who the person knowa and could

refer you to. Ask if you may use the person 8 name when You -
call-these other people.) _ : ; &

Followgﬂi . .

A

Try to .
cific information thagﬂéfoved especially helpful
to you, or to mention omne suggestion ¢t t you're planning to
follow through on., When you're interested in keeping inm further

contact, do so by phone or drop-in visits every three to four
weeks,

A note or letter should fellow the interview.
include some B?Zt

Y

o 142
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ted questions. for the interview: .

. - 7/
What type of forhil training have you had?

What other figlds have you worked in over the yéars?
If you have °§§:33d’ what led to the changes? A

What other experiences or training have you-had that

" were helpful to you?

13

Could you describé briefly an -average day's activities?
What do you like best about’your present situation? o
What do you dislike? .

) _ g
What are the main problems or frustrations you epcounter
in your work?

What advice would you have for someone considering your
field or a similar position today? -

“
+

What kinds of training or experience would be helpful to
the person entering your field now?

Are there related fields I should explore? + 4
Other people I should talk with?

. .

<
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PREPARING FOR THE INTERVIEW °

L1

KNOW YQAURSELF . -

I

™ Think through your career goals.

Where do you see yourself
five yeaxrs down the rcad? How does this job contribute to

your overal} career goals?

II Analyze your strengths and weaknegses. Make a list of your

strengths and weaknesses as a pre-interviews exercise,
. -

III Be able to specify the skills you have accumulated from your
work ¢r life history.

IV  Review Your record of work experience and education that you
have sumbitted to the agency on your resume or job applicatiom.
Be able to talk about specific #ob duties,
If you have been fired from & job, be prepared to state the reasons,
Be honest., Have something positive to say about the experience.

v Analyze your values, Wil£\}ebr personal values conflict in any ’
way with those of the agency?

VI  Pin-point people who know you and your gkills for references. -Have
names and addresses of these people handy.

KNOW THE AGENCY/COMPANY .

Regearch the agency.

o~

Find out as much information as possible about

the agency and the particular position for which you are applying:

a)

b)

c)

4)

Read organization literature (annual reports, brochures,/etc.)
available directly from the agency/company.

Check Che business section of the library, the Chambler of Commerce, *
and' the Career Developmént Center for more in-depth information

about the agency/company. .

Visit the job setting and talk with one of the employees. In

this way v can obtain personal in tidn-about the work situat‘ion.

Interview someone in authority (th isor jor owner) in the
agency/company. This will not only give ¥ ore inggde information, ,
but may work to your advantage in terms of the inte iew/selection.process.
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e) Reread the job description. JXnow the specific duties and qualifications.
E] b

. . £ - ”~ .
f) Formulate a few questions based ofi ‘the above information that
you might ask the interviewer. !
I~ - ~

{
PUTTING IT ALL TOGETHER

Mentally integrate all the inforﬁgtfbn~you now have about yourself and
the agency/company. See how your.skills, past experience, education, °
and values fit into the needs and expectations of the agency/company.
Why are you the best perdon for this particular job?

it '

Richard Bolles, author ofiﬁhgt Color Is Your Paréchute?, found that
people who experiermce a high degree of success in interviews Epent:

50% of the finterview talking about .themselves, and i
50% of the interview talking about themselves in relationship to
the agency/company.
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" PROFESSIONAL POSITIONS .
- Use these questions as a guide to prepare Yourself for a job interview.

QUESTIONS MOST ASKED DURmz; INTERVIEMS

1. What areq;our future vocatiounal plans?
_ 2, How do you spend your spare time? What are your hobbies?
' 3. In what type of position are you most Interested?
4, Why do you think you might like to work for our company? ’
5. What jobs have you held? How were they cbtained? Why didyou' leave?
6, Why did you choose your particular field of work?
7. What percentage of your college expenses did you earm? How?
8., How did you spend your vacations while you were in school?
9. What do you know aboyt our organization? AL
10, What qualifications do you have that make you feel that you
' will be successful in yqur field? . ™~
. 11. What are your ideas on salary?
g 12, How interested are %u,in sports?
13, Do you prefer any specific geographic location? Why? !

14, How much money do you hope to earn at age 307 357 407 457
+ 15, How did you rank in your graduating class in college?

16. What do you think determines an individmal's progress in
a good company? . '

17. What personal characteristics are necessary for success in
your chosen.field? .

18, Why db you think that you would like this particular type of job?

19. Are you looking for.a permanent Or temporary job?

20. Do you prefer working with others or by yourself?

21, ‘What kind of boss do You prefer?

22, Are you primarily interested in making money or do you feel that *
service to your fellow man is a satisfactory accomplishment?

23. Can you take imstructions without feeling upset?

24, YHow did previous employers treat you?

25, What have you learned from some of the jobs you have held?

26, Can you get recommendations from previous, employers?

27, What interests you 5bout our product or service?

28, What was your record in military gservice?

29, What do you know about opportunicies in the field in which you
are trained?

30. BHow long do you expect s work?

. 31, How old were you when you became self—Supporting?

32, . Do you-like routine work?

33, Do you like regular hours?

34, What size city do you prefex?

35, When did you first contribute to family income? N

36, What is your major weakness?

37, Define cooperation? .-

38, Do you demand attention?

-

¥
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Most asked questions ... ~ cont,

-t .
{
. 39, Do you have an amalytical mind? - )
‘< 40, Are you eager to please? 4 .

41, Have you any serious illness or injury?
42, Are you willing to go where the company sends you?
43, What job in our agency would you choose if you were entirely
free to do so,
44, Is it an effort for you.to be tolerant of persons with a backgr%ynd .
and interest different from your own? -
- 45. What type books have you read? .
\ 46, What type of people seem to rub you the wrong way?
47. Do you enjoy sports as a participant? As an observer?
# 48, what jobs have you enjoyed the most? The least? Why?
49, What are your own special abilities?
50. What job in our organization do you want toiwork toward?
51. Would you prefer a large or small company?’ Why? -
52, What is your idea of how industry qperates today?
53. How about over time work?
54, Do you like to travel?
55, What kind of work interests you?
56, What are the disadvantages of your chosen field? '
57, Are you interested in research? N
s 58. What have you done which shows initiative and willingness to work?

INTERVIEWING YOUR EMPLOYER:

' 1

1. Do you have a training program? Describe it, ' .
2. ,VWhat specific respongibilities are trainees given? L
, 3, Yhat percentage of your management..,
//,\ ' is a product of your training program? ' .
i . comes from a specific area or school? .
\ holds a graduate degree? .
4, What are promotional possibilities within your firm? 1i.e. where )
] can I expect to be two years from now? ’ \
5. -If I join your organization and decide to change fields, can it '
be done within your organization? .
6. What's the cost of livipg and, the housing situation where I1'd be ’
employed?
7. Does your company have any afiditional benefits such as cost of y
living adjustments, employee group life and medical insurance, ! oo
company-paid retirement plan?
g, Hot does your cowmpany'’s size and growth compare with others in
your industry? , . -
- 9, . What is your company dojng in the way of public service?
N 10. How does your employee turnover rate compare with other companies?
11. There must be some negative aspects of the job you re offering,
What are they?

. ~ e
- “L'l . R .
v/ @
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INTERNSHIPS & VOLUNTEER PLACEMENTS

QUEST;OHS MOST ASKED DURING INTERVIEWS

!

1. Why have you chosem this field for internship/volunteer we?k?
Why have"you chosen this particular setting?

2. UWhAt academic classes have vou had that relate to or encourage
you to seek this placement?

3. Vhat prior eXperiences have you had working in this area°

4, What have vou learned from your classes and experilences that
you bring with you to this setting? '

5., How well do wou aceept direct supervision and gonstructive
critic from peers and supervisors?

6. Whiwe do o you see as the role of an intern/volunteer?
What do you see as the rcle of a supervisor of interns/volunteers?

" [ 1
INTERVIEWING YOUR EMPLOYER
1, ‘hat spegxhipally are the Intern's/volunfeér's tasks in this -
setting?
2. What kind € training is available to the inEern/volunteer?
Whe will supeyvise theg training? .

3. What rpspon31bilities can theu&ntern/volunneer assume?

4, To whom is the intern/volunteer accountable?

5. 1Is there any printed material that will provfde information on
the agency s functions and philosophy?

PART TIME EMPLOYMENT
QUESTIONS MOST ASKED- DURING INTERVIEWS

- L b . .

1, What are your qualifications? N
2, What days and hours are you &vailable td work? ssCan you work weekends?
3. Do you have your own transportation? .
5, Will you have any financial support other than this job?
5. _ Do you see any possible conflicts between your schoolwork and

" working the desired hours?
6. How long will you be in school and able to work in this position?
7. Will you be able to work during school vacationsg?

INTERVIEWING THE EMPLOYER -

1. What are the working conditions?
2. Who will gupervise the work performed? :
3. What are the possibilities of this position becoming full time?

L 4
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f " GRADUATE SCHOOLS .

i . ’\} ) _ L3

QUESTIONS MOST ASKED DURING INTERVIEWS
T .

1. Why are you applying to this particular program? Why are you
applying to this college?

2. What are your future goals in this field? Ideally, wilere do you
sée yourself five years from now? -

3. What experiences have you had that have enﬁ?uraged you to
choose this field of study? o . :

4, How does your undergradvate, academic work relate to your chosen

+ field of graduate study? i

5. Questions specifically referring to that particular program's

expectations of students,

: INTERVIEWING YOUR GRADUATE SCHOOL ..
. . .
1. What kinds of backgrounds (academic and work) do your graduate
students have?

2. What is the average college GPA of students admitted?
3. What kind of financial aid is available?
4. What percentage of your.graduates are working after graduation?
5. What career plahning and placement services are availabie?
6. What do you see:as the strengths of your program? What do/fou’
see as the wea ses of your program?
-
” L ]
4 1
! . *
- ~
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REGATIVE FACTORS EVALUATED DURIHG THE EHPLOYHENT INTERVIEN WHICH

»

. FREQUENTLY LEAD TO REJECTION “OF THE APPLICANT

1'
2'

4,
3.
6.
7.
8

g.

10,
11

12.
13,
14,
15.

16,

1

o
19,
20,
21,
22,
23,

24,

25.'
26.
27.
28.
29.
30.
31.

Poor personal appearance ’ :
Overbearing,‘overaggressive, con ited; superiority cemplex,

know-it-411, N .
Igability to express oneself clearly - poor voice, diction, grammar. )
Lack of planning for career, No purpose and goals, o,

Lack of interest and enthusiasm, passive, indifferent. +

Latk of confidence and poise., Nervousness. Ill at ease.

pve;emphasis on money. Interest only in ‘best-doklar offer. -

Unwilling go start at the bottom, Expects too much too soon. « .
Makes excuses. Evasiveness. Hedges at unfavorable factors in record.
Lack- of tart, -7 .

