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RECOMMENDATIONS FOR USING TRAINING MOQ&LE% : - ~

“J . 7

*

‘The following pages 1ist modules and their corresponding numbers for this
particular apprenticeship trade. As reldted training classroom hours
vary for different reasons throughdut the state, we recommend that -
the 1ndﬁv1dua1/apprent1cesh1p commqttees d1v1de the total packets to
.ff1t their individual ?Jass schedu]es o
PR .
‘There are over 130 modh]es available. Apprent1ces can comp]ete the
whole setr by the end of their 1ndentured apﬁfent1cesh1ps Some ' —
apprentices’may a]ready have knowledge and skills that are covered:
}1n part1cu1ar modu]es " In those cases, perhaps credit could be
granted fok‘those_subjects, allowing apprentcies to advance to the.
remdining qogules: . ' S : R l
; - “ ) . B
- . T ‘ . }
We suggest the the apprenticeship instructors assign the modules ‘in-
v numerica1'order'to'maké this'1earning tool most effectivg.

. »
w : & o

o : .‘..' .




. =

-

| ) . ’ -~ . h
Goal: : : Performance Indicators: -
. _ \ ‘ ‘ ,
b ( .
\ \ 2
The apprentice will be able to 1. -Describe importance of
describe good communication skills., listening during communication
o ”' with others. ,
7 2. " Describe how to get the other ¢

person to listen.
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INDIVIDUALIZED LEARNING SYSTEMS

n

| /\ ' | . | | ‘ - ‘. ' . . ‘ : . . §

Commun1cat1pn is a two-way process, one person-ipitiates and the other person

responds, /There is no commun1cat1on if you are by yourself in the wilderness.

This modu]e emphasizes the two-sided nature of cbnmun1cat1on 11sten1ng act1ve1y
to othersA hearing not only what you want to hear, but what the vther person
means, aqd ensuring that you, yourself, are treated with respect and listened

to when pt is important, .to be heard. It is your right and obligation to make ‘ T
sure th?t.conmunicat1on is two-way. o . . !
' 3 ' . : B
f ] ,
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INDIVIDUALIZED LEﬁR‘NlNG SYSTEMS Y RV

° _ o
- Study Guide

L

.’ |
*

A ~

\
This module is about commun1cat1on 551115 Being able to listen actively to other

peop]e and ensure that you are listened to 1s essential for good, two-way
communncat1on Most of us work with other people, and these skills will help ®

.you get aleng and get ahead with your fellow workers and people in supervisory

positions. To complete this module, follow the guide below. Please check off
the assignments as you complete them.
. : ,(A}

L4 L
A

1.+ Read the Introduction.and Information sections carefully. Discuss within
your class anything you are not clear aboutsbr that you wish to-discuss.

', 2. Comp]ete the Self: Assessment and compare your answers W1th those suggested

“
on the Self Assessment Answer sheet Discuss, with a partner and, if
necessary, with your instructor, any answers with wh1ch you disagree..

3. Complete the Post Assessment. Your instructor will need to divide the /

class, preferably 1nto'groups'of three. Follow the instructions: at the
top of the Post Assessment sheet and pract1ce the skills in the q1ven'
.~ situation. Report to your instructor when-you have finished, and before

\

continuing with another module. ' b




. INDIVIDUALIZED LEARNING SYSTEMS:

Information

I A——

;

Are you a good listener? Do other people listen to’ you when you want to say

something 1mportant7

It is escent1a1 to be aware uf and to practice skills in CQMQUh1Cat10n They
are the mpst important soc1a1 sk1lls, and as most of us work with other peop]e,, .
they are essential in our jobs as well. They are at the center of Hﬁmﬁn re]at1ons‘d
_ traiaing and the very core of respect.for the rights of individuals. ' Mre , " S
-probiems and difficulties. between people occur from poor communﬁcat1on than- from
any other area of'ﬁuman~expervence | ' oA

"
. B

-

QI' ke are born with the ability to communicate our éwn needs, but we have to learn
how to hear and respond.to others. What ofted habpens is that during our ‘early
childhood training we are made to feel guilty abbux this inborn ability to ask
clearly for what we wantn—1t is labeled as aggressive, impolite and selfish. ) .
Of course, there are more approprlate ways to make our needs felt thap scream\:g b
and crying, but tne direct honest commun1cq;1on of babies is. something we can tin
learn from. There is not even much encouragement to acquire the skills of genuine
and active listening to,others. Most of u$*know that the experience of being
"told off" or of being very bored by someone who,has powéz over us teaches us
‘ only to bSe quiet’ and to appear to be Tistening without necessarily undérstandinq

or wanting to understand. We -are Tikely to feel that we have beeri done violence

to by not being allowed .tu express ourselves, especially any negative feelings, and

we begin to feel resentful and disinterested in q1v1nq anyone else the attention .

and undévstand1ng that we, ourselves, do not feel we are re?f1v1nq ) | .

We are told, very early on; about the importance of listening to, understanding

~




ye

rd

and acting on communication that is 1n1t1ated by h1qher status. 1nd1v1dua1s (e.q.
parents, teacﬁers, supervisors, etc,) "It still dis the most. eff1c1ent and .

productive way of initiating action. However, you are also entitled to communicate.

what is important-to you, and that is what this module bnd the exercises should
help you to do: communicate bet*ter,  not only with your fellow students or cor
workers, but also with people in authonity.

13
L]

When other people sense that you really aretlistening to what they are saying ‘
(to their feelings and their words), they feel valued and respected. Vhen you
get the same, ‘honest attention paid to what you are saying, you are likely to

feel good about yourself .and the other person. Everyone benefits and gets
along Lciter, &

First of all, we will look at active ]istenigg,' This has been divided into
" two areas: centering'attentﬁon on the other person and checking ideas and feelinags.

1
&

Center your attention or the other person rather than on your own response or
whatever you may be reminded of in your exper1ences Try to understand why the
: subJect matter 1s 1mportant to the other person Think of the other person as
.soneone you are trying to -gain knowledge' from. This involves open]y show1nq
‘ you are listening, keeping your eyes directed most gf the time toward the other
person, avoiding d1stract1ons, such as 1ook1nq over his or her shoulder at othe¥~
people’. (If the other person rea]ly is very borina, then it will be necessary to
practice your skills at being listened tg.) Think of some of the ways tha® your
body language and use of voice might indicate to someone. that you are not listening
actively, e.q. slumped body, dull tone of voice, scratching, picking your nose,
. etc.  Watch how people at hume and in the community express, with their body, as
“fwe11 as thehr voices, their interest or lack of interest when somebody else is
speaking to them, The <challenge in active listening is to find out as much as ‘
possible adout what interests the other person (as much zs the other person is
willing to d1vulge) Take it as a challenge to find out what is really dimportant

to the other person you will d1scover that even in day-to- day activities each of

us is living according to very firmly established values and beliefs. By listening
actively, you not only understand the other person, but you flatter him or her

at the same time. ¢

13 !




. tere's an example:
A: "I went to the ball qame last night."

<;~ ~ B. (assumes mistakenly it is the game that interests A) "Who won?" ’
) A. "Ems. 4-0."
B. "0h." (not knowina anythino about baseball and thinkina this was what
A wanted to communicate, B cohes to é bored and boring stop.)

-

s

Here is the same situation that resulted “in a d1fferent qualily of commun1cat1on2\
A. "I went to the ball game last niaht." < -
“B. (not1C1no\A saf% this W1thout,;nthus1asm) "I didn't know that was something

you enjoy do1nq : - L
A, "Tt dsn't. I prefér q01nq fishina but my airlfriend wanted to go."

Now, at fhis point, there are 5evéra1 possfbi]ities that will help B tap into

| what really interests A. It would be possib]e‘(althougp probably too threatenina,
even if it is accurate) to~ask, "Does she always makevdécisions for you?"
There are many other less cha]1enginq“a1ternatives. Here are a few:

. - a) "Great. Where do you go fishing?"
b) "What sort of fishing do you enjoy?" ’ T
c) "You seem to like outdoor activities." ' 4
d) "Does she go fishing with you?". ,
e) "Sounds as if that might ha{eabeen'allittle boring for you." ¥
N ) “Do you usually share your activities?" ,

The many alternatives available to B do rot require specialized knowledge, not -
even similar backaround experience. I%“s possible to carry on an interestina
and enthusiastic discussion, using active listeninag, with a nuclear scientist.-
talkina about a complicated theoretical point, if you 7.2 able to cue the person
into communicatinag what:is important to him or her. in ‘this case, you would
.probably not understand. the content, but you would be responding to the feelina.
A11 th8t is required is that the active listener has a wish to find out more !
about the other person. 'Ig the example, the possible questioﬁs qhd‘counents ¥
follow on from A says and encourage A to open up and ‘communicate directly.

oo

. Checkina that you have understood the other Rerson’ s feelings and ideas.
Somet1mes, as in the 111ustrat1on of the sp1entist whose .1deas mean little to .

Ll

G

14




you, the most important thinq'you can do in understandinq another person is to be
sen51t1ve to the fe;11nqs either expressed, ‘or in under1y1nq the words. However,
~a ‘complete commiunication is goina- to occur when both content or ideas and feelinas
dre recognized and understood. The easiest way. to practice this listenina skill

is to try putting..into, your own words' what seems to belmost imbortant to the

othar person and then asking-them whether.that is what he or she said. 'Also, if
you think there ave feelings that do not match with *the content, it is useful to be
:able to—idént}fy what you think are the feé]ings and again to check w h the

"other person”' Both of these 11sten1ng skills are extremely important when
..someone is trying to communicate someth1nq to you that they be11eve you should
hear. In other words, even thouqh you are still center1nq attention on what the
other person says, it is given added Tmportance because they areétry1ng to focus

on you.

-~

¥ . .
Following is an examp]e : -

‘A. l‘There s something I want to tell 'you and I don't know. where to beq1n "

B. "It'seems to be difficult to tell me."

A. "Yeah. The thing is...and I'm not.the only one who says this...I've been
asked to tell you...only I don't.know how you'll take it."

B. "Sounds as if you're fee11nq uncerta1n whether 1'1] accept what you tell me."

A. "Yeah, I...."« . S .o
-~ | :

The first response by B checked.the.content dfothe words; the second response‘by
B checked the feeling expressed ih the hesitant manner of delivering the words,
and probably the wohr{ed‘expression on A's face. Remember, even if what you
eventually hear is unpleasant, the fact that you are cheéking the direct and
indirect meaning helps the communication process. By doing this, you are making
1t easier for A and probably making such a favorable impact that you will improve
your position when, at last, A qets around to telling you what is the concern.

You may»haVe-not1ced that the aim is to stay in the present, following closely
the-words and feelings the other.person is expressing Your preqlct1ons about what
the other person m1ght>be talking about are probably not relevant at this stage.
Even if you guessed and .jumped in with, “Oh, you're cr1t1c121ng me about-----, -
you 1essen your chances of com1ng through the ordea) haV1ng made a favorable
1mpress1on for your effort to understand to’give full attention and to take
notice. They are all personal skills that will help you get and keep jobs.

%



For example:

Sometimes the feelina content is so obvious that, particularly when it is a negative
emotion directed at you, any checking of it would sound 1ike a challenae.

Y

A: "['m very angry about what you've done."
The feeling Dgre is clear. ,Yoh'would probably make matter; worse if you said,
"you seem to be mad at me." A better response would be any of: )
'B. a) "I'm'sorry you're mad at me."
b) "I wish I could change how you feel towardme." '
c) "Can-1 do anything to help change your ‘feelings about me?"
' "." . T
Now it is your turn to be listened to. The way in which this is going to happen
is by asserting your rights as an individual to the same respect that you'gﬁve the
other person. Developing the communication ski]ls that ensure that you are
listened to and. get what you believe you deserve, is e§sentia1 at work and in

-everyday 1ife. At work, #t is important when:

*you need help, more ihstruction, quidance from supervjsors, -journeymen énd
fellow apprentices ' : -

“*you want to end somethina that you feel is not respectful to'you as an
individual, e.qa. continued jokes, about you, bullying or other belittling
attitudes and comments

*you want to clearly say %yes" to something

*you want to say "no" toc other people's requests without feeling guilty

, »
There are some occasions when }ou just’canut get what you want without changina
the other person or the place. Sometimes it is better to disagree si]ent1§ with
the boss; this is where the additional skills of tact and diplomacy*may be useful.’
In this case, your interest in asking your boss not to blow cigar <moke at you
might be overridden by another interest--keeping your job. There are also work
settings where you might find a similar conflict of personal interests 1in-dealing
with a customer who, as a proféssional, you know is nearly always right. Imaaine
you are a floor layer who sees_that a customer has bought cheap material that will
not last long. In this situation you have an obligation to respect the customer,
arid your expression of'opinibn about the material comes second. Even if the
customer asks, "What do you think of the carpet?"; a skillful answer incorporates
what you have learned aﬁfut'active listening; you check what is behind the

16
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" question, whi®h, in thxs mstance, is probabL) request for reassurance.

“~ H

For example: W ;o

"It will look marvelous when I ve 1nsta11ed qt.v
_ » - or ) . .

"It‘séems like’a good buy, for the money you paid.”
So, it isn't necessary that you. express everything you feel; that would be no
advance oVer what a-three-year-old child does. The guidelineis- to. 1dent1fy when
you feel -your rights .as an individual are being ser1ous1y questiOned when you
aré being treated with less than appropr1ate respect. As an apprent1ce you
can expect to take some Knocks, but you still have a chht an a duty to your
own self-res$pect %% correct a situation or relationship where you are continuously
pe1ng ‘put down..' When you feel a situatiorr is getting worse, and you fear for.
your job,,check with*your co-workers; they may have the §ame'feelings. If the
troub]e'is something that can Be changed for the better,‘you have nothing to .lose.
It is important to ;peak'ouf and there is a well-proven way of doing 4t--and not

‘ only surviving, but winning.“ ‘

Tﬁg ski]] pf'being listened to involves avbiding, at all costs, becoming aggressive
and threatening to the otheg person. If you are agaressive, it sounds like an
uTtimatum and the other person is given two-choices: surrender or fight. Most
people will fight, or will give in and Jgsent‘you; either way, you have lost.
The skillful way q?ves the other person a face-gaving way out;-it showé,rétpect
for him or her at all times. ' . - ' .

Take, for examp]e complaining to the boss when he or she makes an unreasonab]e
request. Maybe your boss has asked you to run a personal errand during your
“ lunchtime. If you don' t want to do this, you do have the choice of speak1nq out
and being listened to.  Here's the pro}edure to follow:
1. .Show your boss you understand what is 1mportqnt to him or her.
2. Take responsibility for your own feelings. '
3. Suggest a polite" --worded, alternative action.
For example: . | .
. "Excuse me, I wcnder if I could have a word with you. It's about the errands
’ you've asked me to run. I realize that you are veri/ busy, fhat they are

<
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'important'to you and [ would 1i¥e to help. T'm not sure why, but Tm feelinq )
upset about ]os1ng my lunchtime. * I use that time to relax-and eat so I can work

hard in the #Fternoon. wonder if { could run that errand after 2 0 c]ock
N . ,

- -

It would be difficult for any person/to respond to this request in other than

a reasonable mapner. ., . < »

"Here's another example where you feel you are not getting the superV1s1on you'

would- 1ike. Fo1low the same formu]a v

1. Show your understand1nq of the other person?is pos1t1on

2. Openly take respcns1b111ty for your own feelings '

3. Suggest,politely, an a1ternat1ve to the presdnt s1tuat1on

"Excuse me, -Bob. Have you qot a minute? .I know you're busy and maybe I m
unfair in-feeling that I'm missing out of my training, but there is a lot I want_
to learn and practice; much more than I'm.@oing now. Noutd you please, if you

~don't have the time, ask someone else to give me some instructton for a few minutes *

-

twice a day? Thanks a lot, Bob. O | .

Here-is an exano]e showing the skill of say%ng "no,'" while avoiding threatehinaf
the other person, and while maintajning your sense of self-worth. . '
A. "I'm in a hurry to-leave early. Can you"punch.the cloek for me?"
*B. "I ¢c»n see ySu're in a rush“~and<I may be sil]y'about‘fee!inq pressured -
into something I don't agree wath but- I 'd apprdciate it--even thouqh you're
~in a hurry--1f you could do it yourself this-time."

4 -~

L4

-~

Underlying all of these suggestions for skilled communication is the principle
of ‘respect. Try to maintain respect for your fellow workers and uphold your

own sense of self-respect. This makes for commun1cat1on between equals. 'EVen
if you are not equal in.work skills, experience, status, money, you are equa]

in your individual worth. Show you believe in other people and show you believe
in yourself; being able to commun1cate with honesty and respect to each

other, demonstrates that belief.

-
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Assessment S
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: Here are some descriptions of different ways of communicat1ng with--and responding
g to--other péople. In the spaces provided, write aTif it describes. how you "
‘ o m1ght feel or. behave. and F if you would act or feel 1n a very djfferent way.

2.

.

12.
13.

14,

3.
.5,

#

10.

11.

a.

) I want to feel. 1ndependent strong and self-reliant’
I usually -fit in with what other people tell me to do even when I don't -

bhen someone, other than a close fr1end, 1s°speak1nq to me, I have difficu1ty

« in concentrating on what he or she is saying.

___Hhen friends ask me to do something for them, I find it very d1fficu1t to
refuse even when it is very inconvenient for me to'do it.

If a person 1¢ talkihg about some subaecéa& know very’ little about, it jS‘ -
hard communicating with them. : '

what is of great interest to them

____It is important to listen to the feelings that people are expressing, as.
well as, to thg words.

when I don't like what someone is do1ng. I can 't bring myself to tell them so.

5
hud

¥ . ..
agree with it.. ,
1 prefer to be looked after by someone else; it's too scary to stand up

for myself : ' :
__"Even if I feel I'm being taken advantage of by a fr1end. i¥'s better’ to keep
the peace and. say noth1nq .

___When someone g1ve$ full attent1on to what I am saying, it makes me feel

" understood, and that's a very positive feeling.:

If I get angry, it's always someone else's fault.

If’s often the impolite way in which things are said that makes a request
sound more 1ike a demand. ' ‘

Understand1ng what someone means to say is a skill that can be learned.

®

__It's not enough to.1isten, it's important for th® other person to know that

you are listening.

1 be11eve that everyone is 1nteresting. especially when they are communicatan '

e .
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ePost
Assessment

Tt

3 In comp]eting this sect\on, it's betten if you can ;ork in groups of three people.
" One person will be A, another B, and the th1rd wifl be an observer, Make sure
V‘T,that each person practices active 11sten1ng and being 11stened to at least three
 times eagh. If you want, think up some sitéations for yourself and rehearse those.
Discuss, each time with the help of the observer "how succecsfu'l the communication

. . PR
was. . # . R

1. Practice in active, listening. . \ ' .
 a. B asks A what he or she did Thst vieek-end. | \
b. B @sks A about a hobby or other interest. ’ ' '
c. A tells B about someth1ng he or she ‘has felt angry about.
d. A té%ﬁs B about a time when he or she really felt happy

- »

L

—

2. Practice in heing listened to. S, .
4 a. Your friend's father asks solwe search1n , 'f'l s about his son or daughter;
| you don't want to give any information. L;ffpli . . '
’ . .b. A dentist- keeps you wa1t1ng an hour, yo {7'-7[30 cggp]ain\and suggest *
an a1ternat1ve
c. You buy'a stereo that breaks down w1th1n two weeks -of purchase You,take it
> back and ask for a refund or exchange. ’ i :
d. You ask a Jjourneyman not to give you only the tasks he doesn't want,

. | '/// |
® © BEST COPY AVAILABLE
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Goal: | . . Performance Indicators:
. . - w"\ / .. e
- N ' ' .
The apprentice will be able to 1. Describe intportance of team-
describe the skills needed for . work and group support.
giving praise and accepting . ' S
" constructive criticism. 2. Describe reading of attitudes. ,
3. Describe piving ard receiving
positive opinions. i '
. ¢ . ¥
‘ : ' 4. Describe giving and receiving '
criticism. ’ ' S
ol '
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» you seem to be, from the attitudes ynu reveal, and the way you behave, then you .

" everyday 11fe %ut it could be an 1nva1uab1e set of skills to have in a work setting.

an efficient and satisfied working team. ' : ' £

>
~~+

Introduction

———

The purpose of this mogdule is to give you the opportunity, within a supportive
group, to practice giving and receiving information about how each of us comes
across to other people If you get sufficient evidence about what sort of person

have a start1ng p01nt for developing new personal skills. It is the function of
the grcap in which you are & member not only to provide personal feedback to each
person, but also to do it in‘an encouraging way; each person will have an interest in
helplnq each other. It is of great value to practice the skill of 11sten1ng to N
pos1t1ve personal comments without being shy, and practice the skill of receiving . - .
negat1ve responses without getting defensive or aqgress1ve This will be a

more direct and Honest way of c0mmun1cat1nq than many of us are used to in our . ‘ ‘l

Honesty of,communacat1on, the ab111ty to reward good attitudes and:behav1or, and
to 1imit and do away with unproductlve ways of behaving, are crucial- to creating

]
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Study Guide

INDIVIDUALIZED LEARNING SYSTEMS

.'_‘\ )
}\
N

4

3.

- ’ ’.
. .

Since this module could stretch over several group meétings, it is all ri to

. ‘ Iy ' .
Read the following guide and check off each task when you have completed it.
co,ntinuéﬁto another module rven though yeu have not compieted all the ass!gnments.
N .