Lack of maturity. L .
Lack of courtesy. I11l mannered. .

Condemnation of past employers, o f

Lack of social understanding. o -
Lack of Vitality.

Fails to Iopk interviewer in the eye,

, Limp, fishy haud shake, . ! -

Indec isi‘on . '

Sloppy application blank,

Merely shopping around. .

Wants job, only for short time. .

Little sense of humor, .

Lack of knowledge of field of specialization,

Parents make decision for him/her. » y
No interest in company or in industry, “-7/

Emphasis %on whom she/he knows.

Unwillingness to go where company sends him/her.
Cynical. -

Low moral standard. Lt 4

‘Lazy.

Intolerant, strong prejudices.
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SAMPLE THANK YougLETreg_FOLLwaNG,INTERYIEw - .
.‘ B ' L I / - ", ‘ . : = -
It is always important to sénd a thank-yon lett,er to the .
1nterv1;ewer or regruiter y‘ou spéke with at' a Joﬁ inter_vwv-r.

%:he letter should ‘be-sent veéry Soon after tﬁ‘e(dé.t TR
hls 1s just one” s‘ample. N R C e '

tat

) ) - ; Cee i} T Your. address . - -
> w - | . : » : . , Date' ‘:,-.'.,

Name of: Iﬁt-ervfewer o e . - " ‘ .‘ T '. . ?
. Namé of SchoolfFirm/Agency e S e
Address . ©oc e

f .

. . R . . PR
Eo - o 3

. ' . . g . . . 'I*' ¢ . ¢ . o’ R
- v () =

Dear.: -, = 4 % L . :

. ERAY iu < Lo T e 4 ‘@ “.\\

Thank. the- interviewer for the tme spen‘t in the, 1nterv1ew,

or for the opportunity to’ 1,nte‘rv1ew.

-

Ment:.on some item dlscussed in the 1nterview to, help the, *

.interviewer remember you, Express _your contlmaed interest
in worklng for the employer , . o ,
Again, thank. you forr the. t:.me and consideratmn involved inh . -
reviewing.my qualiflcata.oné for ‘your gchool. Elstrlet/::ompany .
I look forward, to Rearing frem.you. 7. = - .
_‘., Lo N S rE p

I3

.
. . . + . e
.y . . . . 47
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Space for m?aataxrew

E “Your name ‘ ¥ “te .




TRAINER DISCUSSION GUIDES
for SESSION IV

The attached discussion notes shouiﬂ,ﬁe used to
prépare comments/brief lectures fo Session IV -
- Gettlng a Job, 7 =~

As an OptiOn the trainer may also wish to distrlbute
copied of the notes to the participants,
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Job Campaign - Strategies and Discugsions . .

) e Provide an ove§ki§g,o£'§oﬁrces that may be helpful
to Peace Corps volunteers in a successful job .
\\ marketing campaign. Be sure to emphasize the-~
following sources: ' _ o

- Newspaper helpvwanted advertlsements

Personal cont -

Employment agCn01es and search firms g . -
Referral and information interviews Lo

) e Employment experts have traditionally ad ised job = . DT

- . seekers to dig consistently through want ' Dosd
all too often, however, job openings are not advertised

and some - employers advertise on a regional and c e e

- natlonal level. R ey

¢ Lower paylng jobs should be found more abundantly - . "' .

in want ads, while the higher salaries are primarlly, o

in regional and nat;onal media.

. Good newspaper sources to copsider in add1t10n .

tc local newspapers, are: .

-~ The hew York Times (especially Sunday edition)

~ -~ The Los Angeles Times » .
K ~ The Chicago Tribune

- . " = The Wall Street Journal (der reglonal ed1tions}

*

‘ However, only 8—10% of all avarlable jobs are *
advertised in the newspaper,
e The Weekly Review of Management*Job Opening_
e . monitors job openings throughout the country and
' identifies practically all job openings in the
$20,000 range., . &,,:h
e There will prgbably not be ofe”ad that will #it .~
: o the skills and inter ests of the volunteer exactly&f;qf
B for this .reason, do not restrict yourself to. RN
those ads which seem to fit exactly. . ’\fﬁ« Ty i

- ,l‘. f

_ e A safe practi ) follow in regard to salary is.'"'
o , fot +6 mention sglayy if the employer does nﬂta :

ot
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?f,'_ ) J&b Camna;gn, BISGUS310ﬁﬁﬁﬂlde . cont ”_ E””iﬁi"}j 3_" ' .
o f f‘,q? .The general ‘jden 1s‘to~av01d'be1ng screened oat‘"'i
R Tl ‘-~_oa tne ;psi iﬁlcant~ma&ter8.. N uﬂ.,jf-’ o t -
b O E Y LT S el T
o s e e ‘W1th the ompet1tion fow jobs so great it § TN
o ;7| sound strategy forr the widupteer to plan anead e

s .. ., follow-up campaign to p1ace your.name i greater -

‘ a E : con-text‘ . N N .’_‘ . . - :’_'._";”E.' - Ja{/ . T
ot e key point for the volunteer to‘femember is- that '"
e T the succe§s rate with want ads may be low due to*

- N O the keent petition for jobs., . - Lo T
i P
'f‘. oo oL e There s truth to the statement that, "Itls not | .
R A i o what you know but who you. know'., Tt T b

A, sucbessful approach.to uging job'
‘to wait until other approa i
'»campalgn are well underway-

-, o vuy
- - b

y USlpg discriminating taste Min select1ng “the personal -
;;'A; ~ab03tacts that have more potential may be'imporfaay
- ﬂ,/ toeachleve positive results. _ e

4 .

Know1ng strengths and successes and having a . R
ﬁm; o .resume enables the volunteer "to be clear .7 "
e approach fto a personal contact. , N
' -

.
l“. 'f hd

e .rxeh Bependtng~on the job -seafch goals of the vqunteer,
T . h-usang an-agency or search firm may be an op ipn. g T

et Ty
bl 4 " ’;-

Iﬁi;ggife'COrps volunteers may cqnsider using agenc;es

nedd to remember tHat, agggclee work’ for employers,

ané take 1e$s personal anterest in the JOE candidafes,-

o

*Head hunters or executlve search I1rms prlmarlly A
handle gecruitment For -positions over 1$30, 00? I TR
usuallgxgn bu&ineSs or managemeut . v

;re%urhing Vo teer may w1sh to use other job '

séarch,SOurces initially befcrc thinking apout the

vhﬁue‘oi search ms . ey ) o

u’,/b s iess %cmmon but by far less used approach t6 jobs , ©

" used-to ébeﬁ personal advice from someone ‘who is )
liiaucce$sfulirn the field or who has extensive contacts. ’

,i. Th:a approach customarily ‘involves & letter or a- ,
phone gall to the person which is carefully phrased
and s owa respect for yhem as a resource, and then

4 -

ntacts 15 © o~
‘jcb market;pg-gf- -

" 'z'.' A
‘1‘,!

. \;'
(I _‘ ;.

* 1 marketlng isithe referral and information interview, — °
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appeals for their personal assist

career decision-making process. A resume is not

usually included with the ‘letter.’
confirm the appointment should be
giaxs prior to the appointment.

"‘i’here is one major factor with th

parties must be clear on.the fact
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ar e Tnterview Discussion Guide

;_ Job?IﬁtenvieJ? éﬁmmarizefgg; e®ements of the employhent

inferview as follows:

=

e Interviewing is a uaique communication process - \
utiXizing certain.techniques towards a purpose
and a specific outcome.. The structure of the
guestions during the interview may he open oOr
closed. = . .- ' : '

e . . The major objective of "a’ job interview is to commute -
‘ -f.ﬁhe.experience,iato a job offer. c

A

T Sl e e ' 1 )
e Buccessgiul interviews aré led by the applicant
- ., who qqﬁt;olg_gye direction ‘and flow of the interview.

Ly
rJ

‘?&éséé_éi tﬁe@iﬁ@gr?ie%'are:

- '?S:u:ma:ry (Wrap?"up‘_)ult f ‘_:’_' LN
The introductory phise includes clarificat ion, &
statement of purpose; setiing expectations - :

. (may not’ be stgteﬁl,'anééiispgning and observing.. .

_Tﬁg-gpﬁelopménféi:pﬁaéeAihclnﬁésfﬁbmk ékpéfiences;
" education—eaily years, preseht” activities and interests.

‘The S [v¢ phase is’ a wind-ug Of discussion, )

- summing of - strengths and weaknesses and ‘closing -
remarks. .- .* . . Ce

i e - Prgpa;afioﬁ fof-fhé intéfvieﬁ\sppﬁ}d include
.":a-the'fqllowipg:if" o ;;/: . ’ -

hd +

" - Utilize reférehce material -to -obtain specific
~ .:job infoérmation. .-If.you xndw the job title,
" _look up tasks in. the Dictionary of .Occupational
., Titles (B.0.T.). . and job, requirements.
P not hesigate’ to-call.the Better Business °

. = "™ ' " Bureau to procure information o’ the company's . -
S : - .reputation, - Know-§he,organizdtion‘s size, =~
= " background and type of "work, .

_ Obtain literatute about the job. Cd11 a person
T who has’ the same job capasity and find.how
e he/she views the position.f . Co
! Review yQur reshmeaand;bac'ground carefully and
' .- .. )commit relevant information 40 memory.
. ~) ZBe able to communicate;a solid understanding gf
L - your previcus, acéomplishments, : .

Fl
¢

—-Eﬁ@xoddgtorffg'gf:_ - — :
-, = developmentaly ‘and: o S o




'
3

- -,

C ' o -192- SESSION IV *

-
-
.
| . '

Ineerview Discussion Guide - sont.

e Applicants should confirm and check the date, time .
.and locationm of the'interview.  Being on time is
important; arriving too early could g}xe the 1mpression
of over-anxidty or desperation.

e Modes of dress are also very jmportant. In general,
most people do best by dressing conservatively

. and trying to appear ag relaxed, neatly groomed-
and successful as possible. Remember, your clothes
talk for you before you open your mouth.

® - Develop a positive menﬁa% attitude about the employer,
. demonstrating this.during the interview,.

- Think like a worker. (Alter words representing- . J
{ your thoughts 50 conform to thé organlzation S
thinking).

PR, . - Team spirit is ap imporiant attribyge of. a .
prosvective employee. Pre-think ansWers. ‘to
interviewer's questions by con51dering the 1:ea.m(I

. " good before the personal good.
. - An employer desires an applicant who is pldnning ’
. a long career with the organization.
- Begin to formulate responses that speak™to =«
your good character as well as to the information e
required. . . .