+

1.____Read the Goals, Performance Indicators and Introduction sections.
2.'_¢u4y the Information section and discuss the ideas within your group.
3.__'__Comp,1ete the S¥1f Assessment and discuss your answers with a partner.
4. Complete. as many,,assignments ‘aa your instructor decide's are necessary,
5. Complete the Post Assessment. '

-
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The Importpzcé\of Group Support ?nd~Teamworkf " : ' e .
Can you work in'a team? -Can you be a productive ‘team member? It isn't enough to |
be thought "nice" or to treat everyone else as "nice”. You don't need to be.
considered a woﬁdérfu] person, liked by everyone, in order to be a good team \
member. You do need skills such as being tactful and diplomatic, having a sense
of humor, tgg skill of'showing enthusiQ§m and the skill of being able to get tpings
done in a team--working toward a common goal and finding the most efficient path -
to get theret~'The only Way to build a satisfactory team is for everyone to know
. just where they ar:.e and what they are being asked to do. This can only happen
by’ means of direct eommunication. If, for example, you are in production work
and there is one worker who freqheht]y 'goofs off,' leaving you with his or her
work, what do you do? Do you smile, act nice and.keep the pgéce at all costs? o :. '
Do you stay quiet and secretly build up your anger .and resentment? Or do you try |
_to do something about it? If working togefhér is important, it means you have
responsibilities for other people as well as for yourself. In a tug-of-war
battle, the individual members will be different weights and Strengths, but
. unless each and everyone pulls to the fullest, there is no team. - . ¢

e Once the team's aims have been agreed upop (e.g.,&compieting so many production
Qnits, 2eting completioh deadlines, completing your job in the construction
process/to allow the next trade worker in, etc.) the responsibility of each member
is to&he team. Team members all pnll\together. There is an option: get out and . _

[

do something on your own or find a team whose aims and goals-you can agree with,

Unless there is this experience of a real team, it is uA]ikeJy there is Yoing

I T WP
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' ‘I’ to be much direct.communication'between people. A characteristic of a poor working .

environment is that you hear about things indirectly; yn% maybe are §o1d six months
after you did something, that it was wrong. You probably get only the faintest

and smallest of praise, éven when you know you-have done an excellent jab, or you
get a gush of praise that doesn't sound true and you know has only been said
because it is supposed to be the 'right' thing to do. What happens under these
conditions is that efficiency and productiqn decrease; everyone i< in it only ﬁpn
themselves. '

The existence of a genuine team which has open aims and guals and honest feedback
to individuals can benefit any organization and enhance all people. In the
training'suggested in this module, group support and team spirit is built up
gradually so that there can be increasing levels of practice in giving and
receiving inter-personal feedback. This basis of support helps people feel more
secure and confident ana is vital to the success of the team and the well-being of
the individuals within {le team setting.

Redding Attitudes

Many peopleis attitudes are visible within the first few minutes that they speak.
You may not realize just what consequences that might have; you are more like1y

to be hired and fired for your attitudes than for any skills or -work experience you
may have gained before being emp]oyéd. What many of us probably don't realize )

is that there is no science of hir?ng, promoting or getting rid of a workér.

Even though it is pbssible to count up certain behaviors (e.qg., puﬁctua]ity,
attendance, productivity, etc.), the ?nterpretation of your attitudes is purely

a matter of opinion. This means that how you come across to somebody else could
make the difference between getting.and keeping a satisfying job and working in
something dead-end.

How can you find out how you affect other people? Sometimes a close friend will
give you a one-sided picture, but usually we don't find out that we are getting
negative responses from other people until it is too late. "I'm sorry, but you just
don't fit in here." You know the way advertising plays on this lack of information;
people spend a fortune each year on deodorants, mouth wash, etc. for fear that

even their best friend won't tell 'the truth.' |

™,




. How do we read attitudes? The mest obvious way is to listen to what someone says; -

- clean or not. After the interview, you find out that you lost an oppertunity

how do they organize their thoughts and experiences, what are their values and
beliefs? Also important is the way they say it--in an off-hand way, a s1y manner,
with sarcéSm, etc. A1l of these, remember, are interpretations by the listener.
You may not even be aWare_xhat you, sgund borep. This is the value of getting
ofher"people'a’opinions on how you dzte across. But, it isn't even necessary to'
hear someone speak in order to form an impression of them. Take, for example,

the way a person moves. Watch within your grougl‘ Does he or she go directly to

a seat? Does he or she wander around in a vague manner? Does he or she go in

one direction, then change. his or her m1nd and go another way? It might seem
small, but you can reveal a lot even in the way you move. You can Show a definite
sense*3$ purpoge that might get you or lose you a good JOb Even deciding ahead

- which tool you need, reach1ng d1rectly for it, and getting on with your job, is

a skill. You&bqn fearn to appear and be purposeful, There are many other ways

that someone else can p1ck up on our attftudes What does your voice sound like?
Does it have variety in speed and in pitch? Does it sound interested, enthusiastic?,
Many people being 1nterv1ewed for jobs speak-words that mean they are interested,

"but the sound is dull and bored; they!are not convincing. It is not necessary

to become an actor, but all of us can learn minimal skills in matching our voice,
with the content ahq/feeling of our words. Even the way you use your eyes can
betray attitudes. Some people's eyes sparkle as soon as they talk with you,
other people's eyes look like the eyes on a dead fish. It is a good idea to

try looking in a m1rror when you are talking on the telephone. See how much -
expression there is in. your face Does it match«with what you are saying?

Many people, when they talk, look as if they are playing poker instead of
participating in two-way communication. You can watch the different ways in wh1ch

people in the group stand, sit, use their hands, dress, do their hair, etc.

A1l of these and dozens uf other signs can be seen by others as revealing attitudes.
Take one last example: You are going for an interview. Because the job is
frequently dirty and muddy, you decide it doesn't matter whether your shoes are

because,” "You didn't even think the interview was important enough Li prepare
for it. If you're that casual here, what would you be 1ike doing high 'quality
work?" It is in these 1ittle ways that conclusions can be drawn that can affect
the course of your whole life. Perhaps the person made a mistake and didn't have

.28 | .
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"I. the skill of revealing through his or her appearance just how important an
- opportunity of gett1ng into the trade was. Remember, employers are also people,
and they respond just as the rest of ,us do--in a very human way.

\

Giving and Receiving Positive Opinions
. . []

2
<

Let's move on tb the. experience of giving and rereiving positive comments. If
genuine compliments are exghanged between people *who respect each other. it leads
to a greater feeling of solidarity and of self—worth Ix is imposs1b1e to spo11
anyone by saying they are doing well or you like. something they have done. By
giving honest praise, the result is that the individual complimented is more
likely to go on doing what you liked. ~Some people have difficulty in accepting
compliments. For example: . ’ :

A. "You've done a great job." - ,

B. "Yes, but I made a mess at this end, and I bet I can t do 1t as well, again.'
It is poss1b1e to help people stop putting themselves down ‘in publfb Again, it
is a skill. If people praise you, ask' yourself, "Am I the expert on the1r
opinions, or are they?" An - individual giving a compl1ment,1s the anly one who

-knows what he or she thinks, feels and believes about you. If he or she thinks

you are wonderful, allow them to think that If you undermine someone's pra1se,'
you are putting down not only yourself but the other person as well, '

oy -~

Most students and young workers fordef that.giving positave feédback is part of
communication, and, thereforé, a two-way process. They wait around to be told
they are doing well without it even crosslﬂg their minds that they can give
positive praise, as well. When your instructor or superv1sor does something you,
enjoy, try telling him or her, rather than just th1nk1ng it. If you tell your
superv1sor, "I really appreciate the way you gave that extra time to show me ' how
+to do that," the effect 1; 11ke1y-tq encourage your supervisor to give time again
in the future. If, on the other hand, you enjoyed something your instructor
presented, but you keep silent, there is no way in which he or she is definitely
going to know how it went. The instructor might decide, "Well, I didn't make
much of an impression that time; I'11 have to try another approach."

>
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‘ Giving honest praise, communicating when you 1ike what someone else has done, is
" a skill; you are not born with this ability, you learn it by practice. When you
give positive feedback to a fellow student or worker, you are increasing the
11ke11hoodofv#mt pleased you happen1ng again in the future. By pra1s1ng; you are
- stat1ng values and standards, th1s is the way that we a1¢ learn the best way to
do things and the most effective way to behave with others. It dis a way of sharing
and a ‘practical way of encouraging progress and improvement. )

o

-

Giving and Getting Criticism

The skills of giving and responding to negative comment help bring about an

open, honest, working environment where things of value are encouraged, and those

things that don't benefit' the team are discouraged. -It's often difficult, even for

peop]e in authority, to say directly’anything negotive You might be in a job

¢ for ‘months and fail to find out that you are not working up to standard until it
is too late; "You're fired." It 15 in each of our 1nterests to know anyth1ng :
negative that applies to us, even though, at.times, it méy‘be uncomfortable to

‘ hear. This does not mean that you have to act immediately everytime you have
.other than a positive response;-just as in giving compliments, the communication
of criticism is still an expression of personal opinion. When you start taking
criticism very seriously depends on you and who it is who is giving the feedback;
if it is several people or someone who can 1nf1uence your future, you'd better
take notice right away and act on it, unless,you want to leave.

I% you're fee11ng cr1t1ca1 of a fellow worker in a sftuation that directly '
affects you, and you leave -things to:smolder, they are Tikely to blow up in your
face. The silent bu11d up of interpersonal difficulties can eventually lead to °
an.,all-or-nothing confrontat1on If a worker is not pulling ‘his or her weight, how
long do you put up with it before communicating your concern? You could simply
pass on your grievance to-the employer or supervisor. But, if you are interested
in building up a genuine team, the first people to communicate with is the person
himself, and your fellow worko/v Direct feedback to a person is much more useful
than something filtered through several others and distorted along the way. . You
know the party game of passing a whispered message along a line of people and now
“'the sun is $hining" becomes "the china syndrome" as more people repeat it.
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The skill of giving criticismis to do it in"a way that is not threatening, but

helpful to the individual, and in keeping with the. a1m$ and goals of the group.

This 1nvolves an approach that comb1nes praise with blame If it is dlffﬂcult _

to commun1cate criticism or adv1ce, and, at the same time, you feel it is essential .
that you do it, it is better first to catch the attention of the other per%on With
.genuine,pratse and then follow up with your observation of what you.don't like, '
together with a suggested alternative. It is too blunt and challenging, along with

the heat of an argument, to say, “I think you are a liar." It is, however, highly
skilled to be able to say,-"I think you are very likeable. "I would prefer, though

to be able to- ‘believe everything you say. Do you mind if, sometimes, I quest1on

things that. don't seem very cenvincing to me?" Or, in this example where a person °

is constantly crack1ng improvised Jokes, "I think you've got a great-ability to

poke fun and be creative. You don' t accept anyth1ng exactly as it is; and I like

. that.. But, I'd like you even more if you didn't joke at everyth1ng Could you
:please hold off your jokes wh11e we're listening to the next 1ect;ure?‘l

/

The skill lies in g1v1ng honest, construct1Ve feedback, and avoiding mak1ng the other
person feel or seem 1nfer1or As 1n Communication Skills, where making sure you
were 1istened to' was discussed, 1t is very important to remember that both people* ; -

are equals, and it is necessary to- demonstrate that each respects the other as
an individual, »
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‘ Sc-:lf
Assessmc—.nt

Demonstrate how you feel about giving and getting p051tive and negat1ve feedback

" Put an "x" in the space that best describes what you ‘would prefer. When you-have
completed the exercise, join all the "x'x" together in one line from top to bottom.
Discuss yith a partner what your answers reveal. | o

.-

How would you like:

494944
aJded 3,uoq
49394d 0N

3

. Working with people who help and support each other.

. Knowing how you come across to other people. | o

. Letting other people know how they come across to you.

. Receiving praise for doing well. -

. Being told, as soon as possible, when you have made
a'mistake or done something wrong at work. o

. Telling other people what yBu 1ike about them:

7. Confronting other people, in a kindly wa&, when

. you think they are not pulling their weigpt in

N S w Ny -~

(2]

~ your team.
8. Being told the truth even though it could be
. uncomfortable " '
9. Working in a group of people who are honest™yith t
~ .each other. ’ 17 | i
10. Receiving praise and criticism when it ar1ses | o
and not long after “it is relevant. : ) .

L) 4
« )

o
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Assignment

This will take place over the course of several group méetings If possible, some
. work on ‘the skills should be doné at least once a week. These act1v1t1es get » .
* harder as they become more personal and statf dealing with cr1t1c1sm and adv1ce
The act1v1t1es are only suggestions, gnd it might be poss1b1e for the group
members to suggest additional ways in which they can achjeve\group solidarity and. '
practice the skills d}'givinggand‘receiving praise and blame. It is best if the ' e
people in the group sit in a circle so that.everyone can see ever one‘élse‘s faces. L

person nbxt %o you on -
g&;f:the cards,'shuffles

1. Write down on an index card something you 1ike abo
R~ S
your ‘left and your right.“JOne member of -the group co

' ‘ them and deals them out again. In turn, read out (even it is your or1gina1
card) the two descriptions. The rest of the group’ shou]d quess who 'is be1ng .
described. ‘ o .

2. On index cards, each member should write down the name of the three people in

v ~ the group who, by their expressed attitudes, seem at the present time most | i
likely to be successful in getting and keeping a job. One member shou]d gather
the cards and tally the number of times each name is mentioned. Discuss the
five people who are mentioned most, and offer suggest1ons why ,they m1ght have
been chosen.

3. Each group member thinks of three specific things (expériences, acfivities,

& 'places, memories, pets, people, etc.) that are very important to him or her.
A One person volunteers to begin, and tells the rest df'the group. The person
answers. any questions, then invites someone else in the group to share the

three important things Jontinue until everyone has had the opportunity to
contribute. | ‘




. K

4.

‘This is similar to #4, with one person at a time being the focus of'attention.

One member volunteers to be the focus of attention. The-pe(son to his or her
right then offers direct feedback. Try to keep it as much as posstble positive.
For example, you could begin, "I like the waj that you..." Continue around the
group until everyohe has given feedback. Then the first person chooses someone

~else to be the center of attention.

¢ ‘ N R . ‘

1]

The next group member on the right then says, honestly and in as full detail

as possible, how the first person comes across to him or her This will
involve negative as well as positive responses. Allow the person "on the. spot"
to ask fo}]oy upg- que§t1ons if he or she wants anything clarified. ‘In this
éxercise, it is important té keep the grodp suppartive. When everyone has
g1ven a response to the first person,*he or she invites someone else to be

the focus of attention. This continues until everyone has had a chance to
receive full. feedback of how he or she comes across to the others.

34
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o Post:
Assessment

. N ,
Write down your answers to the following three questions: . . ... .

[

1. What was most important to you in this module?

. . 2. What did you learn about yourself?

3. What of value did you learn about other people in the group?

!

When you have completed this, share your conclusions with either the whole group
. or in a’'small group of five or six people.
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INDIVIDUAL STRENGTHS -

Goal: : | . Performance Indicators:
The apprentice will be able to 1. Identify techniques for self-
identify personal values and evaluation,
influences that affect self?
image, goal setting and " - 2. Identify influences on
effective time wmanagement., : decision making.

-

3. Identify ability to use tiae
eifectively.
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L{

rﬂ

Put a check mark next to each step as you finish it.

5. -

“to another module.

Read the Goal, Performance Indicators and Introduction.

”

"Read the first part of'the-Information sectioh and completé the first

Assignment. At the same time read.the;third part of the Information -
Section and statzlrecording your use of time. * - '

\u

Complete the second -exercise on influences.

Complete the time chart.

)

Complete the Post Assessment and hand it in to the instructor. Continue

! s
. .

T
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Information |/

1. . HOW DO YOU EVALUATE YOURSELF AND OTHER PEOPLE

Even before we meet with new people or start at a new job, we have already formed "~
expectations about how those peop‘bﬁ in or out of work, will behave and react to

us. These expectations arise out of our interpretations of our own past experience,
This seems a reasonable way of coping,withmsocial situations, but the danger 1ies

in the tendency to try to prove that these expectations are<gn;rue reflectwon of
reality rather than a prOJect1on of our own. va]ues

You can compare us all to scientists whose theories help them predict what may
-happen and .control the variables in a situation so that it will happen. Each of
‘I', us builds up our own theories about other people, about how they do and should
behave. +«Just as we are predicting how someone e]se will behave, he or she is doing
the'same. One problem is that our theories, even though they may overlap at some
points, are rarely the same. Fr{;;as tend to have similar theories and people K !
, who don't Tike each other probably have very different theorties. Many.of us
probably do not realize just how organized'and sometimes fixed we ar?a)n our own
theories. We may go around attempting to prove them true and ignore-any evidence
that contradicts them. Take, for example, someone who believes no one else can be
trusted; he or she will spend a lot of-time c611ecting tvidence to prove this and
disregarding any experience that disproves it. This is similar to prejudice about
groups of-people, "I agree he is all right, but he's an exception; all the rest of
them are just as I say."' Prejudice is a prediction of how other people will
behave; 1t is an example of attempt1ng to control the 9v1dence and exper1ence so
that it w111 confirm your theory
In the following exercise you will be asked to identify some of the important K
personal values that lead you to evaluate and pre-judge other people. These ’
‘I’ values also can lead you to pre-judging how you yoursé]f will behave; this is
again the self-fulfilling prophecy that was discusseg in the first module,

N 38 "/ o
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Expectations. The exercise will help you. see where yohr values and overall theory
are working for you and where some aspects of it may be holding you back from
making the best decisions for yourself and the fairest responses to other people.

A

1]

Exercise 1

In the left hand column are role descriptions of people ‘you may have known personally.
“In the right hand column, starting with your own name, choose nine of the people
on the left and write in their names under yodr own. °

T B TR .

o]
&

*Mysel f 1. Myself

) ~ .
*Mother or someone who was in a " s 2.
mother's role :

4 . 'ﬂ
*Father, or someone who was in a 3. )
father's role , \

« *Brother or sisﬁer y 4. N -
*A teacher you liked 5.. A | ST
*A friend of tgp opposite sex 6.

*A person in authority you did not . ‘ , .
Tike _ 7. . - :
*A close neightor , C ' - 8.
/ . | T .
*A grandparent : ' 9. ‘ _ >

¢

*A friend of the same sex ‘
*The boss in a part-time job

*A small child you know B
*Someoneﬁ&aﬂf'admiré ' . (

Even though there are twé]ve descriptions, in addition to' yourself, you need only
choose nine of them that you kﬁgw well personally.

“Now look at the first two names in the Eight hand column: that is yourself and the
fjrst person's name youﬁ%ave written. In what important yays are you two.alike
(not just in physical appearance, but in ways you behave, attitudes, character,
etc.). For example, f? you decide that an important way that vou are alike is
that you are both caring, then write that in the first spaée under A. Maybe,
another way in which you are alike is that you both give orders. If that were %0,

4 o
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you would write it down in the second space under A.

! .

S

caring

‘'giving orders N

] B oo~

e

-

4

-~

If you.can think of any other 1mportant ways in which you are alike wr1te them

down in column A.

the second and third.names in your list.
ways to me are these two peoplé alike.

very honest people}
descriptions.

If you cannot think of -any other similarities, look next at -
Again, ask yourself in what imgbrtaht

, You may, for example, think they are both
If so, you would write that down in co]umn A under the other

‘ You continue to identify and write down important ways in which pairs of people

are alike.

to the end or. until you have filled up column A,

Now Took at what you wrote next to 1 in column-A and think what is,

opposite.
opposites.

T

A (how two people are alike)

A C. Do the same™for numbers 2, 3, 4, 5 and' so on.
X5 short of thing that is being desgribe@f

B

4 [

| for you, fhe

There is no correct answer and d1fferent people ‘would suggest different
Whatever you think is the oppos1te write down on the same line -under

Here is an’ 111ustrat1on,

(the opposite of
« C what you have
written under A

Take the names next to 3 and 4, then 4 and 5, then 5 and 6 and continue °

)

i
lcar1nq | .

T~

unloving

giving orders ¢~

being tolM whafntd do iy
1{es¢ " ’

-
o

)
?
| 3 very honest -
4
5

e -

'&sx COPY AVAILABLE
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When you have completed these two columns, you will have identified some of the-
most important personal valués you hold, that affect the way you evaluate both

yourself and others.
theory of how people behave.
values that your predictidns of the future are based.

In addition, you will have written out the basis of your

It is.on your past experience of these important

If, for example, your past

experience has shown you, that caring people give orders to others and if that

link is really important to you, it is likely that you will expect people who

care to be in charge and for those in authority to show care. Where you are

d1sappo1nted in these two not goﬁng together it is likely that you will d1scount

the people rather than your theory nf how they should behave.

Look through your two columns with a partner and discuss the values that you are

revealing as important to you.

W

Next, you are going to use the squares under B to find out more about how you

evaluate yourself in relation to people you know or would like to know. Look at

‘line 1. In our example it has caring on one side and unloving on the other side.

Decide how close to one of those sides you feel you are yourself and put an X in

the square that best describes you at this moment in time. Go through each 1ine

doing the same.

S

like to bk, if everything were just as you wanted it to be.

If you 'think that Where you want to be is the same as where you think you are at

the moment, circle the X with an 0.

When you have finished, the center squares may look something 1ike this:

Whe,, vou Lave done that, go through again and put an 0 mark where you would ideally

The ways in which two P9§P1e are alike The opposite of the descriptions on the left
I ', X O “ ﬁ"“""::
Gl 15 — ,‘
3 ' o X v T }
e ® -
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Next, you can go through it again and plot dhithe squares any people who are Co.
important to you. Put a letter 'to indicate who they are, e.g., J for Julia, M for
Mother. | |

Now, look back at what you have done. See how near the X and the 0 are to each

other on each line. If they are in the 'same or neighboring squares then it is

likely you feel pretty'good about yourself in this important area of your life.

If they are separated by more than two squares it is probable that, at this moment

in life, you are feeling unhappy abcut thig§ aspect of yourseif; The solutions

might b~ that your ideals (what you would 1Tke), are unrealistic, or where you

have put your X is doing yourself down or the values expressed in columns A and C

on that particular line are values that you have clung to while not totally =
believing fﬁ’:ieir importance. These are things that only you can know, although

it would be a good idea to discuss whdat«you have done with a partner or your
instructor. Next, look at the way in which you have plotted other people. Who

is close to your ideal, your perfect 0? Who falls below your ideal? Who is | N
further away from where you'(ould like to be than you are yourself? You should bew\\
able to see why you like some people more than otheré and why some people you are
drawn to, you alse feel uncertain about in some of their behaviors. Some of the

di fferences between you and another person may be based on values about people

that are now out of date in your l1ife. Discuss what you find with someone'eISe .

in the group. If you want further help, ask your instfuctor. i
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2. "WHO INFLUENCES/JOUR DECISIONS?

This next exercise ties in c]osely-with what you may already have found out in the
first one. It is intended to help you identify who or what has the greatest = -
jnfluence over your life. How much are you yourself in charge-and how much are
other people pushing or pulling you, encouraging you or putting you off? A1l of
us p]ace a lot of value on some significant other pe0plg, it may be parents,
intimates, persons in author1ty, etc. Sometimes it is even different aspects of
our own selves that pushas us on or holds us back, e.gl being shy, wanting to win,
and so on. You might also be influenced by organizations or institutions--family, ;f
church, country, school, work, etc. This exercise will help you identify how v
independent you ‘a re.

Write your name in the circle and at the end of each 1ine write who or what has

an influence on your‘jmpobtqg; decisions, e.g. what career you choose, what lejsure
activities you have, how you do in school, etc. You might fipd that it is not only
other people but different aspects of yourself that make you ¥ollow one track
rather than ancther. Add extra lines if you need them. '




When you have done th1s, go around the names you have written and put a + s1gn if
the influence on you is positive and a - sign if the influence 1s‘negat1%F

After doing this, go around again and rank in order of importance these jnfluences
on you." Write the number next to the influence.

You may, by this fime,yhave"confirmed what you already suspected or discovered
something that could help you in being able to take decisions for youf%elf‘rather
than for other people. Compare what you have done with some other peOple in the
group. Are your major 1nf1uences different from the1rs? wh1ch influences are
the same? -

. : | \5,}\ T\ir
3. DO YOU MAKE BEST USE OF YOUR TIME?

You have already identified the most important values and people that affect your
expectations, plans and decisions. Many of these will influence your attitude

towards time. However, your use of time is probably most affected by two principle -

skills: your ability to organize and your willingness to be responsible for your
own life. Just comp]et1ng the next exercise will help you find out how well you
can do both of these. ) el

Duniné the course of one day, there are many activities~that(::’;ave to do which
are not totally our own choice or to our liking. Each of us, however, can find -
time when we can have .absolutely ;free choice over what we do. This time can be
w?sted or it can be used fully. This potentially is prime time: the time when we
can devote our whole energies, 1nter€iﬁ§,and abilities to what we want to do. This
could be a leisure act1v1ty, it could be completing a project at work, an ass1gnnnnt
at school, relating w1th friends, re]ax1ng by ourselves, or whatever. The main
criteria for judging it is are you giying your full self to the activity or are

' you worrying about what has happendeq or what may happen in the future? Prime

time is an opportunity to do what nges you satisfaction and to give yourself fully
to the activity. This exerc1se will also help you identify where you can find
extra prime time and where some of your activities are not using your time to its
best value. - ' . ' .

Here is a time chart. It is suggested that you keep a record for three days,
preferably Friday, Saturday and Sunday. Complete it in the fo]lowing way:




-

. .
A v ' -
: .
o .
. ‘ . !

ACTIVITIES: Work, Self-maintenance, Leisure, Relationshipg. eic;'

B 'Y_T y —

time

*Actual
Sleep

, -
L
4 H u l
: (@]
-

{

Totals # Je

§ 4

*Actual time: On Day 1 this is worked out by recording the time you went to bed the previous night
to the time you go to bed on Day 1. For example, if you went to bed to sleep at 10:30 p.m. on the
previous night and at 10:00 p.m. on Day 1, the time would be from 10:30 to 10:00, which is
23 1/2 hours. You put this figure in the first column. The total at the right hand side
should be the same. ' '

. g ] .
#Totals: these should be the'amount of time you spend on each separate’activity during the three
days of record keeping. '

A

'

L4



On the top line, fill in your main activities during any single day. Sleep is
obviously one experience we all share, so this has already been written in.
Other likely headings might be, travel, eating, shopping, talking with friends.
You are also going to have several headings that are individual to you.

Fi1l ir one day at a time. It would be better if you képt your record at least

-twice a day. Put a.-tally mark for each quarter of an hour spent in the activity.

If it happended on three spearate occasions for five minutes each, it would
still be recorded as one tally mark. ‘

.- At the end of three days, add up your-totals and share your chart with a small

group. Discuss your'use.of time ‘and identify activities that you might cut

back or increase. . Where do you think is your best time?
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®* Post
Assessment

Complete all of the spaces. o | \ —_—

. A, In'the first exercise on personal values, I discovered:

1. 4 '

2.

A}

-

. /’ -
. B. In.the second exercise, I found out that the -most important influences on me
are: \ o ) | v

1. . K

C. In the exercise on time, the most important things I found were:

1.
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Goal:

The apprentice will be able
Lo describe the causes and
consequences of interpersonal
conilict,
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INTERPERSONAL CONFLICTS

-

/

1. Describe the causes of
interpersonal conflict.

2. Describe the consequences
of interpersonal conflict.

3. Describe techniques for

~] .+~ dealing with interpersonal

conflict.

Performance Indlcatorsﬂ:',




S

*° Study Guide

INDIVIDUALIZED LEARNING SYSTEMS B

Check each task;off as you finisQ<it.

1.

Read and discuss the Information section of this module.

Complete the Self Assessment questions and“compére’youﬁ answers with
those given on the answer sheet, following the Self Assessment.
g | - G
Complete the four assignments in your group. ’ "
- Lo ) \

: y '
Complete the Post Assessment and continue to the next module.

» .
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Information

It is generally agreed that oveér 80 percent of workers who are fired lose their
jobs because of their difficulties with othér people, rather than for incompetence
or poor work. You might feel that any evaluation of you as a worker should be

" based ent1re1y on work skills, not on hew you get along with pther emplqyees; well,
it isn't, and rightly or wrongly; that is the way of the working world. It is,
therefore, very important to discover as much as possible the sources and causes of
conf11ct as well as ways of dealing with it. ' '

\

Rt P

There is nd’difficulty in récognizing open arguments and threats of violence or
signs of interpersonal conflict, but, hopefully, these situations will be very rare.

‘ Most conflict is expressed indirectlyqand requires some experience and skill to

know what is going on. Conflict coUld be revealed in compet1t1on for powerg-who
is in favor with the boss, who has the most influence, who can order others around.

_Even less direct is the fairly frequent situation of talking behind people's backs,
gossiping, slandering, badmouth1ng fellow workers ahd/or the employer ‘In this
indirect expression of conflict, there is frequently an attempt to divide people,
to'create sides and to win the fight by undermining the other side. Characteristic,

* t00, is the spreading of rumors and generalizations about groups of people In a

- workplace. there is a lot of conflict, theke is 1ittle team feeling or group support
and a minimum of genuine commun1cat1on TRere is, however, an abundance of
dissatisfaction, frustration, confusion, irritation, resentment and anger.

. - .

It is possible to find yourself in.working conditions that seem to be the cause of
conflict between people. It is not a]ways'clear who or what is the initial cause
of the conflict; is it the working environment, the employer's values and attituhes.~
'supervisors, fellow-workers, or could it be the way you are 1nferpreting and

| responding to things? You could spend a lot of time identjfying and deciding who

'or what is to blame, but still be no nearer to solving thé conflict, unless you also
decide who is responsible for doing anything about 1t hen people have negative

'Y




feelings in this vague, generaliiéd.way,'it is usually in a ‘Them and Us" atmosphere
‘ where the employees distance themselves from thed employer. ‘T]_n's can turn into
' interpersonal- convlict between the workers. Some peoplé'who get angry about '
cond1t10ns at work, say nothing until they get home, they they shout at their k1ds
Other people resent the1r boss and get angny~w1th their co-workers over minor

1

irritations.
;f.

N

In some ways it is true to say you get the work1ng condit1ons and the bosses you
deserve. That is a strange statement, but it arises out of what has already been
discussed in previous modules: if you and your fellow workers are not cooperat1ng,
then your' Cain division and conflict will either echo or make worse what is "
‘happening throughout the work env1ronment, Of. course, one péTson is not going to o
achieve much w1thout the danger of be1ng labeled a trouble- maker but the
respons1b111ty still lies with those who want change, rather than w1th those who
- prefer to leave things exactly as they are. The more you and: your fe11ow workers
are open about your negative feelings, are active, in constructive ways, about
expressing them and in suggesting alternatives, the more 11ke1y it is that your
satnﬁfact1on with your work and the workplace will increase 1oya1ty to each other ‘
. and’to the organization or business you are workmg for thrives on honest communi-
cations and sincere attempts to resolve, to the satisfact1on of all partles
vnterpersonal conflict.
/
/In discussing more specific interpersonal conf11ct between two or more 1nd1v1duals,
,/1t is frequently the concern of the part1c1pants to prove who{1s to blame and who
/ is innocent. This is a simple approach based on a model of c¥1me and punishment.

/“ Following this model explains why 85 percent of the people who lose their jobs- do
/ so because of difficulties in working with others. It is a quick way. * However
/ it not only wastes all the training the fired persogyhias received but it disrupts
/ the whole working environment. If, instead, the conflicts could be res olved, the

/ effect on 1ntgrpersona1 relat1ons at work is likely to be positive and dynamic.

/, In sqme work .situations, there might be an unskilled supervisor who is over -bossy
and 1nterfer1ng or, the opposite, lax d unclear about what is required. ¥ There
“ could also at times, be sneaking, incompetent, inefficient fellow workers: However, -
it is easy to blame the other person‘when it m1ght be for lack of anyone givwng >
tactful, honest feedbatk that he or she continues W1th his or her present behavior.
An underlying belief in all these modules is that if ycu demonstrate respect for
hoth yourself and other people and, relate as equal human beings, you are much more
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. et rid of that discomfort.

likely to get what you think is right; In the case of the over-bossy person,
Whether supervisor or worker, his or her relatienship with others is based on a
demonstration of lack of respect and inequa#?ty. If you are able to communicate
your observations and feelings and suggest an alternative way, you are 1ike1y to

- discourage the previous behavior which is'trying to continue the unequal relation-

ship. The main point being made here is that it is not of much value to find oup
who is initially responsible for the conflict; the most important and useful
approach is to decide who is going to try to change the relationship. Generally

a guideline would be. this: ff you are sdffering; you are responsible for trying to

o B
There are many situations of conflict that You might at first think are someone |
else's problems and, therefore, something they should solve. For example, it is
possible tkat another person may react in a hostile way to you becuase he ‘or she is
fee]ing'}hreatened by you: Maybe it is his or her own insecdrity, jealousy or
whatever, in response to your good looks , talents, outgoing personality, etc. If
you can sense that someone is fee]ing threatened by you in a situation where you
have to work closely, it's your responsibility (as the stronger of the two people)

to initiate some sort of solution. -
. R ] )

Y H

1 .
There are times where the situation is reversed and the other person. seems to be
threatening you. (Threatening means an attack, directly or indirectly, on your
personal beliefs and values.) This could by by labeling you as old, young, male,

. female, black, white, without accepting. you as a real person in your own right.

How to deal with this sort of conflict will be discussed later, but it is i%portant '
to stress again that it will achieve very little to point out who is to blame;

the aim s to do something about it, and that might mean that you, the person

being discriminated against, are'responsible for initiating that action.

“ -

Conflicts occur when individuals have different, expectations; the apprentice who

~expects to be éhown how to do something before he or she tries, and the joqrneyman who

expects the apprentice to give it a shot first, for example. Unless these different
expectations are éommunicated clearly, conflict will occur, This type of conflict
is easier to deal with, as are differences in percé ion--the way two people have
seen and experienced the.same situation. One person might see the fibor areas as
clean enough until the end of the day, and another person might see it as cluttered

.nd potentially dangerous. fJdust acknowledging, even to yourself, that there are

many differentvindividuals and many different values, beliefs, expectat(bns and

!

|
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ways of 1nterpret1ng them might help to put qonf11cts of this type 1nto a more
. realistic perspectwe Again, the responsibility lies with you to c]a_r1fy your
own position aind to understand the other person’s viewpoint. Expecting everyone to
take on responsibility for solving conf]1cts is idealistic; be1ng prepared to tawe

on the responsibility yourself, is rea11st1c
. 5 . 3

-

Finally, there are very personal causes of conflict wh1ch 1nvo]ve you over=reacting,
“almost it seems, without being able to stop yourself, to somethlng that is spoken
~or done by‘another person. What he or she does or says* 1mmed1ate1y seems to you a
great threat to who you are, even when the other person is unaware of the power of
his or her words or actions. We carry around with us a lot of 1nterpretat1ons of ,
early memorieg that signal when to fight for our lives, or so it seems. For .
example, just the tone of someone's voice (a fellow student or apprent1ce) might ~
remind you of being criticized and put down as a ch11d by a dominating adult. This..

could "hook".your emotional response so that you behave in a very angry or defensive

manner. In situations’such as these when the adrenalin suddenly -rushes through

your body in response to someone else's remark or att1tude you know one of your
+ . emotional "buttons" has been pushed. We owe-it to ourselves as well as to the
‘ people we are likely. to ter:ify by our over-reaction to find out what causes this

1mmed1ate upset, so that we can be'on guard and ready to 'cool! it. T

-

. !" [ ) [
We are now at a point where we have discussed causes of interpersonal conflicts in

a work setting and stressed the 1mportance of being active, of tak1ng responsibility-

for trying to solve them. What happens if you remain inactive and JUSt hope it wijll
sort itself out? First, the-bad atmosphere, the poor personal communication, etc.,
will continue and worsen Secondly, as a result of not expressing your negatwve

emotions, you may start to suffer phys1ca11y--fee11ng tense, having headaches, poor

s]eep, being irritable and Jjumpy, etc. So, why do 'some people either avoid doing
anything. about the conflict hoping it will- go.away or postpone taking action yntiy1
things get so bad, that tkey almost explode? The most common justifications given
are the fear of not being Tiked and the fear of' harming the other person.

| Both of these fears seem reasonable and kind- hearted, they are, howaver, rare]y
sufficient to compensate for the upset that you're going through while 1nterpersonal
conflict continues. They are also based on shaky evidence; there is little, 1f any,
roof that a person who communicates deep concern about interpersona] conflict and
makes a genuine effort to patch things Up, ends up being disliked. On the contrary,
they are more llkely to win friends. The second fear if also an unnecessary one.

i»
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and probably arises out of memorins of bLeing hurt in childhood. There is little
proof to suggest inat people benefit from being sheltered from the truth; there is
no evidence, to show that interpersonal conflicts are resol]ved by pretending they do
not exist, and there is little reason to believe that adults cannot easily survive
negative feedback from another person.

How’ then, do you deal effectively with interpersonal conflict?

Choose the best time.

Noth1ng is solved, to the satisfaction of both parties, if you are in a raging temper.
When you are feeling boiling mad, that is not the time to try to resolve conflict.

It is all right to communicate that you are feeling angry and that you need some
t1me before you wa1t to deal with the matter. Give yourself time to cool down;

even the ¢01d way of count1ng silently up to about to 50 before you deal with the ’
issye is far better than act1ng impulsively while in anger. When you can control
your voice, your facial expressions and gestures, it time to ask the other person

to try to resolve the conflict with you. Here is an example that might test many
people to their limit: you are having a well-earned break, pouring some coffee

from a thermos, relaxing, taking a lorng, satisfying drink only to discover that

your "friend" has put salt in it; he or shé™¥s laughing, almost in a siate of
hysteria. The first impulse might be to throw the coffe. and. thermos at the culprit,
but, taking time gives Jou not only the satisfaction of appear1ng to be in control
(and therefore, a much stronger person), but also the reality of being able to deal
with Qpe situation with more impact. You then go through the same procedure as

you did in Commypication Skills:

"Jim, I know you get a lot of fun out of playing jokes but when my bredkt1me
and drink are interfered with, 1 feel very angry. Would you please never touch
my be]ong1ng//@g%1n without asking me first? Thank you."
Remember, if ydu are go1ng to show respect for him as an individual, just as you
expect him to do to you, this type of approach is the only way; punching him out,
even if you are a lot stronger, does not solve. the conflict, it is more likely to
increase its seriousness.

Show you are taking responsibility

Taking responsibility for who you are, how you feel, where you are at the moment,
and what you want to achieve, is a recurrent theme throughout these modules; it s
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the way in which you make these att:mpts that determines whether you will be
successful or not. It is best'summed up in the advice: take care to say "I"

rather than "you." Instead of "you make me mad" say, "I feel angry " Llnstead of
"you are a shirker" say, "I feey‘resentful hen I have to do work that ;s not mine."
The responsibility is yours, the feelings are yours, and the language must reflect
this. When you make these personal statements, there is no mention of blame, the
émphasis is on solving the problem. As suggested earlier, there is no benefit gained
in accusing people of being in the wrong. |

The lénguage formula

If you wish to resolve conflict between you and another person, the language formula

iS: '

a. tell the other person; politely, what it is that he or she is doing that
upsets you,

b. tell him or her your feelings by saying, "I feel..... )
tell him or her how his or her behavior affects you,
make a suggestion, using tact and showing respect, for an alternative way
of behaving. ? ) ~—

Here, again, is the formula in an illustration:.
a. when you stand around talking with the customers,
b. I feel irritated
c. because I am left to complete the painting by myself,
d. Iwonderif you would, please, try to confine the talk with customers to our
lunch break?

Negotiating

Some conflicts will involve the advanced skill of negotiating in order to resgl]
them. You can use these skills to resolve your own interpersonal conflicts or to
help other peob]e. The skills involve the principle of 'give and take' .and,of
making it clear to the other person that you are prepared to give a little for the
sake of getting along together. [t is close to bargaining at a garage sale: the
price is marked $5 and you ask, "will you take four"and the reply is "no, but I'N
let it go for $4.50." That is bargaining, negotiating, the skill of compromise to
get what‘you want. Finding a solution to interpersonal conflicts could, in theory,

be as simple, as long as "give and take" is acceptable to the people in disagreement.
Here is an example: '

o6
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Since'starting your job as an apprentice electrician, you'are the only one who is
asked to do pole climbing. -You use your skill of tact and agjﬂity to compunicate

. your feelings and suggest the alternative that you do it Hilf the week and your

fellow apprentice does it the uther half. It is readily agreed upon (you were only
asked to do it because «ou seemed to enjoy it), and all your tension and resentment .
disappear. They were totally unnecessary. It is incredible the extra load of

. Wworry and tension that we often carry around with us because we have been afraid

to take responsibility, speak up and try to resolve interpersonal concern.

!
X . RS N &
You could become a great help to other people who are having interpergbnal conflict,

offering your skills as a negotiator.!JThis is a great challenge and is not SO
difficutt as long as both people recognize that you are not wanting to take sides.

Discrimination

-l

in doing this, it is important to get away from the personalities involved and to -

identify the issues. This is particularly useful when you are dealing with
emotionally-charged beliefs that create prejudice and discrimination. Following is
an illustration of a third person trying to act as a neutral negotiator identifying
and dealing with the issues rather than stay}ng close to the people's feeling:

a. "I.don't get upset over little mistakes! It's just that I dun't want to
have them fanding on me all the time. Why do I always get étuck with
people straight out of schoot?™ |

b. "Nhat‘s that to do with it, you're such a miserable....... "

c. "Hold on a minute because it seems like there are two issues here. The
’first is "how much do you cover for other people's mistakes?" and the

second is "can you stereotype a whole age group of people, or are individuals
different?" v

Prejudice and discrimination are iikely to be accompanied, always, by interpersonal
confligt, because they devalue the individual. Take as an example the existence of
sexual harassment; this e%ists in any situation where a person in a higher authority
tries to get sexual favors through the weight of his or her position. In situations
like these, as with prejudice arising from race, age, naticnal origin, etc., it is
probably better to q:t help from somecne else. As a first attempt to resolve
conflict, keep a written record of any incidents and remarks that seem discrimatory

Or harassing. Then, with a sympathetic co-worker, approach the person involved. )

’Jse the same formula as has already been outlined: a) say what is bothering you,

b) say how you feel about it, ¢) say what effect it is having on you, d) suggest
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how you would like things to change.

Your attempt to resolve the conflict has

high chance of success even when dealing with entrenched attitudes; remember, it

vior towards
If this fails, you have recourse to complain at a higher level. Your first

aim, however, should be to decrease conflict and help yourself and your fellow

workers get what you deserve for all the hours that you are together--a saﬁﬁéfying
cooperative and supportive working environment.

s not’the attitudes of another PErson you can change, only the beha
you.