(]

- L -1

® Other points to keep in mind are,

~ A good interviewer attempts to collect unbiased
information. You,will do most of the talking.
r’Answer all questions dgccurately and teo the point.
-~ The interviewer may question waat you've said.
He or she really wants to understand you. Don't
back down on your beliefs and*statements o,
(consistency is ithe key). ¢ -
- Let ‘your backgrdund and accomplishments speak for = .. '~
. ‘" themselves. Interviewer is trying to compare T n
' your capabillties and interests with job i . .
requirements of the company. .o /

e The intervaewer is looklng Tor:s e

- relevance of work

: ' "~ sufficiency of work ) L ;
~ s5kill and, competence ) . Y
~ adaptability N
~ productivity : ) ) !
= motivation C
'~ interpersonal relations . . : -
- leadership . . v :

' . - growth and development © : o

o ) ) ‘ ;461 '] 1‘57 . N . - "ot -y

e L . - . st

- . . B~ - oo L
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® Therefore the volunteer should anticilpate these
kinds of questlons- ;

- Why did you join Peace Corps?

- Tell me about your job there. ‘

- Things you liked best or least.

— The most difficult problem faced. and how it
was handled. -

- What you're looking for in a caree:

- Ways of dealing effectively wit _p ple. N

[ The interviewer isflooking for, in
—I;elevance of schooling
—:sufficiency
- intellectual abilities. *
« - versatilitv. ..
- breadth and depth of kpowledge

® _Some things to avoid "during the interview:

- Do not volunteer samples of your work unless ’
requested or unless understood initially;
- Avoid criticizing past employers or Peace Corps;
- Avoid nolding interview too long or staying
around after it has ended;
‘= Do not feel pressured to take a lower salary than
you are sedking; -
~ Do not accept a job during 1nterV1ew, but take
time to think it over. .
¥
® A response after the interview is very appropriate
in which appreciation for the interview is expressed.
This also gives you a chance to reaffirm the strong
points and restate interest in the position. . *

——
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Optional Exercise: ROLE PLAY PRACTICE INTERVIEW

(Total Time 75 min.) ;)
Overview: . - '

* This é%ercise may be used in addition to the discussion '
on interviewing. The role sketches proviged may be the
basis for roles participants play or you may wish to
develop "spontaneous' situations using those the participants
are likely to eficounter in their job search, Whichever role
U model is used it is important to use.the observation
guide provided or to use other guestions at the end of the -
role play to highlight the major points to be remembered.

. Procedures

. * Open the exercise by telling the group that they are
... . going to_practice an interview. They will each have — '
. - an opportunity to play the interviewer, a Peace 5
Corps volunteer and an observer.
l N
. Divide participants into groups of three and assign
space. Each group will decide who will play the
. characters in the first role play. .

) Instruct participants that:

- Interviewer and applicant review the situation
- description., The materials for the interviewer

and applicant are identical. In each case, assume
that this is a first contact. '

- Observer must review the critique sheet and the -
situation descriptlon. Each group will complete

. the first role play in 5-10 minutes,

o - Each group will take about 5 minutes to critique the

‘ . first role play (using observation sheet).

- After completing the first role play and critique,
each group will shift roles and complete the next
role play. Have each group do at léast three role
plays so that every group member has a chance to be
an applicant a

Protessing the Role Play \\

"It may be helpfiul for tfte trainer to use the followxng
guidelines when facilitating the debriefing:
. ‘I{Tal with feelings, both during thé experience and ° . N
ght now, . .

. . What did you observe about the process that took place?

L4

’ . '
" , : ] . tal : .

e ‘159 e
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SESSION IV

Optional é&ercise - cont,
. -~ communication styles and patterns
: - nonverbal behaviors
- congruence between ‘verbal and no#Verbal
statements '
- what helped the process . "
. - what hindered the process '

e What can we generalize from the experiemee? .

o
- implications for personal style ) ” .
- implications for interviewing strategies- ’

. - personal learnings ‘. ‘
+ e How can I apply what I learned? *
. . . ﬁ .
- Are there behaviors I want to change? Wil . :

change them?\Why? Why not? Are there intérviewing

strategies I-heed to develop?: Why?kéyhy not? » ' -

Note: Rather than dividihg the group into triéﬁg‘ trainer
may coiduct role plays in large group setting.
During these demonstrations focus 'should be on
applicant and his/her interviewing strategies.

! »

Summary ’ .
° Briefly review the major oinfs about a job v
campaign developed during.the module, Ask participaiits

to share any learnings they are willipg to discuss
with the group. ~ -

R

L
i v H '
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:- , o \r /
Optional Exercise - cont. L L. .
. ‘ .

ROLE PLAY SKETCHES: APPLICANT » - =

#1 Your ultimate goal ‘is to obtain a Ph.D., However, you
have decided to seek employment to finance your education, -
You arranged this .interview\ based upon a newspaper
advertisement that sounded interesting. You know nothing

about this organization and are seeking information. -
) . ',/ * . L
< #2 You are extremely positive about your Peace Corps experience,

- - You believe that your two years enabled.you to grov
personally and professionally. You feel very strongly-
that you have skills to offer to the "right" organization,
You want the Jobi :

: . A
#3 You have been unsuccessful in earlier attempts to seek
o . employment. Although you still have some funds saved,
. things will become diffigult soon. It is important that
you obtain a job. You are particularly interested in
- this organization but feel unsure that you have the
appropriate qualifications.

" #4 Ybu want to change careers., You are knowledgdable of
the organizatioen since you have done research and talked
to persons already employed gt the agency. You feel
) that while your skills and experience are not exactly’ ( -
» what was identifiegd, you have great potential. Your
commitment and energy is evident during the interview,

#5. You believe that your Peace Corps service was one of the
_ . - Kighlights in your lifeg You were referred to the agency
L . * by a close friend, but:are not Sure that you really want

* the job. iIn other words, the agency must meet ypur
. standards. You are assured and confident and seek to
get a sense 0f dgency expectations, ’ I

+

» . . . . ' ' ~

. . 8"

R \).. A' C
RICT =t s 16
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. -

Optional Exercise - cont.

-

A " .ROLE PLAY SKETCHES: INTERJIEWER

¥ ' )
#1 It has been a long day. You have already interviewed »
. eight people for the position and have not been impressed.
Based upon your cursory review of the pext applicant's .
resume, -you are sképtical that he or she can do the
work. You definitely need to be convinced.

#2 As an interviewer, you are very precise and efffcient.
Your primary interest is skills and technical Kpowledge.
Your ifiterviewing style can be characterized as being
aloof and uninterested. You have very little knowledge
about the Peace Corps but personally believe that it

s 1§¢a haven for radicals,

#3 ' Your interview style is comfortable and informal. You
believe ¢that "personality' is as important as "skills"
in potential emplqQyees. You prefer applicants to L
"sell themselves" gather than respond to your questions.
Your favorite opening statement- is "tell me about
yourself "

- ¢

#4 This is. the first former Peace Corps volunteer that you

have interviewdd. Yo curious about the applicant's
* experience since you E;3F§¥eviously thought that Peace

Corps was no longer functioning. You are extremely :
sgpgortive of the applicant and ask facilitative questions. -

#5 You®have reviewed the applicant's resume and feel that he
or she is not qualified for ,ithe position., However, a
“personal friend has contacted you and arranged this

N interview. You are polite but cautious. ,




1)

2)

.3)

4
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Role Play: Process Observation Form |

WHAT WAS THE CLIMATE AND TONE OF THE INTERVIEW?
.01

DID THE APPLICANT CLEARLY STATE HIS/HER QUALIFICATIONS FOR
THE JOB? IF NOT, WHAT EFFECT DID HE/SHE HAVE ON THE INTER-
VIEW? .

~

4.

IN WHAT WAYS DID THE INTERVIEWER CONTROL THMESS? WHAT

IMPACT DID HE/SHE HAVE ON THE APPLICANT? ~

[
4/

h

WHAT TYPE OF IMAGE DID THE APPLICANT PRESENT DURING THE INTER— &

VIEW? "

d, .

7

P

WHAT NONVERBAL BEHAVIOR DID THE APPLICANT EXHIBIT? DESCRIBE.

L)




)

. - o

Role Play : Process Observation' Form (continued)

+

WHAT PROBLEMS, IF ANY, DID THE APPLICANT ENCOUNTER DURING THE

INTERVIEW?

-

4

F ]

=

TERVIEW?

- WHAT BEHAVIORS EITHER HELPED OR HINDERED THE APPLICANT'S IN-

-
-y

/ . - r
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. this exercise may, bg anxiety provoking. As a matter

&

SESSION V'

REVIEWING THE PEACE CORPS PROGRAM

s “ . ' ' ’

Total Time: 1 - ié‘hours

»

Goals: . 7

! e To pfbvide staff and PCV's to share their reactions
regarding the effectiveness.of the PC program
imr the host country. . -
- >
® To gené&ate a list of improvement needs and areas
of satisfaetion with regard to sewerdl PC program areas,
, . : . ARE
Qverview: ) o . y . o . -
- The purpose of this segsion is to glve PCV’S and staff s &
an opportunity to share ideas that can be used to maintain
the aspects of thie-Peace Corps effort which are worklng
‘well and to strengthen those areas which reed 1mprovbment‘

As many staff as possible should attend this session
s0 that they may iave the opportunity to seek clariffication

of all points; demonstrate the .interest in feedback from . .
the PCV's; and t vide PCV's with comment regarding . .
their efforts, as 1 a% participants. '

1f staff-volunteer relations are less than "positive"

+

of fact, even if staff relations.are positive it may spark

some apprehension. It is-’ 1mportanv to assure all participants '
.thatpthis is not a "dumping"'se351on. (i.e., the jJolunteer

and staff are-not going to spend an hour "bitching and .
moaning" about how bad it is.) It is rather the beginning

.0of a problem solving effort aimed at maintaining and improv1ng

the ‘way Peace Corps does its work in-country Key to

this effort is having information ~that 1% useful as v
feedback - meaning that it is presented i a way which
¢learly describes the needed change/and avoids blamlng,
personal att‘bk or1negatime anger O bitterness.

L .

Exercise: REVIQWIQQ%the Psace Corps Program:

. . /- : .
Materials: flip ch%rt and pens -~ one for each six wdrk 'groups

1. -

-
-

% S ' . .