™~
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~

* Self ;
Assessment

) .
'

]

Decide which answer best-combletes the sentence or answers the question. Write the
letter for that answer in the blank to the left of the statement.

1. ‘0f those workers who are 'fired', what percentage lose their jobs because

" of difficulties with other people?
a. 20% ' .

- b, a5t " -
© c. 60% a

In a workplace where there is a 1ot of conflict, which of the following
. o are you unlikely to find:
: a. gossipping
b. team support
c. prejudice ‘ o |
3. When you experience interpersenal conflict, which is the best thing to do:
a. find out who to blame ' '
b. leave it up to the employer to sort it out
c. take responsibility and see what you can do about it
.. /
/ 4. When you are feeling angry and upset as a result of someone else's
attitudes or Elhav1or, it is best to: .
a. commun1cat| to the person involved how you feel
b. get really angry with the other person
c. keep gquiet and say nothing




J . s

'S5, If you don't, like the 1nterpersonal conflict you are experiencing, who
. _ is responsible for doing something about it?
y 2. the boss
b. your fellow workers
c.' you

)

6. Which of these could lead to interpersonal conflict?
a. different expectations
b. different perceptions
c.’ prejudice
. L4 .
7. When you feel suddenly furious about ,something someone says or does, it -
is better to: :
a. let them have it right away
b. , control yourself and forget about it
C. wait until you cool down and then deal with it

8. Saying "I feel angry," rather thanw "you make me angry" shows you are:
. a. blaming the other person N ‘
b. taking responsibility for your own feelings
C. making a fuss :
. ~.
’ 9. Sexual harassment is: . .
a. giving compliments and -asking ‘'someone for a date ,
b. showing you are attracted to someone ‘o
C. using a position of power to try to get sexual favors
10. A person who reveals deeply entrenched prejudice is more ltkely to be
able to change his or her:
a. behavior
b. attitude
c. beliefs
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- ® Self Assessment
" RAnswers

1 b
2. b :
N\

3. ¢

0\4. a ¢
5. ¢

‘ 6. a, b, c -
}

7. ¢
8 b\ 1

. )
9. ¢

10. d . ] N
P |
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i" - | . ,
- Assignment

A \ .
" Write down briefly and then discuss within a small group: o

S

1. 'Things that make you very angry.
2. Examples of occasions when you expressed your anger. '
/«3. Examples of times when you kept your anger to yourself.

4. Any sugresgfpl, personal experience of dealing with interpersonal conflict.
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" ® Post
-Assessment

1. Write out the suggested, a, b, c, d, formula for dealing with interpersonal
conflicts. '

2. Write out an example of your own, illustrating these four steps.

%
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‘ ’ o
GROUP PROBLEM SOLVING, GOAL-SETTING , : '

| / - AND DECISION-MAKING " | ! ,
' : . T ) L. ‘ i

. - >

° o I g
Goal: | I Performance indicators: '

The apprentice will be able to 1. Describe steps in group
» describe group problem solving, provlem solving.

goal setting and decision- : '

making processes. ) 2. Describe steps in group goal ,

setting. '

3. Describe steps in group
decision-making.
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* Study Guide - w
'!!!!!=!iT!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!%!!237?!!;

lease check these tasks off as you complete them.

e .
1. Read and discuss, with the rest of your group, the information section. /
-
2. Answer the Self Assessment and compare your answers with those of three
"~ other people. ' | j
,' 3. Complete, in a group, the Assignments. ' _ //
. | /
4. Complete the Post Assessment and compare your answer tn the first

question with the Information Section. Continue to the next modu]é.//

4
. . i
+ . e . /
0 . -
"y . 0
0
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-

This is written in the form of an extended example of probfem-so]viﬁg, goal
setting.and decision-making, within a group. The approach can be used in any
- situation, - for any problem, involving a group of people who are working together.

Step 1 - Define the problem (A1 problems are problems because there is no
immediate clear solution.)

s
»

"Even though people have met together several times, there is no strqng evidence
of group support. This is causing confusion, and some’ 1nd1V1duals do not know vhat
to expect or what to aim for. " ’ ’

| ‘ Step 2 - Look at the known facts

a.  What is happening? ‘ . v

*There is a reluctance to speak out in the larger group.

. *Sometiues.individua]s have felt criticized by other members in a non-supportive
way . . .
*0n two occasions, individuals were blamed by the 1nstructor and other members

for caus1ng trouble. : ' »
*Sometimes only about six peop]é’ﬁom1nate all the talk.
*The small groups sometimes turn'1n;o joke-trading sessions.
’ *Some people get bored when others are talking about thei- personal experiences.

"

b. Who is involved? t .

*A11 the members are responsib]e for the general achievements of the group.
*About ‘two or three people occasionally seem to undermine, by their comments,

what is being done. ‘ . . C——
*The instructor sometimes seems distant.

K R :
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c. When does the problem occur?

“ *In all the‘group meetings

d. Where does it océur? ¢

[}

*Inside the”classroom. There seems to be a different atmosphere at break time.

e. Why has it become a problem?

*Because it conflicts with the aim of the class--to build up group’support.

&

-Step 3 - Agree on your goals

a. To bu11d up group support where 1nd;v1duals can commun1cate ‘ree]y and openly
without fearing being judged by anyone else.

b. To use the group to find out about the difficulties and satisfactions of working
on a team, ' T

c. To relate what is being discussed and practiced, to the world of work.

A) . -

.

' Step 4 - Pool ideas for achieving your main goal without evaluating them

'_ (Either in small groups, or in the main group, contribute and record on newsprint
or a chalkboard, idea' as they come if, for solving the problem. It does not
‘matier how different or unusual the ideas are. At this stage, do .not evaluate the

ideas.)

The problem restated is: how do we build up group support?

a——d
-

‘Make sure everyone speaks each time the group meets.
2.. Enforce the rule, one person speaking at a time.
People should speak for themseives and not for others and they should say "

(5%

rather than "We."

Arrange more social gatherings together.

.. Do away with any evalbations by the instructor. '
. - Make people promise they won't repeat personal experiences.

Say positive things to pecple. ‘ . g
Give presents to everyone. ' \
Sing songs together.

Go on a picnic. . ' '\
Plant a garden. . : ?

- O WO @ N O D
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12. Go rafting : . , L

‘ 13. Take ten minutes in each session to go around the group inviting members to.
say something. starting with, "I like....." .

~ 14. Smile and greet peoplé when they first come in.-

| 15.  Sit next to someone.different each time.

M 16, Go for your break w1th different people.

17. Tell the 1nstructor “What you think of him or her.
18.\ Make a film together ' ‘
19. Elect a chairperson. ' ' '
20. Refuse to be bored. ‘

21. Do some: manual work together - < _
' 22. Construct a house. ‘ , .
23. etc.- (Keep going for a least twenty ideas. When.you have collected about - Y
fifteen suggestions, set a time 1imit. Keep up the enthusiasm and-challenge.) "
! b . ‘ ’ ) !
- Step 5 - Look more closely at some of the more interesting and|unusua1 ideas
. (The examples 'given here prove that with almost any jdeas' there can be valuable I
‘I’ leads that guide you towards a solution of the problem.) '
a. Tell the ‘instructor what you think of him or her.
*It is important to practice giving positive and negative feeoback to people of
all ages and races. .
_ *This, cou.d help members feel more re]axed, if the 1nstructor part1c1pated 1n .
everything. . ' -
*Either make evaluations open, like in 'giving and receiving praise and blame'
"or do away with all judgements. |
*For group support to happen, there must be a sharing by eyeryone, includjng the
instructor. '
*It is of no use for the instructor to tell the group what- to ‘do 1f she or he
_. does not also demonstrate it. » | -~
__“~f‘\\\{§ Go rafting. together. a
Maybe this is not immediately practical unless somecne really wants to arrange | _—

it, however there are plenty of things to be ga1ned from this idea. o
*Building up group support involves taking risks, and sometimes that can be
. uncomfortdble. \

*t can also be exciting; communicating that excitement to each other could
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help the motivation of the group.
*Everyone has a responsibility to help guide us where we are going and to avoid .

the worst obstacles. )
*[f anyone is in trouble, the rest of us will help, throw a line or even dive

in. Similarily in the group it is important that we become aware when anyone

needs support.

Plant a garden

*Again, this might not be the most realistic thing to do but the idea has

plenty in it we can learn from.
*A garden takes a long time to flower; we need to be patient in the group.
*A garden needs a lot of preparat1on and, when it is just planted. it requires

.extra care; in building group;support, it is important that we are sensitive

to each others weaknesses and problem areas, especially in the early stages. 3

,*Do3ng some work together, sharing tools and having a common goal is important;

it is the same as building up group support.

~

' Step 6 - Include any other ideas that you think might be he]pful

For example #s 1, 2, 3, 4, 6, 7, 10, 14, 15, 16, 22.
(Decide whether you would have included any others.)

3

Step 7 - Agree on some guidelines for achieving your goal (Give examples of

[

a.

specific behavior; these are the minimum expected and, or course, members
are encouraged to do much more. )
It is the responsibility of each person to contr1bqte to/ihe group in the form
of ideas, experiences, giving and receiving positive and negative feedback,
practicing communication skills and solving any <interpersonal conflicts.
Minimum behavior - Each person will speak in the larger group for ten continuous

seconds at least once during each discussion.

It is the responsibility of each person to attempt to improve the amount and
quality of interactiun between members and not stick only with his or her close
friends. ’

Minimum behavior - Each person will greet with a smile or words members of the
group as they arrive;ﬁ She or he will speak with at least six diffecfnt people

during each session. .

6y




. It is the responsibility of each member to speak honestly and directly.
Minimum behavior - Each person will ask follow-up questions of an individual
if she or he suspects that member is not communicating honest feelings.

d. It is important that the Bdi]d-up it steady and not forced and that each member
agrees to watch for anyone who might need extra encouragemenf or support.
Minimum behavior - If you suspect that another member is upset, ask how he or
she feels at the moment in time.

e. It is the responsibility of each member to_help, support and provide a-back up
for any other person who is trying new things or attempting to Ehange.
Minimum behavior - Give positive feedback if a person genuinely wants to change

and is making an effort.

f. It is important that all people contribute and share (including the instructor
and any visitors) to the aims of the group.
Minimum behavior - Check that everyone is in agreement with the aims and be
prepared to discuss any dissatisfaction.- Also, invite any visitors or non-

participants to sit in the circle and join in.

9. It is the responsibility of each member to try to progress, aﬁd to take risks
within the protection of the group.
Minimuni behavior - Each member will be prepared to share, at the end of each
session, what she or he tried new that time. Also he or she will share what

she or he wants to achieve in the next session.

Step 8 - Decidé how, and, if relevant, in what order you are going to implement your
proposed solutions.

The minimum behaviors outlined above will be written and duplicated and at the

end of each session members will check whether they witnessed those minimum require-
ments. There will also be a space for writing any other helpful comments. These
will be coller’~d each week by the instructor or an elected member and will be
available for  yone in.the group to inspect.

~

Step 9 - How likely do you think theTZo]utions are to succeed?

*An excellent chance of overall success.




*[t is important that the minimum behaviors are not demanded in too rigid a manner; o

there should be some flexibility.

Step 10 - Evaluate how successful youn decisions were, after putting them into
" practice.

This is very important; on going evaluations of your attempts to reach your goal
should be made at least once a week, probably for only about five minutes at a '

“Ytime. Zero in on any decisions that are causing problems and modify them if
necessary. '

K T B
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- Assessment

(P Sy

Read each statement and write a T if the statements is true or an F if the statement
‘ is false in the biank to the left of each statement.

It is possible to learn how to be good problem solvers.

In thinking up solutions, any ideas, however unuéual. should be written

down. , 4§k

Before yod think up solutions it is essential to collect all the relevant -
known facts about the problem.

.
.

If you keep asking questions you are likely to arrive at'a clear
description of the problem. '

If you are looking fdr>a new answer to a problem, it might be necessary
to question the existing rules ahd guidelines. . L

Decision-makjng is not complete until you have a plan for implementing
the decisions. /

There could be several situations to the same problems.

Problems exist because people do not know clearly what to do.

When you have described the problem, it is important to set a goal that
peonle in 'the group can accept.

The final stage of problem solving is the evaluation of the solutions
you have tried. ' ‘
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Assignment

il

A1l of this work will take place in small groups of up to eight people.

iy

One member "of the group wi]] record the ideas on a large sheet of newsprint.
He or she wi'l write oné of the following problems in the center of the paper.

How do you get hired in a job you really want?

How do you make a mil1ion? )

How do you avoid being bored?

What.would encourage everyone in the group to contribute equally?

e, o o o

Then- the recorder will write down as many as possible suggested solutions io
the ‘problem. Do not evaluate the ideas. See how many you can collect in ten
minytes.w Compareﬂyour results with those of the other small groups.

Y.

.. Think up as many different uses as possible for any of the following:

a. a comb -
b. a shoe
c. a dime

The instructor will supply some unusual toois or materials and hand them.to_’
each group. It is the task of the group to suggest:. \
a. as many possible uses for the objects
b. narrow them down to the three most realistic functions

\ .
Your group is a qua]ity circle in a factory which is in production twenty-four
hours every day. There are two problems:

a. an increasing number of finished products are being rejected because of
poor quality / . '

b. there is discontent among employeeé‘that they have li%tle choice over which

shift they work.




Define the problems.
all the ten steps in

Collect any facts that you think could exist.
impiementing your decisions.

Go through

k4
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e Post
| Ass es..ament

- e e P~ R . S s 4 P e e e e — e ——————— e e e R et

—

1. Write out the ten steps in group proklem sharing, goal-setting and making and

*

v

implementing decisions.

2. Wriwk down in one_paragraph what you think you have gained from this module.

-

o .
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WORKSITE VISITS o p

Goal: | . Performance Indicators: |
/
The apprentice will be able to 1.~ Participate in a group visit
assess a work site in relation ‘ to a job site.

“to tnelr interests.

2. Conduct an individual visit
to & job site.

3. Ask questions of employers
and mansgers at the job site.
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* Study Guide

A e At
. ’ . .

Chec!s off each task as you complete if.
1. Read the Goal and Performance Indicators and the Information Section.

2. Complete the Self Assessment and compare your answers ‘with those on .
the Self Assessment Answer Sheet. If you have any different answers,
_/go back and re-read the inforna\tion.

3. ___ Complete Assignment #1. -
" 4. _ Complete Assignment #2. - )
5. ____ Complete Assignment #3.
6. Comp]gte Assignment #4.
7. Cc?mplete Assignment #5.
8.  Complete Assignment #6.
9. Complete Assignment #7 and continue to the next module.
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Information

e

- "Excellent -working conditions. Good benefits"

"Good wages and insurance benefits"
"...full benefits package"
"...good potential"

"Exceptional working conditions with excellent salary and henefits"

"...an excellent opportunity"
"...excellent benefits"

1
4 N

These'phrases were taken from one column of Help Wanted'advertisements in a

local newspaper.

Even though these -job descriptions have been written at a time when there are many
more people wanting work than there are jobs available, the advertisers thought

)

it necessary to sell each position with words such as "excellent" and "exceptional."

It is c]gar that not many jobs‘gould ]ive.up to all the glowing prdise that is‘
heaped on them in some job descriptions. How often do you see an advertisement
that, in addition to describing what a wonderful opportunity is being offered,
also adds details such as: "boring at times," "Toud music played constantly,"
"the boss occastionally yells at you," etc.? The point that is being made is
that unless you investigate what is involved in a job, you are likely to get only

part of the picture.

There is plenty of proof that new workers leave when the expectations they have
about their 3obs,are unrealistic. It would, of'qourse, be much easier if all -job

| descriptions included. the negative aspects of the work as well as all the good
things. But, until this is a standard hiring practice, it is your responsibility,
as a person looking for a satisfying job to find out as much information as you,
possibly can, before you spend a lot of time and energy working init.

~

. T
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You may hdave acquired a1l the necessary basic skills and have enjoyed using them,

. but when you have found out about the actual working conditions, the dut1es and
respons1b111t1es, the human side of the job you are interested in--"the rules of the
game," the problems encountered in that work, even the boss' likes and dislikes--
you are then in a pdsition of reality that enables you to make®® choice with youre'
eyes open and all- the evidence in front of you. The best way of finding this out

is by making-on-site visits and talking pe}sdn-to person with Workers in that

type of job. ! , ' ///
Even if you do not have aibarticular‘job in mind, it is very important that you -
experience different working-environments. y? you are interested in a trade, are
you still enthusiastic about it after see1ng 1t pract1ced in a "real life" wo"k1ng
conterxt? The learning and "hands- on" exper1nnce you §cqu1re in a Pre- Apprent1cesh1p
class are part of an introduction. The real world of/ the trades is "out there“

and you must go and see for yourself. xﬁhr mechanic#l interests and manual abilities

are not enough if you'do not 1ike the working conditjons. The way to find out if
you are ‘not suited to a trade is to maké on-site visﬁts and observe not only the
work beina done,-but the working conditions, etc, " '

. : | \ i -
A further reason for making job site visits and talking with people in a trade
~ that interests you is that you become better informed'aﬁd will be more impressive
. in future interviews. If you know about the work conditions and environment and .
like them, you are going to be a 1ot more conV1nc1hg Employers and Apprenticeship
Committees are well aware that the best workers are those who have a genuine

interest and enthus1asm for® the work. ’

In this module, two types of job site visits are recommended. The first is a
group visit, which is likely to be arranged by the instructor. The second is a
less formal visit_that you’arrange'by yourself or with a friend.

¢

A. Group Visit

* This caald be to any working environment or organization where group visits
are welcome; it does not have to be confined to a specific trade area. Any

- exposure to different working environments will increase your sense of reality
of what the work world is like. It will give you an experience that you can
use for comparison 1t will also give you practice in observing what is going
on in the work environment and give you an opportun1ty to ask questions about
things that are 1mportant to your future job sat1sfact1on

'7J




The following poidts and questions are repeated on a sheet at the end of
‘ this module 50 that you can use it durmq or after your actual ]oh site Visit,
It is suqqested that you find out through observation: ,
1. What the physical demands of the job are.([1fting, pushing, pulling,
climbing, kneeling, etc.). | o
2. What some of the hazards and dangers of the work are (fumes, noise,
power machinery, etc. ). ’
3. MWhat the att1tude of people on the JOb is like.
4. What sort of safety procedures are required and enforced.
5.. What standards. of neatness and cleanliness there are.
6. What typés of tools and machinery are used?
7. How many different kinds of jobs and tasks iou can see being carried
- © out. |
| What’ provision there is for rest and lunch areas.

o0

In addition to your observations you will have the chance of asking quest1ons
of the person who shows you around, a personnel off1cer or the emp]oyer or
boss. Here is a list of questions which will gather @ 1ot of important '
Q information: o _ . ‘
1. How does someone_.enter this field? Are there many or few jobs open?
2. What do you look for in a person you-hire? What kind of training,
~ credentials or experience do you require? Is there any typé of
personality you look for?
3. What sort of tra1n1ng is there7
4. What are the typical hours and duties of someone doing this tybe
of work? _
5. How quickly do you promote an entry level employee? To what posilion?
6.  What benefits are-there (holiday, insurance, pehsion, help with
personal problems, etc.)? : i
Are: friere any seasonal shutdowns or lay-offs?
8. What sort of turnover is there?
Is this a Union or Non-Union workplace? '

B. Individual Visits _ |

The purpose of making individual visits is to gain as much readistic information
‘ about job conditions, duties, unwritten ru]eé‘, etc. as you can. '?They'are-
~likely to take place after working hours, because it is the worker you are

. visiting, rather than the work site. (It is not a good idea to try to
w

50 .
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Cinterview d busy worker on the site!} After work, and preferably in a

different'environment, you :are much more likely to get your questions answered
fully and truthfully--aiving positive and negative experﬁences You will

proba@]y need to describe exactly why you are ask1ng the questions and what. \

use you will put them to. It is very important that information gathered
in this way ts only‘used. for job and career'gxplorat1qn within your group.

You will have to use any persona] contacts you know or ask your ‘instructor
for names of Journeymen or apprentices you can call to.set up an appo1ntment

Whereven possible ask your questions face to- face, rather than by telephone.

When you call to make an appointment, a poss1b1e introduction might be:

+ "My name is : 1 am a student in a.pre apprenticeship program at

-

and I am very interested in finding out what it is like
working in your trade. [ know you must be busy but I wonder if I could come

and see you for about half an hour and ask you a few questions about your job?;

¢

L

When you make your v1a1t here are some- suggested questions you could ask:

1. What is a typ1ra1 day~11ke for someone in this trade?

‘What jobs do you do most frequently? ’ . -3
What do you like about working 1n this trade? '

What don't you like?

What sort of rules are there?

What are.the boss' 1ikes and dislikes about work?

How,did you get into the trade? : .

What kind of training did/do you cet? :

What sort of future do you have in the trade?