~
+

M




‘ 1 . W - h:'r __.:a . o,
- p . . T RN . .
L,ﬁrocedure? ’\ 2 o '-.;; L

) *‘ —
Total “Fime: 1 - 13 hours

Objective: To provide a metho fo'r qun‘i:eers a,nd’S‘fzaff 'J} AR
to share ideas about areas of/'satidfaction:as. welY as i/ AT

areas for 1mprovement of Peace Cor.ps program in c'.‘duntry:.»
[ .ot L " . I £ ra i T ;F,J' .'-.':;—
Overview: R, -‘::" , E NP I
RS
The “Tationale for s .ezercise .is ’QQ prov.lde . .. x V AR
structure helpful to t mprovement: of: Peace- Cor[:é Tow o Nl TR
programming, administration, and voymteer support, effc:}:s AN G
ir~vountry. Key to the siccess-of: the exekreise isithaf. . . »;};;

the volunteers and staff who- parrticip’ate must alsb share this
motivation - to help &nd to improve.: ... =

‘¢ Time A Activitx B NSy
o Introduction = I.: Introducs the \éxgreise by sharing ‘t\:‘he;1 RN
hfz- ~ Smin. | goals snd explaining ‘rationales . I -achltmn '-‘"“ ., b
2 . - .. .to sharing major points.of, the . Ben < . - "‘“Es
y - overview,” "and the 1mportance of gis ng._ ) f R ¥
i R e information in the spirit-of wcrkmg tow dg . STy
F ‘ the impromnt ‘of BC in. ‘the*:ffhg‘ureu emphas:%e— e
\,_\ I S that thig is t bcg’?ﬁing of ~thy ;.mprmremend.:\ R
T : o process— "the etld of which may, no‘t\be “see{r SRS e
o i o : by the participa’nts since ths& wi‘li be T .”“"“ S
R leaving - D SR P T~ i
) o . . N “\“‘ -~ ...*»E“‘;-::,{ “‘-‘-:
P “Put on th z. Present an‘ﬁ revj;eg)\ (pl;lt he&di:rrgs on- iﬁgﬁ SRy
+ - - Charti, Discussion chart) “the topics \Bout whlc‘h _fegdback is :\‘“}
Thpics - | to be’ glve:n. - sl ...:“-T““s.._‘ .i_ - ", ~;_;:
Smin. L TS s -~ T e L
ot \ 4 - pre-Setvice Training*~._-feedback tf&g‘artij.ng *t»he
R " . ., ¢ adequacy fox the PC assigimeits including -~
' Tt s cuitural in?ocnmation, language r&ining} aud~ ;b'v -
T develcprnent sk:.lls : ~i -'_-f
' : . - Volunteer Suppdrt ﬁr&&s\ich might be g B
, ‘. < 0 ««¢ .Iacluded here gre in-Beryide t?m.’cng AT
. ‘- K counsell‘qg/emctlonak supﬁ\cng\systems,_ « .
v IR other areas [ 4 Support*‘ '""’“i o e .‘_:;7_;_ - , .
. ] . LR - - ‘: ‘-.f ;- e ’?
' . - Role of ghe »s"taff'f Qtt;is might e, tlck'lish) A
this_ areaufrz ould foeus on.ways .in which stpif w T'/
-t were inVc’l d in the ﬁeve,lp'p?qent and impleme;at- ,’-;’*‘.,:'.‘f_-.
S ,’.‘ ' - .‘--‘1 /‘-”.’" ""',4, {'?
» N "v'_ . ‘.y ' . :
) , T
- ° : » 'iu 1&? ’a
EMC - .-/ SRR ‘.~’/.’“, .
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; n Exercise - Reviewing the Péace Corps Prog - COmyk o~ e

- v tation of the program/frdjects in-country,
Fa A * « Suggestion may be given with regard to

S <. what the staff should or, should not be .
' doing to. support the' vqlunteer. ’, :

1

A K - Role of- thée Volunteer. this area should
) . discuss improvements in the way vol teerq "
r . .approach their PC/assignments and th
responsibilitiés attendant to it.

"

\ - ggenﬂﬁ?relations: suggestions/comments' - v
. about the work PC does, or need to do ’ )
‘ with local government agencies (on ' ;oo
: national or-local levels). This area ‘may
include recommendations for new contacts
or people with which to maintain contact , - .
s+ that has been established by a currg%t PCV. - LA

- New Initiatives: suggestions for new -
projects, - expansion/mod1fications/contractions
of existing program, This drea may -
also include commentg r ardfhg the generéh

.. - programming effort.

. . et o ‘ ™ ). \ . . ..
. . ~NOTE: You may want to ask staff to work ' . - X
SO in a separate group and ta work of two - .- 8 -
St . of the categories - "Role of Vqlﬁnteer"‘and' A
Aol "New Init;atives" s S ?f, '

S e e f['»f'. Za;*‘ /
-~ h i . ,—,5" / ' e 2 "., DAl ,.: .
Break into .~ m;3- Divlde participants intp six gféups"‘f.{; 3&;_?:

Work Groups -Z. Asstgs one topie to each éroup \‘g AP -", y
. ,-; K .- ,- ey

Small group 'f- &y Give the ollowigg format bylwhaeh they %Q
ﬁéfzv«,-_ . ggguld:stmuéture their, eommgﬁts, Te&l‘the
' 3}
e

s

. 30 hinutes ... ticipants to devélop a 1ikt of reccmmegd#
oy . '\\% tions: nndar thewfolloWing headiﬁgs Tt "qu
, e ',5.¢u ?‘m,Stop/&o'&ess R s ?-4- o
e “.}?ﬁi““'ﬁ*‘ ﬁtartido more. X FU L v :
/A A 3 - G&ntinae daingf}t!s Just right RIS

- ,,,Eésppnses g;ven for.EQch hgadthg ﬁﬁbhld_lﬂﬁ%ﬂdé'
ﬁIternamiveé : , e o

Giﬁe each group s
.. 8 maTkel. tb recor
Each gheet Eﬁnnewspriﬁt‘ghoulg—babtitle

itH. ﬁapns ares and,mr@-:oi i:he_,:fstaprsta
/ oo «eep ,dﬂ‘:i Lt hqaﬁi:&gi, = .5’:.'.: . -:/ J

R
'| h,f -""/""'

A

A J'
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LY

« RS S

’ . :)Egerciseu—'Reviewidg the'Péace'C%rﬁsLRrﬁéram_—’oont. : "\

-

Review

20-30 min,

v

’

. L ,1;.

-all of the issiues listed.
.additions to the list.

L' . Summary ",'«-
Lo 10 minutes . _

Trainers Notes. :

- - .', N .
Duriag thefsmall grou;z;ork and lafge group-discussions$ %

— = IR
v‘ s ' -; s . ":
5. At the‘end oi’ thirty minutes ask:- - -

partlclpants to post flip charis: 6n ‘the 11, = ‘

-

Ask parti01pants to walk’ around room”

‘to review each - set of reports and note any’

Wthh they would like to have explained/clarifled .

-
-
L]

7. Large group dlscu3310n‘ In cgnducttpg .

the ‘discussion keep it focused.on the . :

information that is being presented. -There ’

is not enough time to discuss and resolve <
Bircodrage (

Make sure that

all statements aré.clearly stated and gdequately

‘explained so they will be useful to those

responsibbe for implementlng the 'suggestions:-

8, As a closzng question ask the. grodp to °
give a response{s) to'the following: o,

LR

What is. the most- 1mpor1:an1: message that

this ‘group would like to leave PC/ .
with regard-to+l) J.mprovenients.and__"—_
2) satisfact10n2

5 N N
. M
o--.

Ny . . ot -

vy . dom't. let -pepple get bogged dowd on one-point, { Keep th® .
-+ ., discussion moying. The gorl is te generaxeﬁreeommendat;one
.. < -notr nesolve thenm entlreTy.\ If someone‘se
¥ one peint you might 3Bk them to &tafe Q;e
yau wEnt-té etdp{start .mereiless-etc33

o Vo

oy : if ) 1imited ﬁelgte oné or tvo. of - the -
ar, . and have Jewer.gioup repoafsr ‘Other topics more re

to he. stuck on- .
y "Wha$ 15 it )

2 to, & particuiar cauntry situation may‘bq substi
ig'apﬁropriate,

. - PR c -
. - " L3
.,?. ) cwor Y ER : FERE
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SESSION VI - PREPARING for RE-ENTRY .

Total Time: 4 hours 25 minutes
Goalsi: ‘ R T

e To assist volunteers to identify their individual
expectations and assumptions abeout leaving the host
country and returning to the U.S,A.

o , To develop strategies for preventing and deallng
with problems of re-entry. .

. To develop responses useful to .implementing .PC
Goal #3 ~ Development Education. -

»

-

Overvfew-

- This sesslon is designed to help.volunteers look at
the leaving process and begin to plaﬁ for the "re patriation®
to the USA, .

' A

The session should be 1ntroduced as -a Problem Resolutton !

.and Prevention workshop since the focus will be on anticipating

. re~entry problems and developing strateg1es for preventing
or deallng with thém. v
™,
. It is impﬁrfént to remember - and emphasize-q&mt leaving
is stressful and that stress is manageable, Much of the
.stress that occurs, is based on fantasies of what it will be
like to be home and how “dszerent“ the volunteer perceives
h;m/hefself to be (See Handout: ’"Dging Yourself in'),

. .In this session volunteers begin to ¢onsider the range
of poss&bLlltres of what it..will be like when they go’ home - .
the positive and_the negative:. This includes a close 100k
at the volunteer S pectatlons and assumptions about going -
“home and how those assumpt1ons may, in fact effect re-enfry,.

Again 1t will be important Egat the PCV realizes that
the skills rnieeded to re-enter "culture are precisely
those that “they needed to enter the host counfry cdlture ~

- the difference is that now they've had two yefirs® of practice-~
and that they may be less patient- or tg¢glerant with the
infirmities.df "home" than of the post country.

" Exercises: 1. -Guided Fantasy The Trip Home
- ’ 2, Moving On ~ Septence Completion

4. Educating the FolksfBack Hohme

o 3. ncerns/Problems/ﬁjgolut1ons - Problem Solving'

L]

~Materials: ."Moﬁiné pnt exerciSe,'"Doing Yoqrself In.." and
£ "Ten Minutes QOut..' Handouts; Ceoat of ‘Arms and
_Voluntgeq‘in Development from Session II

-

o T anm

&
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, + EXERCISE I - Guided Pantasy - "The Trip Home"

’

Total Time: 25 minutes R
X Objective: To give volunteers an opportunity to *focus on
! ' their re-entry and to get in touch with some
-of the pluses - and minuses they may have in mind
wregardlng that experlence. :

QOverview:

The guided fantasy requires that participants he ahle
. to relax and spend a few moments with no distractions. _The
I . person who facilitates the exércise should speak sg&tly,
. distinctly and slowly, playing on the vowel sounds.. Allow.
s plenty of time hetween the "cues", Allow participants
.- time to visuyalize each cue fore moving on to the next,
Cs At the end of the "fantasy" alléw a few minutes for people
! to “come to". 'Some may also wish to briefly share their . ‘
experience with someone élse ~ but those who wish not to . y
**  exchange comments should he given, the’ Option to™pass. '

The fantasy should take them hack home| and "show" :
them some of the situations they might face upon re-entering «
the U.S. It should hit on situations of the’'pace of living; .
cost of living, meeting neutral or wmninterested friends and
family; materialism; as well as "minor" factors of }ife--" . -
i.e, waiting ip liné€s; supermarkets; traffic, etecy It - .
- should also hlghllght getting hack to some.good things. ' |

Af the trainer 1s a former volunteer she/ne can draw from .