O O~ O 0 D w no

81



INDIVIDUALIZED __LEARNING SYSTEMS

*Gelf
Assessment

“Answer true or false to the statemenis below. Compare your answers with those
g1ven on the next page; if your amswers are different, go back and read the"

Information again. * v
1. Job descriptions in newspapers tell you everything you need to know ]
' about a job. - ’
2. ___ If you want to get a rea11st1c idea of what a JOb is 71ke you need to
| visit the work site. . ' ‘
‘ 3. It is the employer's responsxbﬂny to tell you the qu facts about
a job.
4. Journeymen and apprentices can tell you more about work1ng cond1t1ons
in a trade than anyone else.
5. On a group job-site visit, you will be told everything you need to know.
6. You can pick up a Tot of information during a visit just by observ1nq
working conditions, attitudes, etc.
7. :__ The more information you have about a trade, the more rea1wstlr will
be your expectations.
8. If you want to ask personal questions of a journeyman or apprentice.
it is best to do it while they are working.
9. It is worth spending time and energy finding out about working cohd1t1onr
in a trade before you try to enter it.
10. You can learn all you need to know about the trades from an outside

visitor coming to your c1assroom

T
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® Self Assessment
Answers

o

1. F
2. T
3. F
)
4. T
5. F
o )
6. T
7. T
8. F
9. T
.
0. F
3
@ ,
|




INDIVIDUA.IZED LEARNING SYSTEMS

-

Assignment

1. Lcok in the "Help Wanted" section of the local -newspaper. Write down words
and phrases that give a very favorable description of the job. Are there any
words that suggest a negative side?

2. Write a realistic job description for something that interests you; list a few
of the less attractive details, as well as all the good things.

3. Contact a journeyman or apprentice and arrange an appointment.

‘ 4. Ask the journeyman or apprantice the q-uestions in this module, plus any of
your own, and report back to the group with a summary of your findings.

Kik 5. Make a group visit. Record the observations suggested in this moduie and
be sure that your group asks all the questions. '

6. Report back to your group with your written observations.

7. Discuss with the whole group your findings from your visit.

7 “3r ‘/,
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e Lo uRING A TE VST

. What are the physical demands of the job or jobs?

?. Are there any dangers or hazards in the work?

~+ ]

L

L

3. What is the attitude of the workers, supervisors and employers?

"A. What safety rules and procedures are there?

5. How clean and neat is the workplace?

) '

-

6. What types of tools and machinery are wused?

7. How many different types of jobs can you see being done?

8. What are the rest and lunch areas iike?
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RESUMES

Goal: | Performance indicators:
The apprentice will be able to 1. Descrive purpose of a resume.
describe the contents of a quality .
resune. 2. Describe format for a

personal resune,

3. VDescribe content for a personal
resume,

4. Vescribe cover letters.,

)
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’ Study Guide ﬂ

Put a check mark next to-each step as you complete it.

1. _____ Read the Information section.
2. Complete the Self Assessment and show your instructor what you have
written. -
3. Re-read the Information section.
4. Complete'the Post Assessment and band in what you have written to your
. ‘ i structor before continuing to the next module.

»




INblVIDUALIZED LEARNING SYSTEMS

Information

Y _’1"

An advertising copywriter uses his or her skill with written language to hjghiight
“all the best things about a product, to make it stand out compared to others, to
attract you and possibly to persuade you to buy it. This is exactly the same
purpose of a person writing a resume; it is an advertisement and you are the
product. Nowadays it is a buyer's market as far as gettiné a good jab is concerned
and the employer is the buyer, so, your sa]es-pdb]icity had better be top quality.

A resume is very different from an application form. The resume is like an

advertisement for something delicious to eat and the list of ingredients, required

by law, on the side of the package, js the application form. One of them is

‘ intended to attract and sell and the other gives required information in a du]]'
list. So, you can compare yourself not only to a product but with something
delicious:to eat. However. the proof of the pudding, as they say, is in the
eating, both the advertisement (your resume) and the list of ingredients (your
application form) describe the'same food (the same you), but it is only possible
to prove what it's like after tasting (having an interview) and then trying it to
see if you really like it (being hired on a trial basis).

A resume is a summary of your strengths and relevant skills that makes you sound
as good as you are at your very best. There is noth ng untruthful about a resume;
it tells the truth even if it doesn't tell the whole truth. It can be used in
many different ways. Here are a few suggestions: , J

1. given to influential people who might help you
handed to an employer you have asked for job information
sent by mail to the employer after an information seeking visit
sent out, with & cover letter, in response to a known job opening
mailed, with a cover letter, to a person you would like to work for

attached to an application form
handed over at a screening interview

O N OO W N

handed over at a hiring interview
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It is a flexible document in its use. It is 2lso a very personal document. It

should not be mailed off in hundreds to anonymous organizations hoping you'll get
a bite. Very few people even land interviews by this approach. The resume, if it
is well written and you are proud of it, should be given the best chance of being~
read; this will be determined by you--what contacts you have, who yoy have visited,

what leads you hear of, etc.

It is important to distinguish a personal resume from an-app]ication form, in more

detail.

An application form

impersonal and formal

standard, unattractive,
undistinguished

asks all applicants exactly the
same questions

you give your experience in the
way dictated by the form

you have little choice over what
information is included

you must answer every question
with nothing but the.truth

has a fixed amount of space for
each item

requires full dates, including
months

demands full details of school
and qualifications

In summary:

" An appligation form is almost
entirely out of your control

Your resume

individual and personal style

‘well-organized, readable, attractive

layout and paper

is unique and can stand out from
everyone else's.

you give your experience in any way
you choose-

-you can choose what to include and

what to leave out : Ty

you tell the truth, but present
yoursglf positively at all times

can be used flexibly; you can expand
one section and decrease another, in
any way vou want ~

supplies dates when they are to your
advantage

offers as many or as few details as.
you choose to give

a resume is totally within your control

Here are some examples taken from real resumes. Each extract is from a different
resume and they are all written by people with very little paid work experience.

Resume A. writteh by an 18-year old capitalizing on voluntary work done within

“the family.
*Working from an early age in the family construction business, I have
been involved in most stages of housebuilding: preparing foundations,

laying concrete, building frames, hanging sheetrock, basic plumbing,
+\
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electrical work, rooffhg and painting. 1 have lifted and loaded heavy
‘ materials aRd safely -used a wide range of hand and power tools
(including nail guns, power saws, etc.) |
Resume B. This describes work mainly done in spare time, combined with one
temporary job that lasted two months. |
*Four years of hands-on experience with cars, vans and trucks--
rebuilding engines, ‘following through on major and minor mechanical
repairs and producing high quality body work (removing dents, painting
and lettering). I am at present customizing a van. ‘

Resume C. Another 18-year-old who did this work on personal equipaént.
*Ability to insta]]'stereo systems in cars and households; wiring,
checking, making adjustments, using small hand tools.

Resume D. Written by someone who had never done any paid work.
*Planning and cultivating a large vegetable gardqnf-using hand and
power tools and knowing how to plant correctly, store and preserve
‘ produce, inspect for changes and maintain high quality.

Resume €. This person had no professional work experience but drew on skills used

for several years.

*Working with a wide variety of animals, from dairy cowé to parakeets.
This requires reliability, sensitivity, the ability to recognize even
small chariges in-condition and to cope with emergencies..

Resume F. This experience was gained_at age 16 while missing classes at school. .
*Cutting, transporting and selling firewood; using power saws, showing |
business initiative and the ability to sell.

. Resume G. Describes summier vacation work. .
*Seasonal worker with Parks and Community Gardens; keeping

public areas andamenities clean, well maintained and ready for use.

Resume H. “Work done in the evenings. .

. *Over two years, while at school, at N Ice Cream Parlor, this
required higﬁ-energy and enthusiasm to maintain fast, efficient service
\ in a contifuuus party atmosphere.

wsmen
AR . s
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Resume 1. This describes spare time work on own and family vehicles whi]g at
. school. "
*Free-lance auto mechanic work; I have done everything from regular
vehicle maintenance through to compiete engine rebuilds.

Resume J. A summer vacation job. , /
*With taking inventory of auto parts and materials, all-
round servicing of automobiles, in addition to installing and
" maintaining shop front landscaping.

Resume K. Helping father.
*Assisted a journeyman painter during three years; preparing, painting-

Resume L. An 18-year old's three-month job. g
*Service Station Attendant - doing minor rébair work (installing shocké.
mufflers, windshields, headlamps, etc.), fueling, lubricating, changing
0il and filters, also-having responsibility for cash register &nd
. record keeping. ;

and finishing interior and exterior surfaces.

A1l the above are extracts only taken from one or two-page resumes. They were
chosen to show how to present your experience. All the extracts are based on
verifiable facts, but the experience has been written up in.an attractive manner
and dates and other details that hight not he]p are left out. What is essential
is that you can stand by what you have written. 1f you write, as part of your
skills, "maintaining and repairing cars and following written instructions for the
installation of major parts," you had better be able to do just that. This does
not describe a mechanic, but it does make claims about mechanical aptitude and

experience.

The form of a -~esume also varies, although it is preferable to keep it to one or
two sides of a page in order to increase to chances that a possible employer ‘
reads it all. [t alzo includes some basic information. A suggested format is on .,
the next page.s | '

v




Name

‘ ' | | ‘ ’ AddPE§S

Telephone

Position Desired

Education and Jraining

*H.S. diploma at with special interest in
- *Any other

Relevant Work Experience | : . . T\~\'

*Give a name to the work, then describe the responsibilities; the activites
involved and the skills you used. Make it sound impressive,

*

*

Other Relevant Experience
*

*

Personal ;
*Personal and interpersonal skills important in a work context, plus any:

reTeyant interests.

References ~ Available on request.

{
|
|

Let's gd through again with some extra details.

¢

1. Your name stands out better in capitals and in the center of the page.

2. Position Desired. It is far better if you know what you are looking for so
that your resume can support your search. Béfore working on your resume, you
should have reached some tentative ideas about the job or type of work you -
would1ike. Once you have done this it is a good idea to write dewn on a
separate piece of paper the requiremen%s‘of that job and then to suppl&‘from
your background experfence as many-of the relevant skills as you can find., If




you do not know what sort of work you are looking for, a resume is not going
to be very effective as a s€lling aid or tool.

Education. This heading can come either before or after your work experience.
It should present your achievements and any interests that are relevant to
the type of work you are seeking. Include any useful Community Education

-~

classes you have attended. | : ' Cw

Relevant Work Experience. T7his could have many different headinge. such as

‘part-time and summer work, professional‘experience, etc. It is wr1tten 1n

this way so that you can include paid and unpaid, full-time and part t1me,
permanent and temporary work under the same heading. It is probably to your °
advantage to leave out dates or length of time at each job unless it was
during summer vacation or lasted at least a year. 1t is possible to acquire
a lot of valuable experience during two months on a job but it is not the best
selling line to write this on a resume; most employers gre preJud1ced in favor
of longer stays in JObS (You will have to write accurate dates on the
application form.) ) ' .

& ' .
Other Relevant Experience. This is where you can be creative and 1nc1ude
anything that 1H7your opinion is relevant, such as winning awards, being a
member of a sports team, co]lect1ng for charity, or any skills that you have

acquired or practiced, such as working on a car, ‘repairing equipment, helping

build something, etc. The experienee could everi have been in your childhood.
The -only important guideline is whether you could demonstrate your skill now

“after a short time for brushing up on it.

M

6.

7.

o\

.
~

Personal. This is where you put any personal skills that you Heve that -
indicate you will have approprjatefwork habits and attitudes. This is also ’
where you list hobbies and activitﬁs that show you are an interesting person
and potentially a good, relicble worker.

{
Refeﬂences . You do not have to put the names of people as long as you do
spend some time-in getting references written. If you want a good reference.
it is not enough to Jeave it up|to your reference person however much you
impressed him or her; people who are usefu! for references are usually very
busy and probably do not remember all the things’that are important to include.

b J3



The best approach is to make a list of all the. things you -think you have

. : achieved, all the duties and respons1b111tes you have undertaken, and all the

skills you have learned and pract1ced It is Tike mak1ng, in note form, a
mini-resume. You then take this to your employer, supervisor, teacher,
counselor or whoever it is you have chosen and say: "I know you are very
busy but could you poss1b1y find time to write an open reference for me7 I
have written down a few things that I think I have done. Would you look them
over and see if you agree; I'11 leave the list with you."

It is almost certain that the persoh you ask will be delighted that you have
taken so much trouble; you have made his or her task much easier. It is
difficult writing a reference for somebody' Even if he or she prefers to
write a reference to be 'seen only by your prospective emp]oyer, the notes you
have g1ven-w111 still supply the details and probably the tone of what he or

she writes or says over the phone. References must be gathered and influenced -
by you before you leave where you are working, training or assisting.

‘ The basis of any resume is.the communication of your skills; we will spend more |

time here explaining how you can identify them.
- . ;

First of all, you nave personal and interpersonal skills. There are thousands

of words_in the Eng]ish'langugge that are used to describe people and their

personalities. Be]ow are twenty single words or short phrases that cou]d describe

an individual. How many of those describe you?

I am ~ o I am

enthusiastic ~hedpful

honest cooperative
dependable tactful

hardworking sociable
‘practical , friendly

a good learner C tolerant

able to show initiative able to take criticism
self-confident - . able to give pra1se
positive ' polite

intelligent loyal

i etc., etc. ! etc., etc.

The 1ist on the left could descgibe you as you are, even without people, and the
. list on the right is almost totally about your interactions with others.
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If you decided that you were all or many of these, you have no need to read this
paragraphf If you would like to recognize yourself in more of these des;riptions,
try putting a different phrase in front of them.

1 can be, I could be, I have been

enthusiastic helpful
honest " . cooperative
.etc., etc. etc., etc.

Do you increase your score by doing this? You should. What the change of phrase
does is show that these so called "character traits" are nothing fixed. All of
these descriptiops represent skills that we all have practiced or.have the potential
to use in different situations. You could explore this further by writing:

I am able to bk 'enthusiastic when....... ~
If you go through the two lists in this way, you will probab]y discover that you
Mave a Tot more personal and 1nterpersona1 skills than you at first realized--

and the skills listed here are important in developing appropr1ate work hab1ts and
attitudes. 'If you are skilled in these areas there will be plenty of jobs openlng

for you. In your resume you can write these skills an:where that is relevant in

!
the experienéé section or in the personai details. You would also include any that
you have regularly demonstrated in the list ‘that you give to the person writing

a reference for you.

Next, let's look at the skills you have vah%ted in work and other activities that
are helpful in different job contexts. Most people are surprised just how much is~
involved in doing any activity. It is usual for people to dismiss something they
can do by saying, "that's easy, it's nothing." In order to make the most of our
skills and abilities we need to look again at what we can do and to decide what
somépne'who had never done what we find easy would have to be able to do in order
to avoid making mistakes. Take,ﬂas an example, a hobby\gych as co]]eEting stamps;
many neople have done this at some time in their lives. Let's look at the things
that could go wrong and. the skills you would need to avoid that happening.

-What could go wrong? ‘ The skills needed to avoid that
happening.”
You could damage the stamps by Finger dexterity .
heavy handling or poor storage. Organizing ability
Being neat and tidy ?
A 7 .




You could overlap or m1sa11gn : . sense of design

. _stamps on the page . being meticulous .
- You could stick in stamps that patience, -persistance, thoroughness,«
still have paper on or you might the ability to maintain high standards -
®  rip them off the envelope rather ' Ty f _ :
thar soaking them. . . ) : ‘ A ' .
: . IV s ) . . _ r
You could put stamps in the wrong = organization
country classification . good reading _
. ' « . ability to search for information =
T v | information ) .
R J : ‘ : _attentiveness to sma]] detail . “ ' .. '

. ' ’ ’

So, a]ready, F person who has. enJoyed collecting stamps zeven for a rb]at1ve1y

. “brief period’ in his or her 1ife, has practiced many d]fferent skills whlch can be
applied in a work context. . It is very 11ke1y that these skills have a]ready beet .
used in d1fferent s1tuat1ons, the on]y prob]em is ndent1fy1nq and commun1cat1ng ;
them. It is worth the effort. '

Here 1s another examp]e A person who enjoys gardén'work but thinks it is all
stra1ght forward and easy, needs to look atzone tiny act1V1ty, such as preparing’
‘ for and planting seeds. - . L : SR

3

He or she has: \
*been able to make decisions (about purchasing, selecting and placing)
*practiced planning (what to plant and when, according to seasonal requirements
and controlled harYesting) , - - B

*followed written instructions (on seed packages)
A ‘*organized (the best layout of crops and paths)
' *paid attention to close detail (planting tiny seeds in the right place)
*ysed his gr.her’hands aad body in physical labor
*(sed tools and equipment correctly and safely”

And that only includes the planting of the seeds! A1l of us have many more skills
than we think. Also, each activity or job we have done has many different sk1115 '
that are just as important in other jobs. These are the details that you shou]d
write in your resume under work experience. 2
‘ Writing a winning resume is not easy and, although yoy can do it yourself, it is /
wise to get help and advice on the proof reading, editing.and layout, after you
have written out the details. When someone whose judgement you trust has seen the
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' rough draft, get it typed pevfeet]y on an e]ee{r1c typewr1ter, 1t i's. better to pay
. " someone to do it than to have a- poor]y typ,ed resume. :Then, take it to a copy shop
'and have it photocop1ed on colored papér-—earth or -atmosphere tones _For about a”
do]]ar you w111 have ten impress1ve advert1sements of yourself.. Keep the white

-original safe in case you want more‘cop1es 1ater. ' L

~ The first test of a ‘resume is your own'response.ﬁ:Is it interesting? Does re&ding

it make you feel good about yourself? If it doesn't, yow need a new resumel. The

l.ife of a resume is sthEj you need a new one as sqoh as you've*got a job. ' . ';?.‘

In summary: _your resume is a positive statement of belief in yourself based on
\g' your life experience. It should make you feel good about yourself and create

enough interest in an employer that he or she wants to know more about you.
A brief final section about cove: letters. If you do send a resume through the .
mai]»you need an accoﬂpanying cover letter. It is very simple, on one page and

has three short paragraphs.

‘ Dear (address a person. Make one telephone call and'find' out his
or her name before you write.)

(] ) - 5 . ' .
Paragragh one. Explain why you have chosen ‘them. This is an opportunity to

i say” something you. know and 1ikeaboutthe company or bus®ness.

Paragraph two. Exp1a1n why they might be interested in you Refer to your
resume and 1nd1cate important skills or experience that you
think are m?st relevant to the company's or employer's needs.

Par graph three. 'Ask for an interview. Suggest times when you are available.
- .

<Py
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/ ' INDIVIDUALIZED LEARNING SYSTEMS

e Selff
Assessment ..

) > .
[ . , . (]

When you have completed ‘the following assignments, show them to your- instructor.

l.\\How would you deshnibe the person you can be in different situations with.
different peopbe?"_Make a list of at'least twelve personal- and interpersonal,
skills that you have. Refer back: to those given in the quormaqion section,

but try to come'up with-some new onées as well. : i s

- . R ! : e /
2. Now take the six which seem most important in a job context. Write an
example for each, describing where you' have used these skills.

\
. . .
-
. . ‘ '
\l

3.- Write down three examples of any sort of work you have done and-then, with-a SN
" partner, write out the different 'activities you did and what tcools and .
(wr\ . equipment you used. - ‘
\\
', - :
\ < :
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ePost
Assessment

g

I

2.

L 3
*. . .
. .4 . . R

]

Take a large sheet of newsprint or butEher'paper and put your nnme'in tnf
cénter Use the, whole paper surrounding your name (do not make lists) and’jot
down all the work (paid or unpaid) you have ever done. Next, with a partner,
1nterv1ew each other and try to wr1té down all the act1v1t1!s and duties and
skills that each. work situation 1nvolved Put down all the too]s and equipment

used. Add dates and-length of time for each work experience.
!

*

You are now ready to try your hand at writing a first resume. put your name

- and address at\the top and then f011ow the out11ne g1ven belows . . ,.'

'

Position Desired ' . ' : ) .

,Edecation ' ,

( Work Expérience o v . 1\

*
* ¢ ¢ » ' ’ \\! ’

» o
* “~
. ’, 4

Other Relevant Experience ’ \
* - y ' ‘ T
* . /7 ‘
‘ S \
Pefsdnaf_

*

References

. (Use one page but make as many‘entries as you like undey each he&dingf)

A,
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- Performance Indicators:
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Place a check mark in'the space provided as you complete eath task

]
* 4 -

1. Réad. the Information section. B
: 2. ____ Complete the three interviews and the discussion with two other people in
the Self Assessment, - s .
M j‘. ,.' o . . » *\. ' . ¥
3.

Complete the Post.Assessment; bei ng 1nterv1ewed in front of the who]e

group and.giving feedback on at 1east $ix other interviews. Go on.
to the next module. '

. .
1
. . . -
‘ )

_ T
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INDIVIDUALIZED LEARNING SYSTEMS -
> ’

Information

Most 1nterv1ewers try hard to be fair, but there 1s no way in which an 1nterv1ew .
can be tota]]y ob3eq¢1ve The most important th1ng that is ga1ned by the 1nterv1ewer e
5 h1s or her, sub3ect1ve impression of the person be1ng 1nterv1ewed Th1s 1s true '
even when you have an 1nterv1ew with a committee; 'the only difference 15 that a ¢

. group of peop]e poo] personal op1n1ons about you (hop1ng to come up with -a fa1rer '

' 1mpress1on ' - \ L L v

t ’

t-

An ihterview'that leads to yourfbeing hired or acceﬁted'into an'apprenticeship
position is concerned with you as an individdh] the way. you communicate who you
are is crucial to your success. If you have .been selected for 1nterv1ew by an
' ‘Apprent1cesh1p conm1ttee, 1t means that you have already-scored h1gh enough on
-obJect1ve qua11ffcat1ons such as apt1tude tests, rélevant c]asses.comp1eted grddes‘ i
school diploma or equivalent. The 1nterv1ew will be evaldating. your, acceptab1l1ty

in terms of the more hazy areas such as amb1t1on, motivation and trainability.

Before - attend1no an 1nterv1ew where sonwone has the power, to hire you or accept

you into an apprent1cesh1p program, you will already have written out your back- A
ground deta1}s and these will have been read and assessed by" the interviewer,

Application forms and somet1mes pure]y fact-finding interviews are intended to

screen people out who are not qua]1f1ed or who do not, in some other ways, meet.

the basic factual cr1ter1a laid down by the empPoyer or committee. .That means

not oh1y will the results of the interview be 1ahge1y based on the personal oo
“opinions of the intervieher,'but those opinions will be made in response to'your ' -
personaT.opinions‘about yeur own exqerience. ‘

. N o | | '
.Let's spell this out a.little clearer. Syppose arf interviewer asks you, "have
- you operated this particular machinery before?" The answer will be a fact that
could be verified. If, on the other hand, the 1nterv1ewer asks you, "could you
learn to operate th1s machinery?" he or she 1s asking for your op1n1on Your
— N — - —
.- 102 ' |




.
. 0p1n|0n tOuld be based “on ynur past experience of being able to operate ,innﬁan
i
‘ mathmevy, or on a bekief in your mechanical abilities. Whatever the justitication
. f_or you believing that you could learng it is «till based on apIinion,

~.
.

,Even facts can be 1nterpreted in many different ways; try 1listening to two rival

- 'po11t1c1ans If an interviewer asks for your G.P.A., there is a factual answer.
However, if your grades had picked' up cons1d9rab1y in the last two terms at school,
you wou]d be tota]]y Just1f1ed in p01pt1nq to thws as an 1nd1cat1on of change of . ‘;

attitude and proof of your | 1nnate ab111t1es and even to suggest the best is yet to

come. Allo 1S wou]d be your op1n1on, but’ 1t would be acceptab]e and would

‘ probably se ) ke evidence of your self- conf1dence, mot1vat1on, determination and
ability ‘to'z’“‘ 5. - - | | |
» ' ’ . o { RN
’ Nhen‘you are be1ng asked for your op1n10ns, it ‘means more if you can point to '
A ré]evant examp]es to “back up your claims and,  if possible, to quote other people's
responses that might confirm what you're saying. If your ability to stick ét
s someth1nq may be ca]]ed into doubt because _you had 2 poor last year in school, .
then you are Just1f1ed in drawing on othe¥ exper1ences to show how you can work
' hard cons1stent1y when you're ihvolved in somethmg that challenges you for - )
examplé, you mjght have won every badge there is in scouting or veen an exce]]ent '
swimmer; either of these could be proof of your ability to stick to something - ‘
” until you achieved a long-term goal. This is how your interpretation, or. your
op1n1on, about your exper1ence could override facts that the interviewer or |

4

‘comm1ttee 1n1t1a11y thought very 1mportant . I ! _
When you are asked "what experience have you had that might he]b you learn this
trade?", it is up to you what.you decide s re]evant:‘ Of course, some expcrience .
*  *such as working on a friend}s car or helping someone doing painting and decoral ing
might seem obvious to you and your interviewer as eveidence, but you might also
qive éxamples of any occasion where you showed 'the ability to take instruction
o to do something practwca] - e.qg. 1earn1ng to play the gquitar or bu11d1nq w11dernPSSl
syrviva] shelters.. Again, the point being made is that your 1ifé experience can
'be relevant in many differdnt ways; this is a matter of interpretation and helicf ) \
on your part. An opinion is & judgement you make based on belief which could be
‘ lacking factual proof. Giving a positive opiqjon about your abilitdes will put
| . you in a good light in any interview where healthy self-confidence is an.as*;ét.
Of course, it is jmportant,that you are sincere. Just as truth is the basis for
all the facts you offer, being genuine should be the foundation for. your own .

103
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opinions.  binding examples ia your life 0t beang able o learn, qget along wi b

( :
others, put in a.good day's work, take on responsibility, uphold high standards,

etc., will justify a genuine belief that you can express in a positive and

7

convincing way in an interview.

An employer who hlres a person to a trawnee or entry level position straight out

- of school cannot require a Wot of on the-job experience. He or she might expect

a certain Tevel of aptitude (scores,on the G.A.T.B.). evidence of maiataining

- “edutational standards (school grades), proof of having taken certain classes (math,

b]ueprint, shop) and of completing a succession of c]asses (dip]pma). Besjdeg
these, the employer will be expecting you t0 ’
1. be 1n¢erested in the work: ' ’ C. . -
be enth0s1ast1c about entering the trade - o ‘
have hab1ts,and attitudes that «indicate you 'will be a good worker

p) have suff1c1ent maturity to stick at things even when they are d1ff1cu1t

be ab]e to work sat1sfactor11y with others T
‘be reallst1c about what you want /f’ ' o B

’ !
~ . B Ky

2

2
3
4. be trainable -
5
6
7

!

A similar 11st to this has been drawn up by the Joint Appreqt1cesh1p Commlttee as

recommended areas for questlons in gn interview.

’

a): Is he or she really intersted in the trade (1 & 2)

b) What dis his or her att1tude toward hard work? Has he or she done aﬁ&V .
(3 &5) ’

c) Does he or she.have a sense of responsibjlity for, performance, materiale,
safety? (3 & 5) ,

d) Can he or she take orders? (3, 4, 6) | _

e) What is .his or hér attitude toward schoo1? (1, 3,4,5,6, 7)

f) Ddesihe or ‘she hise realistic ‘expectations? (7) | _ .

K

ey
4

The figures in parenthes1s show how the J.A.C. list covers many of the samo points
as the first Tist. '

Since there-arc not many things that can be expected from you, it is very casy Lo
prepare yourself for an interview so that you communicate 'in a pos1t1ve manner

what is important. ™~
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1« How to Communicate. Interest and tnthusiasm

Your intefest must be genuine. This does not nean that you have to have wvpst
:first;hand experience; it does mean that you have taken the trouble Lo find

s . out about ghe job or trade for which you are”interviewing. Before going to
a h1r1ng 1nterv1ew, your career explération should be complete. Take
advantage of all the written materials ava11ab1e, the work site v1s1ts s\
suggested and any other sources of 1nfqrmat1on and exper1ence that your
instructor can give you. It is not enough to think that you may be interested,
you muéi“kggﬂiit; this is what the 1nterv1ewer,or committee wants 'to hear.,

. 5n ' .
Simi]ar]y:'yOUr enthusiasm must be sincere. Never pretend to be enthusiastic
in an inberview But also, it is not enough-to say you are enthus1ast1c To
e commun1cate enthusiasm, you have to\reveal: alertness in your whole bOdj,

3 sparkle in your.eyes, liveliness in your voice; it is a feeling that can -

J

en11ven and a]most transform your appearance.

Some peop]e are afraid to express enthusiasm, probably because they think

‘ those in authority want sober thinking,- even-keeled, dull,spassive beop]e _to/

direct. Employers prefer people who are alive enough- to be able to work *

positively under occasional pressure or difficulties, te have enough spark °
"and initiative to be aware of what is good. work, what is safe practice, what
are productive workiné relations. A person wbp says; in a dull monotone, that
he or she is very'interested in the tnaae may be sincere and genuine but is
not very convincing. The intervieyerIWi1l have }6 guess what ie going on
behind the words. It is very important to show your interest. When people
are genuinely and visib]y’enthusiastic about something, they are quarantee
to capture the other person's attention amd interest even if the subject
matter is comp]ieated or not in the listener's experience. It is not what
people say that is bor1ng but the way ‘they say it. Someone who sounds dul!
and boring will be ]abe]ed dull and b0r1ng, and these are not the mos t
desirable people to work with. Place a mirror next to the telephone al hom-,
and the next time you speak to someone you like, watch your facial expression.
Is it dull and Tifeless? Could someone see when you are interested? Also, ;
try watching the television weather forecast; this used to be a "dull ‘subjec!.
to be disposed of quickly with a still photo and a quick reader. Now< on
. many stations, there are TV weather people who tell you about rain t0m>\r‘row

or fine weather elsewhere, with liveliness, interest and enthusiasm.  Watch
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‘ ) and iearn from them!
" 7. How tb Coﬁmpni;ate_}hat_}gﬁ ﬁﬁyﬁgﬂﬁpﬁﬁﬁ_@ﬁﬂ,Aiﬁitﬂdﬁﬁ.Tﬁﬁﬁ,ﬁhOW You Will Be ) b////
' * o

a Good Worker = - o,

If you have liftle or no permanent work, eXberience, you will need to fina
examples from:school, part-time and summer! emp]dymént volunteer work and
Jjobs dorie for yourself, fan11y and friends. v;ach of us has a wealth of -

exper1ence to draw frpm _ y,

-

It is not necessary for you to haVe done weeks 0% phys1ca1 labor to how that .
you know what hard work is .and can do it. You cou]d draw on examples such as:
pack1ng and loading when you'moved into a house, walking the Pacific Crest
Trai”, doing regular yard and lawn maintenance, taking: charge of small
ch%]dren, repairing bicycles, carry1ng sacks of groceries to customers' cars,
picking vegetables anc fruit, collecting. and cutting firewood, be1ng a

[

stagehand, etc. : ‘ ?
" \ 6“' L
’ Likewise, your ability to be punctual, attend regu]ar]y, be reliable;, produce

. ' h1gh quality work, take respon51b111ty, get along wi th others, take orders.
etc., can be proved by many different types of exper1ence Your attendance
for severa] 'years at church, your membersh1p of a c]ub* your da11y appearance
at school are typical examples of what you could use jf, at school, you were
almost a]wayszen t ¥me and rarely absent, than quote it as ev1dence that\w111
help you get hired. Taking responsibility could be shown in your having

 handled a paper route, baby sitting, the choosing of the groceriesﬂ It is:
up to you to show, n your experience, that you have practiced good work

- habits. The intgrviewer will respond favorably not only to your examp]e53

, \ but‘::‘your positive -thinking and self-confidente. .

3. How to Show You Are Jrainable and Follow ThHrough on What You Start

‘Schoo1 is~the first and most obvious examole; just having graduated from .
your high dchool and ga1qed a d1p10ma is sufficient proof. I[f, however, you
had difficulties in school becaUse of lack of interest or personal prob]ems.
- then you will have to find examples from elsewhere. Sometimes pedple who~kave
‘I’ had poor attendance or temporarily drqpped out of school, were, at the time,
doing something else mu%p more demanding. Some people have traveled continents
' alone, worked in dangerous jobs in poor conditiénsc lived off the land and

\
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learned how to use their initiative, apply ‘their 1nt9]l1q9n<p, and poere varv

“over long periods with little initial reward. Peuplp ‘who dropped out nf

high school and took the G.E.D. later show prauf1ca1 proof of the1r ability
to be self-motivated. Remember, if you are ser1ous]y app1y1ng, throuqh
genuine interest, for a Jjob that involves years of tra1n1ng, then it isf#fairly

.certain that somewhere in your experience you have a1l the right work-attitudes.

T

The people who have no intention of fitting in to work routines and demands
probably never' have and would pot be applying for an apprenticeship position.

How to Show You Can Work Well With OtRer People . .

»”

The most immediate prbof‘of this is how you get along with your interviewen.
Are you pleasant? Do you have any annoying habits? Can you listen and
understand what is being asked? ‘It does sometimes happen that a person being

inteYviewed gets into an argument with the interviewer, cracks a joke in

response to a serious question or in other ways proves he or she cannot get .
on sabisfactorily with other people. So, the first requirement is that your

manners, your consideration and respect are demonst®ated thoughout the -
interview. Next, you can draw on exper1enie from anywhere that you think is

,relevant e.g. being brought up“in a 1arge family, being a member of a sports

team, tak1ng part .in white water rafting, be1ng a helper in any work. Again,
1t is important for you to prove what you can do, but the ranqe of possible
111ustrat1ons is. enormous. (There "is no single correct answer, it is wide !
open to interpretation, and that is where opin?on comes in.)

5
]

How to Be ReéTﬁstic About What You Want

It has already been recommended that jobsite visits will sharpen up your sense
of realism. Also, talkirg with other peop]é who are in the work that you

want wﬁ]] give you much practical information. You should also know what sort
of a career ladder exists in your trade and how)long it takes someone to. cllmb
it. It is advisable, however, in an interview for an entry-level p051t1on, to
stress that you wish to be gcod at what you're applyihg fpr—and not to talk
about long-term goals except in very genéra] terms. If you are asked what

you want to achieve, you could say something 1iké, "1 want to be good at what-
ever I am doing and to be that, I'm prepared to work hard, to learn and prac tice
new skills and to seek new experieqce." Even though this answer s .gencral,
it would be perfectly acceptable. You bou]d follow up by shuwing that you
knew exactly what this involved in the trade that you were hoping to join.

-




‘then be moved to ancther. C

N .-
~ . ) . . '

An employer is nof going to be sympathetic to someovne who talks about N °

. ,
fantasy job. Two peqﬂ]e who would not'qet-hired are a would-be apprentice '
plumber who want< to work in rich people s bathrooms or any as piﬁinq appmrentice

who expects to work at one aspért of the JOb until he or.she is"bored. arnd

/

.

There areia few other things you could be consctous oftin order to interview
successfully. These aré not usually spelled out c]qar1y'by employers or

.
k]
*

committees beforehand.

1.  Your Appearance

*Wear heét and clean clothes. ‘Yhe style of c1othes*shou1d be similar
to those worn on the job or to those worn by the 1nterv1ewsr ,f*nd g L
out what 1s appropr1ate long before you go to -the 1nterv1ew" It 15
not - necessary to wear suits, but remember that the attention you pay
to your clothes says something to the;interviewer abouf your -attentian
to de;ai]j&nd the respect you feel for the importance of the intervie&.
It has been known for people to be rejected because they neglected -«

3

to c1ean the backs of their shoes!

*Be well groomed. Even if it is a d1rzy job, you still need to 1ook
wel)-scrubbed. You can communicate, in wdrds,. your readiness tp get
dirty if it means completing the job. You also would be advised Lo
consider what the length and -appearance of your hair might communicate.
At the least, it’might be consideﬁﬁhhpotentia11y dangerous even if
the interviewer doesn't have. otherl’houghts about either men or women
with Tong, unkempt hair. Be conservat1ve for interviews. If YO!A”rQ

differggt on]y'because of your appearance,,then y6u haven't qot a

4
SN

lot goihg:for you 4n an employer's evaluation.

2. Your Non-Verbal Behavior .

~

*Turn uﬁ in plenty of time so that you are as calm a;p unflustered as
possible. If your hands are sweating, sit with the’palm upwards and
then if you shake hands it will be a firm and dry grip.

*Sit upright and look alert during your interview.
*Leave your gum and cigarettes at home or in your car.

*Keep your hands below you; shoulder level; don't touch your face or

108 ’ ‘




- make large gestures.
| { T
3. Be Positive at A1l Times'

*Be positjve.aboﬁt yourself; youf skills, your experience, your ability
and determination to. do well. .- o

*Be positive abqut other peopl® and organizations. Never "bad mouth"
a former employer ané don't put down yo&r écﬁbo]. If you had
disagreements, take responsibility yourself and avoid putting anyone
e]se~down:. The’'more supportive and open you seem 4o be, the more

+ ._Aacceptable you are as an.apprentice or trainee.
[ A !

- | 109

L]




IND!VIDUALIZFD LEARNING SYGTEMS

e — I . caan o —-—

' Self -
Assessment

In groups of three, role play an interview; one person will ask at least two * °°

of the following questﬁons, the second person.w”]]vanswer and the third person will
record his or her observations on the check list. Take turns in.each rple. -The
person being interviewed should \chose a job he or she might.be realistically tryjng

to get.

Questions

. \'s
1. What work have you enjoyed most? Why?
' 2. What work have you enjoyed least? Why?
3. What special skills do you have? i ’ . g ,

4. What hobbiesLor interests do you have ? |

w

“Why should we hire you?

6. What are you good at?
' )

7. What are your faults?

*

L]

8. What kind of job would be interested in doing, as well as the one you :are ,
[

app]ying for? . .
- ¢
9. Why are you interested in this particular job?
: N .

N

1
-

' ) ) |
. s “ . : ¢
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. Observer's Checklist

-

Fach person should copy this.

I
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The “person being interviewed seemed: o
L -
1. Interested in the job. )
B : ~
““"P'“'s.\
’ - { 5
2. Enthusiastic about starting work. =~ '
' . ;.l
LN . ‘ 1 \ ' .
. t . , . . /
3. Likely to be a good worker. - ‘ ! NG
|. . . LY ) 4 ‘7 /,‘ . '.
. Ad “ . '\ .
. ’ ' .‘l ~
v, . . [}
K " —* [V
4. Able to learn new things. S ™
‘ . , . .
' 4 # , "
. 5. Able to stick at som%;h1ng even when ) .
it is difficult. * S ,
- ‘ - / ., v
6. Able to get along wWith other peopie. -
. -~
o . 1 4
4. Realistic about what he or°she wants. . & .
1 ’ ] 1 ‘ ' I
(8] o
8. To have a pleasing personality. ,
. ‘ ’: ’
i s | “ |
! .
Totals ) .
P ' ”
¢
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-

Assessment

¥

This involves Having an interview at least ten minutes long in front of the: rest

"$f the group. The instructor (or someone delegated”by him or her) should ask the

questions. After each interview, the rest of the group shouid give. positive ®
feedback to the person who«has just answered the'questions. Tell him or her what
you thought. was well done and what might be improved upon.- Each person shou]d
decide before the role play interview what they.are interviewing for. He or she
should then answer all QUestions as if it were a real life interview. Most of
the suggested questions-were taken from those wr1tten as a guide by the Jo1nt
Apprenticeship Committee. .

—

How did you become interested in our trade?

2. Would you, in your own words, explain to us your ideas-condéﬁning what the

duties of,a(n) _ i ' are and what type-of work is performed?
' ' |

3. What experience have you had that might help you leayn the trade?
4. What are ybur favorite hobbies?

[ -
' .

5.. Do you work on your own car?

" 6. What satisfaction do you expect out of being a(n) 7

£

7. Are you aware that the work in this industry may be seasenal, hard and dirty?

8. What -have you accomplished that you are especially proud of or feel qood ahout.?

Would you tell us about it?

‘9. Let us imagine that you have our job of interviewing candidates: What would

you Jook for in a person?

112
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Goal:

Thé\ipprentice will be able to
describe the appropriate work
habits and attitudes.

. .. WORK HABLTS AND ATTITUDES

9

”

[} o

Performance Indicators;
.. "' ' N . ¢
1. Describe appropriate work
habits and attitudes.

2. Describe how work habits and . . ... .

~ -

attitudes 4re conveyed to
others.,
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Information

-Once_you have bgen’ h1red or accepted as an apprentice, you will have to prove
yourself on the JOb You will already have found*out much of what is expected of
« . you. Cont1nue seeking information about ﬁow to survive and get along. Ask
.o workerS'who have. been there for the 1ongest't1me Keep informed at all times, J
about.what is going on. You can be" forewarned and forearhed for many of the things

that will be expected of you in éxchange for _your pay and tra1n1ng Your employer
will want you to be: - '

1. Punctual.and Degendab]e ‘ B - : ‘ : . ' -
*ready to begin work at the starting time
*in attendance every day .

‘ *calling in, if for any serious reason, you can't be on t1ne or attend

. : *completing all assigned work on schedule
' P *f1n1sh1ng work to a consistent, hi gh standard
. / , .
2. Honest } ) =
) *respect1ng and caring for- property, materia] and tools - R .
*giving a full day’s work for.you pay , E
hd \' ) . )
P 3. Loyal ) / . |
Yy *as'if you are the representative of your trade or company (Be

familiar with its reputation and if you don't like it, leave it. )
*being positive about the job you are doing and the finished qua11ty
of the work (Some disgruntled workeis spread rumors about poorﬂy
. finished products that scare customers away. If you think the
. . ‘ quality is poor, speak to your supervisor or boss rather than
. keeping qu1et at work and making negative comments outs1de )

N 4. Willing to Learn and Able to Accept Criticism )
*1¥stening carefu]]y to instructions and being sure you understand them
‘ ’ *acceptmg crit1c1sm without becoming angry or defensive
*learning from your mistakes : i
' ~ *willing to follow positive suggestions [ |

gy

)

R b -



* i * ' N ‘ . / .
‘ ) o *trying to improve the quality of your performance at all times

RS

Ld

Nhen you start in a new JOb there is a 511ght1y d1ff1ou1t per1od o time when you
may not be tota]]y accepted by fellow workers, no matter how 11keab1e or p]easant
you are. They are waiting’until you have proved your competence and shown a sense

™ of respons1b111ty Itsmay be surprising to find out thatxmost of the ways in

wh1ch you can be become accepted\by your fe]]ow workers are, similar to being -
recognized as -a good worker by your employer. |

‘ " 1. Be Reliable and Dependable

’ | . go1ng to let them down, interfere with or interrupt their work or give
. them extra respons1b111tnes /If you are assisting a journeyman, you need
to be read11y ava11ab1e with the material and’ equipment. Your dependability
means money. It 1s Just as 1mportant to your fellow workers as to your
employer that you get to work on time, don't take days off, that you meet v
deadlines kéep promises and show you can work under pressure o "

People work1ng with you want to-know they can trust you, that: you are not |
i‘n( o]

2. Be a Learner y L
Be preparedﬁgp ask questions and learn from-alternative techn{oues. A'good
.¢ ; -, learner always succeeeds because he or she is sensitive. to things that are
} important to other, more experienced workers. ‘

3. Be Enthusiastic and Interested |
_..In this way, you will be helpful, encouraging, cheerful and determined to
fre Ui " -maintain a high quality of human relations-and work. You will also be great \
: to be around! \

4. Be Honest and Loyal . 4
Respect cther people's property and opinions. Be prepared to communicate -
your feelings and opinions, at the same time be open to the possibility of
being mistaken. .Avoid, at all costs, bragging about yourself and making
up stories about 'your experience“ abilities and plans. Satisfactory
relations with other people can be shattered if you are discovered iying
about yourse]f in order to impress others.