. her/hls own<experiénce to descrihe "scars". ‘A suggested

' script is given below and should he expanded or. altered as

- ) - seems appropriate for the participants needs and tralner '

. style. Using a soft tone 'of voice and, speaking slowly, allow

. plénty of time between cues for images fo form. . 7
. om . bt | .
Procedures: .
- T - N .
Time’ S, A3t1v1tz )
. . » o . .
; Fantasy 1. Before the session, rehearse 'out-loud
~ 40 min. the script you intend to use, Practice
" the pace and tone of your presentation
T : e °  so that it will achieve the purppse. a
. . ' o 2, Ask participants to mgke themselves . .

w s

; comfortahle, (put away materials, pens, etc.)
' - It is best to have participants lie ‘on the
. , floor. But some may wish to. JUSt relax in
. ' . their seats,

/ . e

o
.

i ' - i - L
o R v - g . . [ . 4 e E
S .
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Exercise 1 - Guided Fantasy - cont. -

N

3. Spend a few moments getting participants Lt
relaxed: - .- .

Juat velax...take a deep breath...relax, take
another deep breath...hold it...let it out slowly..a
imagine the tension in your body escaping from
your fingers, feet...just let it go...clear your
mind. ..as8 you relax picture some things in your
mind. . .your favorite food...a special person...
whatever. .. 1 .

tris
Now, I'd like you to imagine that you're leaving

« {eountry) and going home...imagine that you're
on the airplane...you look back down and you ‘
remember the good times...and some of the hard .
times. . .and you wonder if you'll ever return. Think . "
about what it's been like...what thinge do you . .

. want tp remember... ' .

' (pause{

P The plane trip takes several hoirs and you
. spend your time thinking about arriving bdek home.
You think about who'll be there to meet you...about
the friends/family you want to gee first...about
having that "food" you've misged for two years...
take a minute to get in touch with what you can
expect when Fou get.home. , . ; ,

( pa'§:) . ‘l\
- Now the plane is ldnding in your Hometown. You're
- in a hurry to get off and see your friends/family .
but there's a line - a long line - just like in
feountry). You wait...finally the line moves and '
~ow You're walking.toward the arvea where your family will ~ .
! » . be waiting...but no one is there.. nobody met ‘
you! You wait 20-30 minutes and finelly thfiy eome.
) You exchange hugs, Kisges; and greetings and proceed
‘Q_ “ to the ear for the ride home. Yi feel good about,
o being ‘home, fYou have so much to tell everybody. '[ N

; . {pause) ) . ! ~— o
/\/ ' Ag you ride in the car, everyone talks about how N
. «  excited they are to have you home...they point out
» K . " . . l..
¥ ‘ " . ' 1 73 - \.“ . .
’ ¥ ' ? . i ‘,.‘

-
- . R . . . % . Y

i : . 1 e T =

-
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Exercise I - Guided Fa.n.ta.sy - cont.

’

the new shopping mall - t‘he largest in tke area,
has everything, everyone thinks it's good, .
someone remdrks aboub the new furmitwre they

Lo bought. . sthat you must see... somecne else remarks
: . about the weight you lost b gained. . ,occasionally,

N

they ask "how wgs it?"..
p - gaid in your letter?”

«"was it really-like you

[ R

on" the trafftc ig Heavy. .

- (pause) =
= \

———

Now, slowzy come back to this room.

the feelings and thoughts
When you're ready, open yd

... the conwersation goes

-

.o
-
3

. .vemembering

ou had on this ”tz'zp" .

eyea

What

. 10 min,.

Discuss re3ctionsrand feeli 'gs.
‘were the high and low points? “"How do you
» think yon'll -redet when you‘:get home?

~ Discpussion ” . 4,
Large Group -

Transition 5. Bridge discussion into the next exercise
on leaving ant\re-entry. S

o All theee reaction amparzf' of the "leaving and
. . rg-entry process” you're going or will be going
’ . through. There aze several ways you might be
thinking of managing this prgeess and ve would
like for you to focus on ‘those' in the next emercise
) ‘ called "Moving On". . .

FE ’ h

v, - - #

.8 .\\u
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EXERCISE II - MowingvOn | ' :
RCISE 11 % ol ) | .
Pqtal Time: 60 mirutes - ) Ij
Objective: To provide a structure for vol rs to begin

thinking, talking’ and planning ahglit leaving
and re-entry: .

Oderview: ¢
—— L) ]

The purpose of this exercise is to get participants @
to focus their thoughts .about leaving and re-entry, The' .
images from the “Guided Fantasy" will)assist them to respond
to the settences provided in the exercgge. +This discussion
will then form the.basis for the problem identification-and
resolution exercaise which follows.

Materials: '"Moving On" handout T .
Procedures:
Time - Activity _
; N
.. Introduction " 1, "Explain purpose of the eXercise.
Set-up . 2, Ask participants to pair up with someone
exercise they know well, hd
5 min. : . ‘ .
3. Pass out "Moving On' skntences - one: ’,
R ~ sheét per pair, Explain exercise:

-

" This i8 a sentence completion exercise which uses
free association in which your pavtner will read
the beginning pf the sentence and you will complete
the sentence saying the first' thing that comes into
your» mind. You'll find the images from the fantasy
useful in giving your regponses. About hal f-vay
through the exercise. you should gwitch roles and “give
. :your partmer a chance. td respond to the sentence . .
' compZetzan. Then switeh again and complete page 2'
* in the same way. You*ll have 30-40 minutes.

* ‘Exercise
.30-40 mins

Ask persbn now holding “"Hoving On*'sheet

td begin reading the senterces, glving time
for their partner o respond before going
on to the next sentence. .

Time. Checks ° 4, The trainer- should give halfway and . °
. last 5-minute warnings to help keep people

v ¢ -

aey 175 e

.
. -
* . . Y?—“\\
N r - L - . .
- [ )
" - - ' - 1
e .
+ ;‘
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Exercise II -~ Moving.oﬁ ~ cont.

/ = ’ .
"

. on the task. Digression into discussion
triggered by specific statements is very

-~ likely. Make sure Roth partners respond
to all the statements "
Summary ° 5. 'As pairs are discussing,’ put each of
- . 25 min, the following three sentences Qﬁ one’ sheet -
. of flip chart paper. e
- I think the hardest part of g01ng'baek
. for me will be.....
¥ - The most stressiul part of leaving will be.
. - When I think of returning home I feel.....

When the pairs are finished, im the large.

group ask individuals to write their responses
to those three sentences on each' chart, -
After they have completed this tAre”trainer )
should review list and sumparize,

As wé look at these lists we can see-the probleme »
we anticipate in leaving and retwrming home.
We can also see the mixture of feelings there are S
about going home. We each’ leave and re~enter with L e
feelings, fantasies, fears, and zdeas of what we .
— could or should have done and what in -the future ue
think’ we will have to deal with., As be contznue
with this process we want to begin to look .at some
strategies we can use to help us manage the anmzetzes
of leaving and going home. In the nemt exebe jee’
we’re going to develop s /9’ways tq,?es nd tg\fff
problems we anticipate inlre-en

‘' Handout 6. Handout "Ten Mlnutes Out"., Distribute this >
: "Ten Minutes now if you are at a break and ask participants- -
o Dut" . : to review, Otherwise you may wish to distribute
. * at the end of ercise TII ~"Re-Entry
Concerns.,,.” N -

Y
' .
k i L
r )
"

i
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EXERCISE III ~ Re-Entry Concerns/Problems/Resolutions

Total Time: 90 minutes . ‘ - \_}
Objective: To develop specific Strategies for responding- .

to some of the concerns oreproblems volunteers

_“““’i anticipate.in the re-entry process.
Overview N
With the exception of a few introductory’ remarks about
re-entry and the sharing of personal experience the trainer
should aveid "giving the answers". It is important that
- volunteers realize that they developed the strategies from
the skills they now have to respond to "new" situations. -7
a The cleose of this exercise should summarize the main
points of the article "Ten Minutes Out ~ For Thoge About
To Return Home" and review the points in '"Doin ourself In".
Materials: "Pen Minutes Out...."
- . "Doing Yourself Ind
‘ Procedures: '
Time - . {  Activity . .
! . Introduction 1, Introducé\gxercise'by bridging from
g Overview" previous exercise (see suggested statement
g 10 min, ., at the end of the "Moving On" eXercise)
Additionally the following comments may be
appropriate. .
1
! From the exercise "Moving On” we found: swrmamsq\/
©  the results (T.e. "Returning Home" sounds positive;
people are ready to move on; some are sad nonetheless)
N . - We would like to share a few things abouﬁ the leaving
- \ ) proaess and making futuve plans;
. = You cwe goz ok to places which may hcrve ehanged. .
. _ . You are going back also ah W “has qhanged.
' - . An important part of that process is looking at
* - . what 18 ahead of-and behind you - you will be
¥ Leaving one qpaﬁalﬁwstcmunﬁm;fvzmﬁb .
as weil as £CV friends, many of you be leaving
. ' ., expe, oqs that have been positife for you; there
* . m&y be

wifini®hed work, e.g, a report you
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Exercise III = Re~entry concerns ,,, cont,

meant to write but didn't or ‘the trip you intended .
to make but never got tox It is important

to, put these things perspective - taking time
to say goodbye,.goivg/for that last meal at

your favorite eati ce - taking the time to do
the thinge that ard important to the leaving prdcess.

. It sometimes may appear to some of you that there __. >
are too mhny decisions to make - and Bven small ones
may seem big to you. The result may be, to : oo
feel grouchy-- to "check out” before it is time .
to ?.eave'cmd/or to get annoyed at the way thmgs .

are going, You may find yourself gettmg angry - )
and ready to leape even before it i1g time to go: P

. ) ' Facilitator - you will %xpand on the notes
o - by referring to the handout, "Ten Minutes _
Out - For Thosé About’ To turn, Home - Some -
Ideas to Prepare You for Re-Entry." ¢

sIdentifying o 2, Ih ordef to focus op'tﬁe re~ently process .-J. Coy
Possible - . -
Problems We want to take a few minutes to reflect on-your ) .

concerne about going home. You may recail letters * K

or articles in the Volunteer magaaind frdm returned, ¢

volunteers where they déscribe some of thgiv dtffwultz es

‘ in-readjusting to family routines, ‘getti k .
- into Ameriocdn culture, re-establ‘w?nng soctal So
relationships and finding a job.' Sofie of you may . -4
have had the opportunity to go homé-for leave and -
have’ therjgpre experienced the re-eniry précess. )
- The concerns related to going home are very real, . T
I'd like'you to take about § minutes now and jot SR
doum in ydur notebooks any concerns fhat you ean oo

think of that relate to your vetwpfhome. . - .72 .~

. .