. In addition to ga1n1ng the respect of your fellow workers, you also need to prove
. your competence to your immediate supervisor; this is probably -the most important

factor in progressing at work. This does not mean be1ng insincere or subservient.

that way would lead to youy, being disliked by your fellow workers and mistrusted
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by your supervisor. The number one way to sell yourself to your immediate super-
‘ ‘'visor is by producing a cons1stent1y high level of performance. But this is not
always sufficient to be noticed. It is a good idea to keep a written record'o¥
all the things you have achieved and all the skills you have acqu1red You could
then use,this as the basis for asking for advice from your superV1sor about what .
. 'you should concentrate on next You will impress him or her by your,thoroughness
.., .and ambition. You must, however, be genuine. |
?.
-There are severa] other ways that are guaranteed to he]p you prove your worth to
_your supervisor and progress in the job:

Show your 1n1t1at1ve 'by being W1111ng to try new things, vo]unteer1ng to take
on tasks where you will learn something new. Also, show you can be bUSy at
all times, even if it involves picking up a broom and sweeping the" f]oor

4 -

" Take respons1b111ty for solving your own ?prk problems and even "being prepared ‘* o
to solve some of the supervisor's problems. Be. aware of what is needed: and
offer to help when you think it is appropriate.

Ask for help and advice from your superv1sor when you can't be expected to
know how to do someth1ng It is better to admit the need for help than by
‘ being shy or overconfident or to ruin a tool or some equipment.

A Y
¥

A There is one remainihg area that could seriously affect your work habits and
attitudes. Sqmet1mes, without you realizing it, some of your personal hablhs
outside work (drowsiness from drink, drugs or lack of s]eep) are going to make
you unsafe with machinery, Heavy drinking dr pot smoking, missing sleep or
obesity can affect your parformance. Abusing yourse]f through the heavy intake of -
any substance will ser1ous1y 1mpa1r your ability to work, your dependability,
re11ab111ty, soc1ab111ty, capac1ty to understand and remember, and so on. Often
people do not know that their behav1or is altered for the worse.  As socon as , .
other workers start remark1ng dn«your performance, you are probably in need of help.
There are many outside agencies- that will offer you help without your employer
knowing. Call your local Mentil Health Association and ask for the name of someone
you can contact for advice. |
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INDlVlDUALIZED LEARNING SYSTEMS

* Self
Assessmént

4

[ ]

'Read the statements and wr1te T if the staﬁement is- true and F'if it is false in
the spaces- provided - . .

\

;1."_ If someone offers you a joby it is proof that you already have a11 the
r1ght work hab1ts and attitudes. v

£ 4

. 0
had Y

2. - Be1ng dependab]e is do1ng the same thing every day, even 1f it.is being

late five minutes each morning. = e
C , | . .
3. ____ It would help both your fellow workers and yeur emp]oyer if you called

‘ndﬁhen you had to mfss work due to 111ness

f
» .
" .
. . . - ; [
A ' ' N

4., An honest dqf's work is doing as much work as you feel 1ike doing that
‘ day. - ‘ . % '

s

5. . If you are frequently-heard putting your trade pr conpény'down, other
‘people will wonder why you_ <tay in that job.. ~ -

6. You get along best by show1ng you can do everything yourse]f be1ng super
conf1dent and never admitting any mistakes. ‘

-

7. One person's poor work can bring down the'earning§ of another worker.

:
.\.J

8\, ¢ The most successful workers know how to "suck 'up" to the supervisor.

A B
~ ‘

9. It is possible to smoke "pot" every day and be c/nﬁletely reliable at
work.

10. A good worker is also a good learner.

‘——'___—-__—-—“—‘_
' - . . . .
. ' - . : ‘.
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b3

- ® Self Hssessment
Hnswers '

1. F e
2 F . | \ . "-—'\é“
T N o
P4
4. F : ’ ’ )
N ’
: 5. T
o 6. F - _ N
7. T . . 4
. {
8. F
9. .F A v
)

10, T
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e Post -
Assessmen’t

INDIVIDUALIZED LEARNING SYSTEMS

¢

\

Put a check mark in tlw blank of the énsWer-or answers that you think best

cost completes the statements.

i

A

1. Workers who are loyal

d.

b
c.
d

¢

2. When you

IRRN

get what they can from the company
criticize their workplace to outsiders
act as. representatives of their trade or work
try to sqlve.proplems related to work, at their work
start a new job, you need to"
tell everyone how good you are
find 9pt what is expected of you
cri}ﬂijce the boss to your:fellow workers ‘
.ptgve your competencg‘to your fellow workers A

] ' P

3. 'If you are given an-assignment that .is too difficult you should

a.

4. People who are 5bnest-*

b
. c.
d

————
———
—s
——

A"

. ask for advice from your supervisor

wait un¥11 the deadline and say it was too difficult
comp1a1q,to everyone near you o , o
"keep silent and hope that mobody says anything’about it

try to give a full day's work for their pay
get away with as much as they can’

- return things that they find lying. around to their. proper place

admit their mistakes
A\
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5. If you accept criticism when you have done something bad]x
. . a. you are stupid and weak

- oo 4

b. you admit to being 1ncompetent
.. ___4{ you are prepared to 1earn from other peop]es feedback to you '
- d. you make ‘the same mistakes over and over again
BEAN a
6. A worker who is enthusiastic -
a. shows interest in. his or her. work ¢ .
b. " ___ is cheerful with other workers -
C. ___  helps others
d shares his or her ideas )

7. A young worker who proves his or her competence tb a supervisor
SV would se]l him or herself to anyone

b. s 1nterested in getting along
c. _____ is an "apple polisher"
d. ____ lacks enough conf1dence to do things by him or herself
« 8. A heavy smokerjﬁf marijuana
* . a. ___win fot be very dependab]e in h1gh -speed work .
b. ___ is likely to harm his or her short term memory \
4 C. ___ will seriously affect his or her progress at work
d. wiil be unsafe operating machinery

*9. Good -work attitudes and the ability to take on responsibility
a. can be seen in your behavior at work .
b are unimportant compared to the mechanical skills required on the job
V! c. are ‘the best way to survive and succeed in a JOb
j d are soneth1ng for older workers
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28.10

EXPECTATIONS

Goal: | o Performance Indicators: -

4

The apprentice will be able to ' 1.

describe the impact of expectations
on success.

-

Describe self-fulfilling
prophecy and its results.

Describe idealistic prediction
of the future.

Describe realistic predictions
of the future.

123
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Introduction | _

]

This module discusses the ways in which ' our predictions of what is go1ng to
happen and of how we are going to feel and behave, either 1imit or open up
possibMNjties for us. It is important to put aside prejudices (prejudgments)
.before enter1nq work and be able to demonstrate more flexible expectations.
It will help ygu\to be more open to _change, more tolerant of others, kinder
to yourself and ‘a more successful worker.

[ \
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Study Guide

-person to clarify anyth1ng you are unsure of. -

INDIVIDUALIZED LEARNING §YSTEMS

13
4
* o
[
’ 1
v . ) o

To complete this module, fo]]ow the guide be]ow Please -check off the tasks

L

as you complete them. -

-~ ~
.

1. Read the Information sg§t1on and discuss it with- at least one other

—~—

[ ] ~

2. Complete the Self Assessment and cbmpare your answers with those on the
AnsWwer sheet following the questions, Discuss your answers and any other
questions you might have w1th your jnstructor, or with a group of five
ér six other students. Ask your instructor to arrange the class by dividing
it into groups.

' S 0 / | !

3. ____ Complete the Post Assessmept. Answer the questions in writing, either
by yourse]f or in small groups. Choose one person to record the answers.
When you and your instructor agree that you have demonstrated your

understanding of the ideas in this module, go on to the next one.
. “’,p [
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Information
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Although no one yet has come up with a certain method of predicting the future,
.. we live much of our Tlives as if we ourselves can do it. Not only do we act
\\as if we can predict what might happen, we often arranée things;so that what
we anticipate will come true; $0 we can sax?,"l told you so."

Here aré—?Wo‘examp1es:
R .

1. SITUATION: A person is going for a job'interview. ~
WHAT THE PERSON EXPECTS: "The interviewer is looking fér somebody much better
’ qualified than T am. I don't have much of a chance of getting the job." '
' HOW THE PERSON BEHAVES: . He or she appears uncertain, disinterested and
lacking in confidence. The person is unable to enlarge upon and sell his
or her own experience and skills. ,
WHAT HAPPENS: The person is turned down. “See, I told you, so."

2. SITUATION: You are confronted with a new task, of which you know the component
parts; byt have never fitted them together before, e.g. you know how to make
carpentry joints, but have never built a particular type of frame. )
WHAT YOU PREDICT: "I'11 make a mess of -this if I'm not shown exactly what
to do.

HOW YOU BEHAVE: You wait around to be told what to do, or interrupt another
worker who is busy. You appear to be unsure, lacking in initiative and
totally dependent on others.

WHAT HAPPENS: You acquire a reputation for being incompetent and always
needing to be told exactly what to do. “There, I told you so."

There is some ?ée]ing of security in being right, but it is a Tong way from
satisfactory if we have our greatest successes in predicting our own failures.

L4
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Look at the interview situation from another viewpoint.

3. WHAT YOU PREDICT: "This is a little scary, but it will give me the ppportun1ty
-to show enthusiasm, a positive attitude toward work, and to commun1cate the *
skills ‘and experience 1 have that are relevant to this job."
HOW YOU BEHAVE: You're interested and enthusiastic, with a lot of relevant
information to give. You seem to have a good work attitude. .
WHAT HAPPENS: You impress your 1nterv1ewer and have a very good chance of J
being hired. ‘ sy N

YOUR RESPONSE: “I always believed I had a chance of succeeding." (Th1s is
a winner's, att1tude )

R
Having optimistic and positive expectat1ons does not guarantee the future, but
it goes-a long way toward preparing you to be a winner. (The opposite is much

. more reliable; predicting failure i’ likely, to bring it about )

However, it is not enough Jjust to think posat1ve for good things to fall 1nto

‘ your lap; this is where your effort and organization count. In order for your

expectat1ons to lead you in" the direction of success, you need’to be both o
1dea11st1c and rea11st1c Being idealistic involves having 1deas, be1ng ‘
_ creative and 1mag1native. Being realistic entails keeping close to facts and
details, never straying_ far from what you see as truth. These two stages, the g
: 1dea11st1c and the rea11st1c, are not opposeY or opposite; they go together' v
You could describe the, 1dea11st1c expectations as the plans, whereas the
realistic expectations are the f1n1shed product. »
The ‘sequence goes from Planning (idealistic) to the product ( realistic) and
then back to planning. The cycle is continuous; it never needs to end. In
the same way, as soon as .you find your expectations and/or predictions of what
will happen are getting stereotyped and recurring over and over again, it.is
time to change them. Look for alternatives. Rewrite your future,
\ b
» Many people either leavetout the 1deal1stc stage and remain trapped in their
past experience of reality.  That means that if you had difficulties in some
‘s1tuat1ons in the past, you ‘predict you will have the same problems in-the future.

N
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This leads to the old punch line, "I told you so." .

On the other hand, some people do not arrive at the realistic stage; they stay

in the dreaming state, e.q. "someday I'11 be left fortune, I'11 be offered °

a top job, my boss will leave." Or, 11ke the entryclevel worker at his or”her
interview who says his or her amb1t1on is to be pre51 ent of the company; the a1m,
in itself, is not silly, it simply has not been throuqh the second staqe of:

Here is the process in action:
IDEALISTIC PREDICTION: I w1]] be the owner of the largest construct1 husiness
in the country. . .

REALISTIC PREDICTION: If Igain the experience work hard at the/sk1115 and

keep my eyes open for opportun1t1es, I will progress quickly in construction.
work and maybe 1'11 be‘able to form my own sub- -contracting business, and then
PRESENT -BEHAVIOR: Working to- ach1eve one step at a time, , .
COMMENT: The realistic pred1ct1on arises out of the 1dea]1st1c one, and has

M
Expectations for yourself are similar to making pre- judgments about other
people or groups of people. Have you noticed that\peopIe who are heavily
prejudicea, maybe against young workers, o]d workers, men, women or whatever,

rarely change their mind when they encounter disproof of their initial
eﬁpgctat10n7 They will often counter ,contrary.-evidence by saying, "He or

a good chance of happen1nq .

.she 1§ an exception; the re®t of them are just as I've always told you."
;'The same goes for people who are not flexible about their expectations or

pred1ct10ns They will turn around, after a very successful experience (to
everyone else's eyes) and say, "That was just a f]uke--Just good luck for ~

once," and they imply, ' you wait until next time and I'11 show you how I .

can fail." They engineer, the future so that they can say, "See, I told you
so."
This module is written with the assumptijon that it st111 feels better to win

than to lose. Of course, losing is easier, more predictable. It is more

-
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difficult, but much more satisfactory, to make a prediction that results in

you geing able to say, "I always believed that I could do it."
_ hard-won and well-deserved success. '

You deserve it.

That is a.

>
L d
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1)

Fo]]ow1ng are some common personal expectations. In the space by the number °
write a T if it seems true for you, or an Fif it seems false for you.

1.
2.

7.

10.
11,

12.
.

13.

14,

Q:

[-will b

Any Job I try for, there will be plenty of better people applying.
Gett1ng into a trade will be d1ff1cu1t but it is worth preparing for

and st1c2jnq with.

able to find interest ‘in most work‘/

____The more I allow people to know me, the more 11ke1y it is that they w111

accept me for who I am. -

.1 will never be happy unless I have a continuous, close, romantic

relationship with someone.
There will be on]y one job- that I could ever fully like.

Nobody could ever love me.

I will find it impossible to be on time for work in the mornings.

I will take responsibility ﬁ%r my actions and allow other people to take

responsibility for theirs. ~_ A , s
I will always be a failure until I get a top job.
___Most people will put in a hard day's work if they fee] they are gett1ng

a fa1r return for the1r labor.

At work, there will be excessive demands on me to perform better than I can.
—_A good job will give me a Tot of sense of se]f—respect \
I won't be able to fit 1n,w1th'ru1es,that someone else has made up.

I will probab]y meet a lot of people I 1ike in my work.

et
o
T

L




16.___ Most people in work are honest and dependable.

17.____ If people get to know me, they will not like me. | o
18.____T will be happy if I can like myself.

19. I Will be rewarded and recognized to:the extent that I put in the effort.

20. If I can give Tove and friendship, I can receive it.
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® Self Hssessment
ﬂnswers a
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T | 12. F
4T 13. T
5. F, O aF
6. F . 15. T )
7. F : T 6T
8. F o 7. F - «

’ 9. T 18. T ‘
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WHAT YOU EXPECT/
PREDICT MIGHT HAPPEN
f

THE SITUATION

A young worker's
first day on ’

When you start on
the job, the other

the job. workers will play
practical jokes on
» you to make you look
‘ Tike a fool.

HOW YOU

:
~ BEHAVE--Or{@EEL

MI'11 show them.
They won't fool me."
You act unfriendly
and cautious, respon-
ding to the stmplest

equest with sus-
picion, unable to

laugh at anything in
fear of being made a

fool.

POSSIBLE CONSE-

QUENCE T

The other work-
ers think,

"This kid seems _

hostile, not .

making any effort:"

They ignore you

or send you for a

"wire stretchey."
Your re-ponse:
"I told. you so."

THE FIRST PREDICTION WAS ONE LEADING TO FAILURE: HERE IS AN ALTERNATE RESPONSE

"When you start a

job, it's necessary

to show that you can
get along. Some-
times, as an initi-
ation, you have harm-
less jokes played on
you. This is something
to have fun with.

D

The same

133

> humor.

Sth}ng'skills at
being friendly and
having a sense_of
When you're
asked to get a rub-
ber hammer.from the
truck, you get-a cup
of coffee and come
back later, 1poking
bewildered and say-
~ing, "They didn't

have one."

Other workers
have a good"
laugh and think
"this kid's
pretty sharp and

can take a joke."

Your response:
"I knew I could
come throu?h
in a positive
way."

MO{ |04

JUBWISSISES
1o

"Op 03 pajse 3q [|LM nof jeym jo a(dmexa ue st bui
SW31SAS ONINHY3IT Q3ZITVNGIAIGONI

-~

L

®




.

Now, you are asked to do the same for the.situations described below. Whatw
"is the worst thing you might expect in that situation. w;%te down how you
might feel and act if you belfeved that predittion would definitely come

[

true. Follow through on the possible consequences. Then take the same

., situation and fry réwriting the future. Uhdek "what you'eXpect," write a

positive anticipation of what might happen._‘Again (after discussion, if
- you are working wita a ggoup) write down how you might act and feel if
that expectation came trug. Sugaest the possible conseauences. In doing

A . .
this exercise, try to keep as close to your own actual experiences as

‘ ”
possible.. .." - - : ~
. . YOUR EXPECTATIONS OF HOW YQU MIGHT POSSIBLE
THE*SITUATION WHAT MIGHP? HAPPEN BEHAVE AND FEEL 'CONSEQUENCE§

1 A. It is 1:00 a.m. The worst: ‘-
You are returning
home much later than
you said you would.
As you enter the ~
front door, a light

. qoes on in one of

~ the bedrooms ~

-c--------NOW WRITE AN ALTERNATIVE EXPECTATION . ° & -
\

1 B. The same: The Best:

2 A. You are an The worsf: ' a.

apprentice. It is
lunchtime; and you !
enter a room where

a aroup of workers -
you don't know very
well are talkina”

and lauahing.

------ ----NOW WRITE AN ALTERNATIVE EXPECTATION
-2 B. The same The best: '

}
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Two more situations are suggested. These will require another worksheet. |
. i _ ‘ o
. .
3 A. You are late in completing -

your job assianment. Your
supervisor is coming Up to you.

4 A. It is the day of the
picnic you have planned
with your friends. You x
turn on the radio to Jisten ' -
to the weather forecast.
[}

- ¥

~ i 4 ' ' B ' - ) A

Q
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28.11

' : WIDER INFLUENCZS AWD RESPONSIBILITIES

Goal:

The apprentice will be able to
describe their influences and
responsibilities that extend
beyond the immediate working
environsent,

Performance Indicators:

1. Describe relakions with
reople in authority.

Describe relations with
family and -friends.

N)

3. Describe other relationships
that extend beyond the job
site.

/L
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Read the following and check off each task as you have completed it.

1. ___ Read the Tnformation section.

2. __ Complete the Self Assessment and compare your answers with those on the
Self Assessment answer sheet. If your answers are different, re-read
the Information section. <

| J
3. Complete the Assignments; these will involve writing and discussing with

one or two other peopfe.

‘ 4. Complete the Post Assessment exam and then continue to the next module.

" Study Guide |Vl

)
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Information @ |\_/|

In the modules so far, we have concentrated on the experience of working with and
along side other people and the day-to-day interpersonal challenges and opportunities
which that involves. However, we have not spent any time discussing the two

entirely different roles that a supervisor or b?ss might have in relation to you.
Also, it is of benefit to identify some of the cher peop]e and groups that can
affect how soon you settle down in your Jjob and what your expect1ons for that job
will be.

RELATIONS WITH PEOPLE IN AUTHORITY
First, there is your job of authority; this can be represented by workers with

. seniority, supervisors, employers and sometm(s by customers. How do you respond
to authority? What does it mean to you? Some people find 1t difficult to respond
in a relaxed and eonfident way when they are being told too something or being
criticized. We have already looked at the skill of taking criticisms, but, when
there is the added force of it coming from a person in an authority role, it may
become even harder. In talking about_people in authority, what is meant is those
individiuals who have the privilege and power to make decisions about how and what
work should be done, the right to direct qthers and the possibility of handing out
rewards or punishments (in verb'l or materialistic forms). Their role could seem
like a stern and distant parent or it could be much more informal.

. !

In some weys. the more farmal a workplace, the easier 4t is to determine how to
deal appropriately with people in authority because they are given titles and
clearly defined roles. Your first goal should be to find out who has the authority.
If this is.not easy to identify through job titles, then you will have to ask very
quickly who is entitled to give orders to you and who in turn gives directions to
that_person. and so on, up to the final authority. The last person is not .lways
the most powerful because he or she will probably delegate a 1ot of authority,

. For example, the owner may wish to have nothing to do with the hiring, firing and
other personnel issues; he or she will, in this case; hand the responsibility over.
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So, if you have problems or grievances that cannot be solved in the manner described
' in the previous modules, it is very important to know who has the power to help you.