.
L]

-

..-.:«,g' - Whole group sharing on pewsprinte "The é&rsingr "
i ' solicite a 'list of ‘possib concerns from
‘the group, jotting.each down on newspriat,

Let's take a look now. at some of the concerns you .

¢ have come up with: We'd like to mke a st of all.

the posgsible aonﬁms. . T

'Accept any and.gll concerns a,nd ot them doit;n }\ \
. 1, " on newsprint, . : {

r
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Exercisekill - ﬁé-entrf’coneerné caes = cont.
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S¢rateg1es
.o min.

. & ° Losing PC experience

e

Examplesvfrom previous workshops follows.

--Do not: expect your grou ome up. w1th‘
vthese. Nor is it necesgagy'fb add any

. that dop't occur ,spontane uSIQ

Re-establish friendshipsw ..
Job/place to.live ’ v« ',

s
.
.
.
w i

s

How to ‘meet other PCVs/maintain contacts

Choosing & lifestyle. '
Making new,-friends C
Chinese food where? .
Financial - expensive s
‘Being responsible for yourselﬁqr
Parental/friend éxpeqtat13ns
Weather : , v
Culture shock
Opportunit eficit _ ~
Not being cial _ igﬁb
" Boredom Co
. No ane-caring ahqnt you
Dealing with. gpposite sex
Differént values * .
_Two years behind . ’
Materialsm ' - * '
-Expecfed to be expert on- host country

-+

Pake a Zodk at the tist you just develaped ando
write down any addztzonal eoncerns, which are
~ 12l j@t you as, you think of going back

3. Strategles/ﬁzsponses (Prepare list of
categories to be discussed before session) -

Using ‘thess, problems a8 an. ewample we see that
‘the ‘concerns we have fall into séverdl cqtegorzea
"Thesé coupled. with others 'that V& luntedre habe
had’ ave important foraus to conazder-and we'd
1tké to take d closer look using eix categories.

(THe trpiner should identify examples from
the ;%z% of problems that fit into qgg
cate .) .
- cutﬁauleubuaﬁmaw o
< 'r social. adfuetment -
- e barriers : :

*-nai:_wnal/?olémcal iasues

) L pai
educational problems ., -qzwsdudesnr® T

. profesaiondl problems
o T - T o T
N I

"t

‘ = | 1«79 ,‘,;-' ;,% ve

%
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Exercise 111 - Re-entry concerns ... - cont.

-

‘ 1
Group . . 4, Divide participants into six groups . -
.. fork : Instruct each'group to - )
[ "7 .30 min, - a) identify anticipated problems in . ¢
R ) . these topics upon returning home. !
e L ‘ b) 'list strategies ¢what they can do)
~ ) A R . to overcom‘e ~difficulties .

£) list resources available (such.as
other RPCV!'s, Former Volunteer. SerV1ces, 4
* -~ . . friends, local uniyversities, etc.) .+
" and how youwwill use_them. . . :
Ask each group to récord their suggest1ons ]
on newsprint®and to select someone to ~
be a spokesperson. - _ " I

Report Ouf :° - 5.1 Recohvene Yarge group.: Allow reporter - 7
30.min. ’ : filve minutes-ig review findings Direct -,
o ‘discussion to- clarlfications and additional ~

- LT suggestions. . - ,
Summary 6. Summary - Reaffirm® thaf these stfategies
"-Handout . ' are all going to be useful at some ¥
"Doing . point,: Close exercise Dy passing out 4 ‘
Yourself "Doing Youwrself In" and’ focus closing - .
6 L BTN .comments on expectations about returning .
10 min © % ° _to th§ U.S. and how they 'can be distorted.’ ‘

 Speak from your expérience as well as others. y;

.. The following ‘comments' are ‘an exanmle

ot

.}"‘

. © Re-dMtry is not such a hard pz’ocess but we have
oL ~ to deal with some of the concerns. Sometimes we
oo . - may make the process more difficult than it .
- 7 . ‘need to be - dental process - saying it is going
, £ . to be o.k.-bending realify. These ave some of the )
v " hyths we hear when we do counaetmg ' ) "

&
. ’ L)

’ v

. . ‘ Positive side thinking evez'y-thmg ,m'll really pos .
N T bé great at home. Sometimes we forget old problems T
‘ T . and difficulties when we think back on home and ) - :

. o .. e build an anticipation of our return home that

o, L 48 colored by our "everything will be great” =
o £ % yisdon, Everybody will be fme@ﬂy and’ courteous,,
ST T _ghopsy buginessee and setvices Will run smoothly '
o Cand effiprently - the postman will gell stamps
“\e " With amile qnd customers will line up in an e

et WYY 7 opdedly and patient fashion. We look forward to . J

. o D gbod times with friends’ and family, projecting the . R L

- . P . - . "
* . - 8
. . ) Ye ’ .
. : . .
B . . T Ve P o -
¥ ¥ = -
-
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e Exereise III - Re-entry c,onéern's.,..\. - gcmt i ’u s -

L}

. xemembered good times into $he situation we', /- . _

_ TUS——= | expect upon wighpeturn, This could be the . [ - - /A

- ] sityation. BubAt would prpbably be more yealistiec =~ 7
: roa tp adnit that people. have good days and bad’days . S

Y . s © at home too. People will probably be mduing. . P

AR ' a vhythm gnd pace ‘you've lost step with, A A

- _ - Y . - readjusting to thdt mey cause you some.stréss. A

e T ‘ ‘ ‘&re will be two years diffévence in ; N 4

. ' " Wxperiencea of you ad yowr fri : S

’ have moved away, or married, o hat~ahildren, or  *+ L,

. . all three. Younger brothérs and sisters ’

-, . éhangaed a good, deal, pavents, aunts and «

N, LS . ggem older, You need to think about how you are LT

_ . . going to relate your experiances here to the -+ >  »f

‘ : ’ people at home and how they.ave going to react.

. & Give some thought to what e coming so that .you P

. t . are not caught completely unawares. o S

. , The other side is the, overly negiftive eide - making S e
. youf'é;elf'mpre miserable than you need to-be. - : K
- ~*dnytime ve have an anwmiety going, we tend to ’ - .
t . talk to ovrselves-in our heads.~- when you ave not - .S
) feeling’ so good about yourself, when you are going - « =~ -
. ' through a period of stress,'ete, If you %o have |
. : " 8somé of these negative thoughts ~ thoughts euch'
“asuI don't veally belong anymore; my fﬁ? are
two years ahead-of me pareer-wise and I'cak't
_~—"¢ven get back into the job market; I dou't like
. : . the loss of my independence by having to live~' * be
* . at-home but I have no othew”choice; nobody veally —. .yt
- A - R wants to hear about (hpst cowntry), ete. - if . A
. ) : or when Jou gat into some of these-thought patterns "
N make a ‘conscipus effort to go out and do éometiing |
. to try %o fordet about it.. Gé to 'a.movie, ‘start ‘ o
a amall project, polunteer to tutsr someone &t - .
your leoal school help’ at the hospital, work : :
e e . with a eports team ~ look for pays to meet
. y : . . people afain and tune in to what ta_going en. -
_' * If you keep thinking continuously o that negative
. thought, then you will get intd u etate where .
L e you-ganot function, . vill really get you vay
S A ,  doum. .So, the veverse of the ocberly positive
’ . Meverything will be,gréat" thought pattern js L
. p " "+ the overly negutive . "thingp veally ave awfhl" SRR
e T :Eught pattern. Be awabe Phat thege are posyibilities o
g co - ‘ md think a bit about how you might handle it ‘
. - . . Ll - ‘ . . !

' . - N 1,
LA » . o B
. - - . N B B

. -' L - a 1 .

- - - ) .t




Bxerc;ise III"”- Re—-éntx:y ctmcerns .-° ( 1 4 _
- ’ , : ; - -5 (.' . , .- 3 e ‘:— .::‘ : . .
sz you are caught‘ up in ezther m’ theae pmcema- ST e

We have a couple of suggeatwna. el N

- -." . * W T e
v, U I R o

Jnat be auare-tha '@t 7?8 happemi g SRl e A
-in to yourself e - 2 ‘zg gou % L e
, apg thinking; ¥ . - L Y »
4s soon as you bé me, atop ihmkmg e TN
“about 1t < turn offNthe mental "tapeVs . AN
getupmdgomddasame%mgelss-sayto A
- yourself: UI kaue§ o pta& thinking thie”, L 3 <

Make a conadious effort toihelp youraelf. Lo :
. Aek 8 slac - bounce your\;deas off then, =, o
to see T they maki genge, v A ' !

Personal reflection' ‘ ote L . v T

In your nof:ebodk apendafew m&{ reﬂeetmg . CURE Y

. on what yow ave ‘taking away from thig-eedston, ., -~~~ . -l
. dust think on: what you get ous of ‘thie seasion - . oL
©. 8pend-a. f& minutes Jotting ‘down some notes e

. mwhc;t was reZevarH: fo‘zf you. . - ,,;/- v ‘/— EANEEE R

'ref E‘r:t‘:?}n
the. 1f you have nqt d?stribute

: L SRR . " ) * F
{5 minu{.es later) 43' T T

Teon e

ﬁo&i mtum w yow f‘m 02‘“ mer OfEéez’G‘l-Be .II _‘, _,'."' R
qndrev&,éu bm.éﬂy ol QKM?; jotbed down. . . . T VL

(Opti-onal - do si\f\-if the rqup-i$ into, * .g ., ..

P

Lng: ,..hor om1t *‘f@gcpie ?eem’ to preiﬁr L

hiinute:s Tut.. 22 earlier .thgn th:.s ' .

é-s & gcod t\".%uig/to do so.
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t ' H EXERCISE IY Educating the Fd S Back Home ‘S\:; e
1 N (/ . . I"'?‘ .U

// otal T;me‘\\g/iminqtee T s : R -

_;,;‘?»og; tiv§~ To assist 4olnnteere to be prepared to implement
LA .+ |the developmept educaﬁion goal of Peaee Corps. ;
‘ii'\overview. . . = S . "

;5.'_'_ . . {.! .

" Thi xereiee links back to" two exercisee of SeeeioLfI -

. 'z:‘ "Cogt of Arms"” and "Volunteer. in\{bvelopment" 'Both of which
s genbrated information pf the sorththat ,RPCV's will want

: ».to share with friends,} family and colleagues, not only
. - immediately upon their return, but.for years to come, Indeed
. much of the application of the PG experience may dot be ofade
; for 6-10 years after the PCV's return to the US4&. The’ v '
opportunity to share dhe PC experience, educate the American
\ publéf to development, and intégrate the experiencde into* |
éne'st future 1life ip an ongoing challenge that will continue
to tap the  RPCV - .after he/she hee-returned to the U S, . - - o, =

] PxoceduFes: ¥ ) - . . i L o
e a2, .- o . oL . , Po ) . - !
. . . Aetivity | 4 s e g i.
1 1. Introdi¥e thé exercise. Briefly review i
!

goal #3 and explain why it is impontant

" to focus,on this as an important re
*

.2 ‘Have partlcipants take Qut the r‘“Ceat
of Arms"-and ‘"Volunteer in Development™. . . o
worksheéts and spend.a couple minutes . Y
o : reviewing: what .they recorded, making specidl “ e
, *' notes.oéf thiose items which respond to - JPE
(ff o /‘ ‘ goai‘#& Ask for exﬁmp;es e . e s "

’ LR

: work s . Kssign each groyp one df the followihg . AR
.i S Lt 30 min [ hY Ml, I‘. [ Siﬁflﬂ.’tibns ' ". . s T ) o \ T
' - B -t - v -

: L . PN o

j f-\ oL R % t.fa,.', Presehtatidg 2 homm ity grong back . S !
; \ ' : e T ';~3hohe such ’ as businegg\flub grange - ' R ‘ﬁ
o T T w f - meeting or - roup yick oney on *-- - C ey

"How the Third World Affects Us.at Kome. e fa

} § .*Smali gri?p , 3 ‘Ask'p&wticipants to dividée’ into 4 groups.

t " s F}

;,' . T B.;.Presentaxibn te a. high school clﬁss On L
A T T © " "What' We Can Learn About Other'People DR 2
—~ . e Living in %ﬁe qut Country v L, .
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S ',' Exercise jlv‘.--..ﬁdudatin‘gh the Folks Back Hd;ne‘ - cont.

~ [} L N 'a“ . . - . T
; . . . \ P .
W o N - A R T N\ .
L Vs ' S ‘.\":." .
.

-

g .‘.‘_-\‘:\ : inioz‘mal ‘rap. with a close circle, of X ' ._“ o
X A S '. iends who are skeptical antl think :
- P : ' PO life 1,5 2 paid vacation for twp years.
. \ . ‘-' N 2 T
v R SN Duriﬁg a. JOb int view you.are asked,
-t L . - '"Bha:t did you leadn about PC's role
* a1
L \ ‘ “in! developmgnt‘:\> . v ‘
' * B s ’ . : ) ." T ! + /"‘—_"‘\-—_
L. g ' Instructions: - / - ‘
o ' r - Lo Gii;én-'yoti‘r,‘. , épéz;ierwes,' _md the situation w T
L. " ~  yoy've been aadigned, develop a & minute role-play °
C .’ . which will. demorigdrate how an RPCY might

- respond m t?;w s:m‘matwm

’ . ' 'Partmipants should be ‘informed that the )
L ‘z,ﬂ.ctual role~-play does not have to involve
M all pa.rticips.nts mall _group ~>

' * "'t ' but everyone. should cont ibute 1:0 the T
L . des}_g “.. /} ' -
RN \ : neo g e Ae
Role-Play 4. Ro_],efpia'y'.presentat'ion, Ask each grOup '
. and D1scussions to give their 5 minute role pday. At the
40 min . .’ end.of each ask for alternative responseﬁ‘:f-'" -
: .} as well’as diacussing the key issues that
were presented. ) it
Summary l . 5. Summarize key points give pﬂt/i;:pants -
Journgl . -~ ° . time to record ih their notebooks any ideas
10 min, . _théy wisb to take home. .0, ~
' ‘ . - ) . ‘\‘ ' . -
' = [ r ¢ l /\ o
C & ' o ;
\ - ! 3! 2 ” -"Lﬁ / . " R
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-9, When-I talk with Peace Corbs s\:aff about 1e.aving, they....... i

Yol

. X \ . . \'—\_‘
STOP: LISTENER, SHOW YOUR ?AR’NER HOW WELL YOU'VE BEEN LISTENING

.
i kY ; [ - .. . N ; . . N
N / . =220- SEsSION VI © T\ . .-
R P r ; Handout *
; \// | page one
¢ T ‘ y | SR
NS MOVING ONY»  ° '
’ . . . '
) i, When L thikof leavings~JI feel.vuss * ' ¢’ .
W ' ) - L]
2, My experience here has been.s...- ) ‘
3. Por me (host e_ountry) n;e%us.‘... ' ' . "« ‘ .o "
. 4, The things that I'il miss are.....
. - . ’ , ’ ) . L] . . " r \'
tey /Hi * The things I'll be happy to leave behipd are TEL SR * ) ) v
. - I . i’ .-* . \4
6, M‘hen T’ *ralk to o{‘.he'r volu:nteere'about leaving, they.... )
T § ’ s Y -
7. When I talk to my (host’ Country)\fr-iands “about’ leaving they .,.. : '
\* 8, (if applicable) A . ' ‘ . e & \ \."‘
— s e oA, »-Hh -t-&g.k to my. Smsh_h_elﬂ_béuo‘p__g_o_o AR “‘ {
R . N o
r B, I think that for}){ spouse leaving Will be.ivgedles ' -, .
- b ¥ *

: BY SUMMARIZING IN A FEW SENTENCES WHAT YOU'WE HEARD SO PAR, =
conTIRUE, ‘ . - " .
. - - A . " o. \ . . b‘ - L] o / -~
10, When leaving a place I usually..,.. » o
S . " r - - i N [, o
- . 11, The.easiest’point of 1eav:'mg-for me will be,oons . - \\)
L] 4 ) . - ' !
‘ . ' . . K . B -
12, Before I leave I.really want £o ,e.oo - D e
o ) . . N
A 13, The most stressful 'part of 1e.aving will be,esess - . o
’ -* ’ .
§Wp:’ BEFORE GOING ANY FURTHER, SHITCH Mes. LeT THE ,LISTEHER BECOME :
% « THE SPEAKER AND THE SPEAKER, THE LISTENER, AND REPEAT L v kA e
"WHEN BOTH HAVE COMPLETED PAGE ONE, GO TO PAGE 2, ‘Q \ s
> . . » -, . 7
. A 6 . . \J ’ % .
] o . .
. . N A . ] . L
~ > ) b ’ \ - )
o‘ ) % ’ - e j—
] ) K v ! ( * o .
¥ * .
L gy (e e
L] . s - . ! . “n A -
— . a, “' -
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15. 1I'11 be going back to ......

17. (1£f applicadble),

14, When I “think of returning to the States I feel .......

-

- SESSION VI
Handout

page two

.

16., I expect that for me the process of returning will be e

I think that for my spduse, returning will be .... -
) - . LY

18, When I think of seeing my family again, I ...

.

STOP: LISTENER, SHARE WITH YOUR PARTNER WHAT YOU'VE HEARD SO FAR:

B L]

¥#

— , . ge--20.—-hr—Intetms of a career I hope td.....

t -

B. If this doesn'?wor_k out, I'11 .....
9

19. I think,my family.will expect me t0 «oeos *

7

21N I expect that my ffiends‘ there will ......
’ . *

L3

] Wy
$ 22, Regarding money I'm going to be .......

‘23. Going hack will enable me t0 ... ...

%

e

-

T

R

24, A1 think that the. hardest part of going back for mé will be ....

4

'25. I think the easiest thing for me to handle will. be .....

26. I'm reélly 1“&:-;:?!.:13 forward to T

=

a
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- -
DOING YOURSELF IN -~ A LOOK AT DENTAL AND RE-ENTRY '

A. Positive Denial: . ' . : : "
- ' ’ ' . ‘l N
Myths ¥e Tell Ourselves: ‘ -J
- - ¥ . -
) 1. I should be able to cope easilygbecause=it's my “‘1\ .
o ¥ lown culture. No adjustment ‘problems: ) Y
2 , Ateb .
- i\ 2 I can pick up on relationships where I left of¥} S ‘//4
. . ' ; : . !
ﬂ\\\ - 3 - Eveqxthzng is great eack:home. P .
‘ 4. -‘Everything will be the same as it was when I left.
5. 'I won't experience culture shobk ', ’
- 6. The adjustment. process should last no more tngn ‘
¢ . three months. , - ‘
-7 People w111 be :.111:ere$:‘.¢r ed in hearing abont my .
‘ "exotic" exggr”ences n {country) . .
8, Things work better bacgfhome. ) ih , ¢
B. gative Den1a1 -
. ™ Setting yourself up to be more miserable thaqﬂyeu need to be.
' ~ 1. I know I'm not going to like it back there .
- 2. This change is going to be so overwhelming, I'm not
going to be able to cope.
) I shquldn't be feeling so '.(upsep,'dep}essed; ,
s dlsorganizéd) - . ’ . .
[ L l
< . I kodow I'm going to be so lonely
_ ."No one can aunderstand what I'm going through.
- ) ’ )
', " 8., Everyone is ahead of me now. L
- A ':u/" ' W, , )
: . - s s, . “ ¥ ]
‘ b
L 18 .
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Hagdouﬁ
, I - o s . }
" . TEN- MINUTES OUT i
.+ . FOR THOSE ABOUT TO RETURN HOME.  * o
+ Some. Ideas to Prepare You for Re—entr{ , e
e . CoTeE
. h? . , - a
Joel Wallach/Gale Metcalf y o ,

’ . Community Counselors* . i
. Amerigan Associatiof of Malaysia

With the end of:you} Peace Corps service, many of you
are happily contemplating your upcoming travels and return J
to the U.3., For those leaving permanently, the commotion »of
last minute packing and shopping, eagerness to see friends
and relatives, and that final.round of goodhye parties, can
easily distract you from focusing on the ways in which this
return to' the U.S. might he _.stressful. We would like to
ask those of you who are about to relocate back home to take

.8 few minutes out fo examine some of the stresses that go

along w;;h“returning, as well as some things you might e
do to prepare yourself and your family to make this transition.

&

Anytime one of us makes a'major life change - addiﬁg or,
losing family members, changing johs, changimg friends, moving,

‘etc. - we experience predictable and sometimes severe stress,
.Most of us recognize this in the process we went throtigh

adjusting to living overseas.. Fewer of us realize that
another adjustment, often equally stressful, accompanies
resettlement .in the U.S. The first part of this process

"might Be termeéd "reverse culture shock". Americans who have

moved -in and ocut, of the Statés a number of times consistently
report the experience of feeling strangers in their

own country. Living overseas, we often carry with us
inaccurate and idealized views and to forget that hagk

there things don't.always work efficiently, that sales )
peong can he downright rude,” that our current home has _

T

no monopoly on traffiec jams. We expect people and places =
to pe just the way they were when we left -“’the way we
remember them. When they are not, we/find ourselves dismayed
angry, disoriented; feeling out of control. Because we do
not expect things to be different, the fact’ that they are
different hits us especially hard. This phase of adjustment
typically lasts d4nywhere from a2 few weeks to a-few months.

Re~entry: (A Two-3tep Process . . : N -

L

Reéentrﬁ is a two step procéésf 1y iaaéingfygur host ..

'commugity, and, 2) returning to the U.S. and re~involving

yourself in life “bacly home'. Often, people focus on the -
tatter, missing the importance of the former. Closure is

89

[

the key concept here, giving yourself the psy.chological 8 é//*

ey s,
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"Ten Minutes Out.,." - cont,. .

K

space to separate one part of you life experience from the.
next. A careful balance is required so that you neither "check
.out” too early‘nor too late, If you pull out your energies
too early, you find yourself afflicted with 'short- termitis"

- deRigrating the .host couktry, and-its people while romanticizing
the U.S. If you disknga with too little time, you find

that a significant part of -you still remains overseas for
several months after” you have returned. .

» L]

Some Thins Yo&\Can Do No§{~\. . R

‘Despiite the multiple gtresses discussed above all ol
us eventually ‘adjust and Ghings do (hard to believe) return
'to normal. Some manage to deal with the adjustment process
quite easily amd quickly, while others find themselves
experiencing significant stress for a period of time. There
are some things, however, that you can do to-smooth dut the
inevitable bumps and shorten the period of frustration.

Probably the key factor is toﬁrecognize ‘that there will .
be a period of stress., It is normal ‘and to be expected.
If you can recognize this is coming , understand it-as a
natural part of.the ﬁdaustment process., you defuse some of
tits potency and are able to' help yourself.

Theré also appears to be a number of myths or misper- .

ceptions that people narbor about re-eantry that work against
them. -Ideantifying them can help you to root them but of y 5"
'your own. thinking, é people attempt tor cope with the - .
stress of this majoy life change by bending reality and seeing
the world they are about to re-enter .as either® too positive

or too negative. On the positive side, they deny reality

and thereby attempt to cope with current anxi es by telling
themselves such things as: . 4

- "Everything is great back home.," .
- "I can pick up on relationships just.yhere I left off",
- "I should be able'to c0pe easily bec%Pse it's my

ofn culture.” '

-

. - "Everything will be the same. as it was when I left vy '
- "I won't experience culture shock."” Y 4

- "People‘W111 be interested in hearing about my .
'exotict expériences overseas.! W
". - "Things work better back home,' \ ‘

i This type of thinking #s gunctional unti} they arrive

home and find that with their unrealistically high expectations
they've set themgelveg up for disappointments in the months
~ahead. Overly negative thoughts, on the other hand, set ]
"them up to be even more miserable than they need to be! Some

+ @f the most popular age: ) Coa

- _ Ptﬂi ' ’ 1};6_

L] Pp——
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. "en Minutes but..." - oont. . ' ,
- “MI'11 never bk able to cope with all of this." . .
- «"I'11 hate it back there."
Y - "I shouldn't be feeling so...(upset, depressed, disorganizedy”
’ + = "I know I'm going to’'be so lonely." :

1Y

T Such seIf—%alk serves to increase anxiety and feelings of

depressﬁbﬁ: panic and disorganization. It saps need energy

and coping resources, While some apprehemsion and coacern

. is obviously functional, this type of thinking is not. .
LIt only serves to promote panic and gloom., You can inventory .
your own thinking about re-entry to see if, in fact, you're-

-~ harboring any of tnese kinds of self-defeating thoughts- and
you can help other volunteers to do the same,

,

¥

-

b ’ It is.important for you to talk about your feelings
" regarding the impending move, to share your feel¥ngs, fears,
. and frustrations about ‘going home. Just e essing these
- . ' feelings often serves as a release so thdt they don't build
= * ‘up-and become overwhelming. This is important before, during
) -and after the move. -' )
. 4+
* Talk about what life probably will be like back ‘home, -~
but be flexible and open to changing plans if they don't
work out. Let everyone in your family know that some degree
of flexibility is possible. Remember, you can plan, but-it
is hard when overseas -to know exactly what you'll face upon
" return home.
View the-feturn to the U.S. as a’ cultural experience.
Be aware of how the "natives" live and use your special
sensitivities gained from living overseas as a key to
understanding yourself and Amerdca better. GSome veterans of
the re-entry process suggest taking a week or two, if time
permits, to be a-‘tourist in your own eountry before you jump .
., into the settling process. Last of all, don't expect too .
Y s much of yourself right away. Give yourself some time., Many
returnees advocat® maintaining a low profile for .the first
y few months back by not taking on too many new activities.
You may need some time to catch up on being Americag and
® - '#e¥ling comfortable once again back home. . :

,Ht' -
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' _ SESSIQON VII - NUTS & BOLTS., FORMS and , PROCEDURES

»

R
Total Time" Ldl - ié fiours

. Overview: ° ° ' : . | 0N »
) —_—, . ' .
b The purpose of this session is to attend to any administrative/
procedural paperwork needed for the COS volunteer. Since .}%

this need will vary depending on the country snd timing
of the workshop,a detailed de31gn is not prpovided. Topics
that were included in prev1ous workshops ingluded:- . 4
f-w‘\ . o g
- Gompleting Forms re COS (See Forms & Procedures in
Guidelines pages 7-10)‘ .

|

i " - Outline of suppart ser ices provided to RPCV‘S by oo
' " . ACTION/Peace Corps FVS Manual) ¢
, . ]
e s - Final plans for ‘a. party - a big party -, -
- Distribute COS packets' * . . o )

- Completing Travel Vouchers, ete,

* The final exercise of the workshop should involve
participants in a closing activitys Several closing activities
are described on the following- page. ¥hichever of these <
or others from your own files - you shguld also spend a few
moments summarizing the workshop goals; giving highlights ang
reviewing boths t0 remember, .

. ) . -"" 8Su ggested Closing Activities

The purpoée of these activities is t¢ provide an opportunity P
o for the partdcipants to reflect on the workshop experience and™
- examine their learning, particularly in relation to being better

/s pwepared to return to the U. S' )
\
Exercese 1! Highs and Lows .
- " Ask participants to identify those learnings or
. activities that were highlights of "the workshop for them |
J;' Brainstorm these. "highs” and record them on 2 flipchart.
; . . .
- Brainstorm the experiemces which were "lows"; that is,
those things that did not meet expectations,
N
s, - Record the "lows" on the flipchart.




,-Sessio& VII'- Exercdises - cont, . &, .
? !
r/ . N - - )

) - gAsk; participants if there is anything they would like .
. to.-share with the group or with. the tqainers.'

- Ed

. Exercise II ~ Park Bench - S X —

This exeicise is. designed to allow part1c1pants to become
1nvolved in a symbolic activity Which connotes closure, rt

-. State thart this exe‘fmg& 1s being .chosen to facilitate .o
closure and to end the workshop, The trainer sits on .
the ‘bench and requests that one or two participants
or the co-trainer sit with him or her, - ’ /)

= The trainer talks about how she or he experienced working
with the participants or co-traider and what she or -
he remembers apd will take as memories from the workshop;
" the impact of relationships; ‘and other wishés for the
future that she-or he might asSocia with the workshop.l-,

- Participants -take turns talking about the experience
until all participants have had an opportunity to talk,

- If the trainer begins the exercise by calling other .
participants to the bench, then esch participant called -
may call ano'ther participant or trainer to the bench,

Those persons who come to the bench may in turn ca11
others: ’ . . . . \
Exercise 111 - Expectations Review .t )

F

.~ Divide participants into the same groups that were
+  formed on the first day for the "Expectations Exercise" .
(Session I - Exercise II19 | o -

o f

Select a spokesperson tO report out;:z ’_ ’ - :'
- Review Expectations from the flip c%artb ‘
- Were the éxpectations met:‘P P g o - . o . _.‘
-"What happened that - prevented thenﬁfnzé being met? B

R

. = What could have been done o hel' you meet them? BN

- . 'Ll ’ <
r - Wﬁat additional workshops would
to meet other nee&ds? ' . - -

+ ]

- Réport¥PBut to totak group, ‘ R el
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Session VII - cont. e ,
Sentence pompldticn: ) ! ‘ L
On‘a flic chart write the following sentence stems: ‘ {. ‘

, i) " What was most enjoyable for me was ’ . .

2) I wish we could have

-3

' 3) ,The most important thing 1 learned was . . o
N { . > .
r Ask each participant to take a minute to thlnk about s
qow they would complete each sentence. re .
One by one, participants give their reSponses to the - :
; whole group. Tralner(s) should, participate as well. -~ R .
e , , ‘
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6) ".If you weze to run a w::x:kshap x,ike ’t:his for ano‘ther grouwp bt "’ R
" Peace Oorps. VO1un‘-:ae;.s wha.t wonl,a gou do diff'erem;ly? N :
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P S ‘7o what extent has this sesSion been intéyesting’to you? .(Please
A . circle the appropriabe mmbqr b= nog at all; 5 = extrep:ely) -
"o . "' . . T - -, * .
" ' not .at a1l .+ o 17 3 4 8.~ extremel,&
. . ’ - .‘ L . . [ . . ‘h.‘
* 2) 7o vhat.extent has,this ession bgen useful to‘you?
. : . ' A '
-t ’ N :‘.; ' .»"'. - * +* '
. . notatall - 0 12 3 4.5 ~ extremely=™ .
3 Al -. 'v'ﬂ‘ (
— + \ » ) § ' - -
. 3)- What are two important things whitlh’you learned from this workshop?
. ) ' ’ ,\—/ 4 ' ) . bé; [ b . 1 . 8-." . . F
’\ /a) ) . ‘h";{.' " — - - : ’ '
_ X . r, ‘ . 11' : % . . { ] . ]
. " 1Y ” R . L Cor T
. - . " "_ K .\ n ;_, o O -
c‘i : 45_ ‘What things~did you eSpecially Like about this experience? (ngé'ér)_.ine '
- the t‘.hings you Iilgegl ‘the mst) N . -,
= ' [ I f\ vt e : r ) /
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LI = I '
. 8y What things did you diatike about, i;his exper.{e.nce?» {im,eetiiné : Lot
; t.he thing you most dislikel . . o . -
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