-

Theiiarger the business you work for, the more specialized will pe the rq]es of
people working there. In a small working orgahization, however, the roles and the
power are likely to more general and more informal; this can lead 'to a more relaxed
atmosphere, but it can also present different problems. . IA an informal business,
it is even more crucial, if you want to progress rapidly; that you'find out what

is expected of you as a worker. There are often unwritten rules and customs and
chains of command. that you disregard at your own peril. For example, it might
happen that borrowing basic hand tools or even sitting on the wrong box during the
lunch break could lead to’unnecessary conflicts. . Many customs and rules ev&lve
over th&“course of time; there are often expectations of apprentices that you need
to pick up very quickly and which vary from shop to shop. The advantages of
informal author1ty is that peoﬁfb can be closer and get along well together; a
disadvantage is that it is not always clear what yourébos1tion S, and it is
important that you find your place in the hierarchy and start to build the initial
stages of your career identity around that, .

A difficulty that many young workers have is learning how to behave toward their
boss as an equal human being and yet, at the samée time, accept orders and
criticisms as if they were from a different person. In fact, these two ways of
responding recognize two different roles that the person im authority has. The
skill Ties in not feeling put down by someohe who has been joking with you a minute
before; and being able to show respect for someone's authority when, during lunch
break, you have been arguing with him or her about a movie you have seen or sharing
food together. However, it is an important'@ay to survive in a job, getting aleng

to relax yith him or her in your communication and yet being able, also, to
demonstrate to him or her.your high level of performance on the job.

RELATIONS WYTH FAMILY AND FRIENDS

When you start a new job, you can predict quite a few changes in your present 1ife

style. You will have a new schedule, increased responsibilitics, the possibility /

of out-of-town work, and the great pressure of having to learn the new social rulés
. that allow you to fit in. It is potentially a tense time and it will affect not

only you, but anyone you are close to--family, intimates, friends. It is during

stressful times in your life that you need to recognize the possible bad effects

with and impressing you:r immediate supervisor. You can do this by sharing’an ability
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that they might have on your relationships. ' This can come about through your own
new preoccupations, interests and uncertainties which take away from'your gtying as
much time as ybu previously did to people you enjoy being with. This might be
something for you to discuss with thum so that they understand what might happen.
Alsd, it is useful, if you are prepared for this possibility and you do want to
keep “our relationships healthy, to plan to devote quality time to the other person
even if less hours are involved.

With the new demands of your job you might well ask yourself how much can you even
talk about your work to people who do not know the environment and conditions that
‘you'arg-speaking to them about. Some neéw workers strain the patience and friend-
ship of peoplé they have known before they started their job. Of course, it might
be that your new work involve§ you with new people and the chance of making'new
friends, in which case it miéht be necessary to resign yourself to seeing a lot
less of former friends and acquaintances. This is something to be aware of and,
if you are in a relationship that is extremely important to,you, you will probably
need to share with him or her the possible consequences and stresses on your
relationship that taking your new job might bring about.

Take a imple but frequently recurring example: you discoyer thagt—you cannot get
~a paid\jécation for the first summer, when you had already plaphed to travel with
your boy or girlfriend. An equal and happy relationship will come through many

changes of plans andsdirections, but only if both people aré aware of, and are open

about, any clashes in their loyalties and réspOnsibilites that might happen. Any
rel%tionship tQét is important to you will only prosper and gro@ by your caring

for it. When you have an intimate, long-term relationship, it is not sufficient
justification that your wogk is tiring, to come home, flip the switch and flop in
front of the T.V. all night. Although your home is a place to relax, there is work
to be done in maintaining a happy relationship. ' '

Likewise, it is important that your leisure interests and activities are not
submerged by work. Even when you'are devoting a lot of time to your job, you need
to keep your out-of-work interests alive and varied. One other point about the
overlap of work'experience to your outsidé work relationships is that "people
"voblems" that originate on the job, should be dealt with on the job. It is too.,

'I' much to expect people close to you to be counselor, advisor and consuitant on
your interpersonal problems at work; you can only solve these by dealing with them

on the $pot, and the previousgmodules encourage you to do so.
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There can be another unnecessary conflict when home issues are carried over into

work. There are many problems, Such as illnesses at home, responsibilities for

.children, money pressures, and, the most frequent problems, upset in your intimate -

relationship. Each one of us has the skill to turn on and off the display of our

feelings; it is not necessary to go around with a large neon sign ﬁroclaiming: "I

had an argument at breakfast." It is not the responsibility of the people you are

working with to solve, or even sympathize, with your problems at home. You are the ¢
same peréon in both settings, but you have the ability that all of us have: to

act in different ways with different people. If you are angry with your friend,

tell your friend and don't take.it out on, or bore your fellow workers. It is

relativé1y gasy to leave all your problems behind when you are working in a more

fqrmal organization where personal matters are rarely discussed; in an informal

work setting it may be more d1fficu1t But, it is not essential to tell everyone - g
your innermost secrets. A person who goes around moaning about his or her problems :
at home becomes a big bore. Whatever your experience at homey it rarely pertains

to your work. If some circumstance arises which you see as very serious--for example.

an accident or bad illness at home, then 1__ have to decide your priorities, If

it seems more important for you to be at home, then you must communicate that to

‘ your boss and then take full respons1b1hty , . \

Rzmember, it's not what you do, but how you do it that makes all. the difference.
If you approach your boss and say, "I'm very sorry that this has happened, but I
feel I have no choice but to stay at home and care for him or her at least for
today. Is there any way that I can make up ‘for the work I will lose?” Then your
boss will have to very cold-hearted to be other than accepting to the inevitable.
If your 'work relations are good, your fellow workers will always give you support
in time of unforeseen emergencies.

OTHER INFLUENCES

There are many other groups you may have dealings with when you start work. Your
relations with them could effect the level of satisfaction you reach in your job.
Here, we will only mention very brigfly a few of them.:

When you are an apprentice, you h£V;~obligations and responsibilities to your trade,
the representatives of that trade on the Apprenticesh1p Committee, and the instructors
in your apprenticeship classes. “ The survival skills required in getting along with
“these are different from your straight forward person-to-person relations. Here,

the central influence is your feeling of identity within the trade that has accepted
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‘what it is you are doing and why.

you; it is therefore, the standards, the values, the goals of that trade which will ..
influence your behavior. If you can't accept the bas1c values of your trade, then
you probab]y do not belong in it. ' o

You might also be involved with a union. Again, your membership in a union should

be in harmony'ﬁith your own beliefs and behaviors. If you see the union as a body
concerned with increasing the influence of workers on wages, hours, working conditions
and job security, and you approve of that concern, then it 1s your responsibility

to support it actively., If you have a different experience or view of your union, N
then again it is your responsibility either. to be active and help to bring about i
change or to Jeave. It is useless to complain that your representatives have not 0

done a good job if you never attend a meeting or bother to vote. It is a well-known /-

comment. (with a lot of truth in it) that the union is only as good‘as its members.
Each organization will. offer other benefits and obligations. 'One exemple is social
clubs or more frequently informal social get-togethers organized from work. Look

at what is involved. What purpose are they serving? Is it important for you to
attend and participate in order to be accepted by the othep workers? Are invitations
to social gatherings a sign that you are now fully accepted as a fellow worker?

Are they being used by the employer to’ encourage better commun1cation between workers?
Find out who goes, what happens, what the consequences are of going or not going.

Find out beforehand. ‘You can decide whether to accept and, therefore Support the
purpose behind the social act1v1t1es by taking part, or choose not to participate
becduse you disagree W1th them or see them as not being fun or useful to you. The
reSpons1b111ty is yours. The advice her ~1\\to know, whatever you choose to do,

> ' Y

You will come in contact wilh opher workers-who are riot*in your particular trade.

In construction work, many trades work in the same location. It is essential that
you con51der the people who will follow®you into an area to comp]ete another phase
inthe construction. If your work may create unpieasant conditions for other
people, tell them about it before you start. If someone is f1n1sh1ng dry wall and
you start spraying paint in an adjacent area because noth. Ag is going to.slow you
down, then you are lining up trouble. LAt all times, as with interpersonal relations
with your fellow wérkers, the main guideline is that your respect for another
Person as an individual with the Same rights as yourself should be Hemonstrated in

the way you behave to them. ( . T
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Settling down at work might be affected by your relations with various Federal and T
' State offiées For example, thetaxes you pay gan mfluence the number of hours |
you work and, as a result, could affect your feelings of well-being and even your
relatlonship,s at ‘home. It is d1ff1cult to separate completely the influence of v
any of these groups and organizations that sou have dealings with or belong to, '
from your, experience at work. Nhen you'start work, a whole new world ¢f inter- f
connections is created. It is like throwing roc,ks into a Stl]] lake; each possess
a center of its own, but the ripples that radiate outward overlap and influence
those coming from other center points. What is clear is that the more real1st1c
you are about what might affect you when you start work, the more rhance there is
that you will stay m that job &nd enjoy it.

q




INDIVIDUALIZED LEARNING SYSTEMS

o _Self
As'-'essment

Answer the following questions.

1.

o

!

How do you'identify who has authority in a work situation?

What is an informal workplace like?

] -~

What difficquies may arise in working for a boSS who is very informal?

When you start in a new job, how m1ght this affect your close "outside-work"
relationships?’ .
If you have relationship problems at home, where is the best p]ace to deal
with them and try to solve them? \

If you are an apprentice, where is your first loyalty?

Satisfactory interpersonal relations have one thing in common. What is it?/“

R
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o Self Hssessment .
Answers

/

/ L d ’ .
1. Those people who have the privilege of making decisions about the work, the
right to direct others and the power to reward or punish.
' o -~

2. It is generally a more relaxed working atmosphere but also there are more

unwritten rules and customs that you need to find out about if you are going a

to progr%ss ./)

3. Being able to combine a respect for his or her authority. at the same time as
responding to him or her as an equal human being.

", -
‘ 4. It might strain them.
5. At home.
6. To your trade.

/. Respect for people as ‘individuals. - r ' f\
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Assignment

INDIVIDUALIZED LEARNING SYSTEMS

3.

~

Make a list of thé different roles you havé during the course of one week. For -
example, you are a student, a frlend' a son or daughter, you are‘a....etc.
Identify and write down what your respon51b1l1t1es are in each of these roles L
and discuss with a partner what you have found out. * )
Discuss with a partner and write down the reasons why you think school: or
college exists. How many of these reasons do you personally support and agree
with? . , . /? .
Choose one job (full or part-time) that }ou have done, and write down all the
rules and customs that you were sypposed to follow. How many of these" did you
have to learn about by actual experience rather than by being told bnfore you
started? °
|
Wr1te down and then share with at least.two other peQple, any experiences you,
or maybe someoné in your~fam11y, has had where work problems overlapped 1ntq\\~ -
the home. How were these dealt with? &\77
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ePost .
Assessment

(%

Hrite }our name in the center circle. In the other circles, write the names of

. other people {individual. and groups) and organizations that might have some effect
on you when you start work. . e

“Draw as many extra circles as you requiye.

ol
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PERSONAL FIMNANCE

. Goal: Performance Indicators:
°
The appréntice will be able to ’l. Describe buageting. \
describe thetconcepts of personal ‘ ‘ : .
finance. . — 2, Describe savings and gz *
’ ' “investments, '

3. Describe credit.

-~
o~
-
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.This gu1de has been prepared as a "blueprrnt? to 3551st youwn successfully
comple’ing - thlS module Comp]ete the tasks 1n the o

each item off as you complete it. B o

1. Read the Goal and Performance Indi€ators on the cover of.thts module. .
This will explain to you the topics which’'will be covered and how you
will be expected to demonstrate your understanding of them.

. 2. Study the Informat1on section. This wiil prov1de the 1nformat10n ,
\g_) . necessary to pass the Post Assessment exam. ' '
. ©3. Complete the assignments on the Assignment page. This will assist you
in further understanding the topics covered. '
¢ g ‘ R 4 . ] ,.\
4, ) Complete the Post Assessment éxam and turn it in to your'instructor for’

. grading. It is recommended that you score 90% or better on the exam before
goirig on to the next module. '

i

L
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This module- is concevned with exp1a1n1ng tp you the’ types of financial plans whuchr

can help with manag1nq your money A f1nanc1a] -plan is no more than a systematvc
program for saving, snend1ng and 1nvest1ng your income. A1l tuo.often, it seems,
apprent1ces, like a lot of younger peoo]e, take on the responsibilities of marriage
and family, buying a home, furniture, a new automobile, and clothes for baby.

Should the apprentice- be 1n3ured or laid off due to seasonal work cycles, the
payments on’these purchases may be in jeopardy. Often the apprentice becomes |
buried in a pile of unpaid bills, money and personal worries, and such worries can
cause add1t1ona1 prob]ems at work '

This module will explore some of the reasons for f1nanc1a] planning, some of the

’ ways to do it and some of the ways of protecting your investménts. In short, you've
spent a good deal of your life léarning how f: make money; you'll .fow learn a few
things about spending it.

The reasons for financial planning are many: to see where your money goes, to qet
the maximum benefit from your income, to prevert wasteful and unnecessary spending, t
to reduce money worries, and finally, to maintain financial stability.

BUDGET

The first step most people take in financial planning is to prepare a family budget.
An example of a typical family budget is found on the following pages. Budqgets are
no more than a listing éf expected incomes and expected expenses for a certain

time period--a week, month or year. ~

BEST COPY AVAILABLE




.
MONTHLY BUDGET

INCOME - o
- Regdldr Monthly Inbéme'iaftgﬁfpayroll deduction) -,hgébéndé‘ e
' B e A w#fe PR
S = g S T ,_,}:I_e_’_gu:-i'a.r‘,.-ﬁq.rlih'fy Income Total ™ ' “tif,ﬁ'

EXPENSES
Roymal Monthly Expenses
1. Housina (rent, mortgage, etc.)»

2. Utilities: —_—

Electric

Gas o

ater

garbaqe

TV (cable)

other ' - ~
3. Food <
4. Ciqarettes _ '
5. Allowances | |
6. Auto, gas & oil ‘ " | N
7. Child care
8. Insurance

_—
9. Medical & Dental ;
10. Prescriptions or drugs
11. Pledged contributions o
12. School expenses L
13. Hobby (hunting, fishing, etc.)
14. Entertainment
15. Child support
16. Union dues
17. Miscellaneous
18. Other
13. Fixed Debts:

a. Auto payment ' BEST COPY AVMLABLE

b. Visa




a‘

There are two objectives to budgeting. The first is to implement a system'of . fj
ﬁisciblinqd spendina; in other words, to spend only that amount of money allocated

to each category. The second, which can be successful only after the first is

mastered, s  to cut down. neediess anrd wasteful expendltures in each ‘of ‘the

_ﬁcateqoxaes Unless these*two;obdect1yes ar?‘mepbfbquet1ﬁg_gan riever be totally..

-2

!
rﬁ
‘successfulf-;-j“fl ST E T LT '

. . .
4 ) LIS

w .. -’
o .' -

The major steps 1n‘degetan are as fo]]ows J) determane ooa15, needs and wants,.

2) estimate tota¥ 1ncomeh-both fixed Var1ab1e 3) ana]yze your past expend1tures.

list fixed expenses,(rent, house or auto payment, insurance, etc.), estimate

flexible or variable expenses (entertainment, groceries, miscellaneous, etc.), 4) -
set aside money for savings and emergedties? 5) evaluate your budget over the weeks

and months to see how well it works.
Other types. of written records to become familiar with and use are net worth
statements, household inventory statements and tax records--medical and drug

records and the 1iké.

Discretionary income, a term you may have heard befbre refers to that amou;t of
income each week, mg/;h or year that a person can use at his or her dwn discretion.
It is income that is left over after the b11ls have been paid. A lot of discre-
tionary income goes into savings or investment. The apprentice should be aware of
the ‘types of factors wh1ch should come into play in dec1d1ng how to spen&

discretignary income.

Those factors which affect savings decisions are: 1) your needs and wants and
goals, both short term and long term, 2) the-amount of-discretionary income you
have, 3) your attitudes toward saving, 4) the purpose of your saving, 5) how
convensent it is to save, b) the need for liquidity, that is, convertina your
savings to cash in a short ‘time, 7) the potentia]‘for growth of your savings, as
determined by rate of interest, method of compounding interest, length of
investment, economic conditions and the tax implications your savings might have on
your income tax returns. The same factors will influence not only your decision

© on savings, but your decisions on making any wise investment. Those areas which are

open to investment include savings accounts, certificates of deposit, credit union |
shares, bank notes, U.S. Savings Bonds, tax-free municipal bonds, mutual fundg,
tax-sheltered annuities, common or preferred stocks and bonds, Keogh or IRA 3ccounts,
Tife insurance and items such as gold and silver or’'real estate. Again, not all of
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these investment ontions pertain to everybody; the factors listed above which affect
your' personal savings and investment decisions will elminate many of them, and

consumer loan-goes to, one party to borrow money, then qoes to a sorond to buy A
borrower of consumer credi
: the use of this mbney -a finance charge. This fee s
ts: 1nterest ‘the amount you pay for the: opportun1ty
to borrow money; and carrying charges, the costs the lender incurs by lending you -

the borrower-péys'a fee fo
usually comprised of two pa

money. - e

There is no one way in which you can determine how much debt you should carry. It
is generally determined by your need and the lender's estimation of your ability
to repay. A general rule to measure your debt is to consider your ability to tover
our debt payments out of your disposable income. If no more than 20 percent of

"borrows from -the seller. Regardless of the transaction;

-

B . wf'l‘;ll*"""“ ‘

Y

make others more attractive. 1

CREDIT p .

Consumer crédit is a right473u ve. estab11shed to buy now and pqy latpr lhelé is . o, 2o
a slight d1fferehce betw n consumar ioans and consumer cred1t A r o«y";‘“‘“ ’ w

-4

o

your disposable income is used to make installment debt payments and other. interest-

bearing debt payments (&xcluding the mortgage on.your hqme), you probably will
avoid misuse of credit.

Loans are obtainable in a number of ways from a number of financial {nstitutions.
Bank credit cards are a form of consumer ctedit, as are charge cards from big
retail businesses. Banks make 1oans, as do credit unions, savings and loans
institutions, consumer finance companies and pawnbrokers. Money can be borrowed
from certain 1ife insurance policies. You can pay anywhere from 5 to 120 nercent
interest on loans from these various sources. It's best to shop around for the
best ‘bargain.

The Consumer Credit.Protection Act of 1968 requires, among other things, that the
true and full terms of credit transactions between lender and consumer be fully
disclosed before the transaction is completed. A1l charges, rates, payments, dales,
any collateral and penalties must be spelled out. If you have any doubts about

the transaction, there are a number of¥ consumer prétections which have been
established to help. The Better Business Bureau can assist in locating the proper
agency.

y ~ BEST COPY AVAILABLE
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Debt is ¢ liability, although a necessary one for most peop"]e. I't- can allow you «4
‘ to posses: many things which you could not pay cash for outright; it car also bring |

the unwise user to financial destruction. _ . | IR o
e --*w‘{
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. As part of the.reqhirements fok the-successful cOmp1etion of this'module, you are '":’,'.c
required to complete the following tasks as assigned. ' You must complete one in =
each section. . |

-y
Section A ' - f_‘ .

After consulting your spouse and other family members, cbmplete the monthly
budget in the Information section (or prepare your own) by filling*those blanks

pertinent to ybur family economic situation. Show it to your intructor for approval.

ot

"OR S

There are categories other than those listed in the budget as presented in ‘the -
. Information section. For example, tax returns are not generally figured int
regular monthly income, nor are rents collected, interest, dividends, etc.
Likewise, there are many expenses not listed in a monthly budget--auto and home
'repairs, Christmas funds, gifts, other insurance premiums. Prepare®.full - -
budget for other income and éxpenses (anything not regular monthly) and turn it
in to your instructor for approval. .

-

-

\

Section B _

Assume your budget permits you to save or invest $100.0b per month; beginhing
the 1st of next month. You want to buy a new bedroom set which costs $1550.
Your bank balance is currently zero. A salesman has told you that you can buy
the set for no nnn€}~ddwn, $100 a month at 20% interest. VYou know you can get
7 1/4% on savings GOmﬁbhnded annually, at your credit union. |

Write at least a one-page report (which shows your mathematical calculafions)

on how much the bedroom set would cost (including interest) if you bought it
under the terms described above. Alsoc n the report, determine exactly how lon¢
‘I' it would be before you could pay cash f..- the bedroom set, if you invested in
the credit union. Show the report to your instructor.

o d
. N o
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Section C

- You need to borrow $1,000 for an opé}ation on your dog. Lender A has approved

you for the loan but must charge 15% interest and you must repay ip six months.

‘Lender 8 has also apprOVed you for the loan, but will charge 7% iaterest Pt T

-

‘nust have equa! nnnth1y payments¢ anﬁ w11T charge $27 50 carrying charges if you'x ‘iﬂ'”

pay off -ia less than 14 months | erte a report, show;ng-y i

'é C 1_.

your 1nstructor ”;

)

NOTE : Fee] free to contact your banker or f1nanc1a1 advisor for he]p on any or'
all of the assignments. o \

{. . Nooe

T,

~‘ | BEST COPY AVAILABLE
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A ComRLfte the Tollowing questions and problems .below. o o

1. - Name one reason for financial planning.

.o

2. Budgets are a listing of . and for a certain time

period.

<.3. Liquidy is

4. A fes,whicg_is charged for the use of someone else's money is comprised of
' ‘ " two parts: and-

5. UOne of the rules for determining the measure of debt you ;hobld go ‘into
states that if no more than percent of your disposable income goes
to paying off a debt, you'll probably not get into debt problems.

6. The amount of income you can spend at your own discretion is referred to as
. " .
N J') : -\

7. The first objective of budgeting is to implement a system of

income.

+spending. ‘ ' .

N

8. The second object}ve of budgeting is to cut down on - and .

expenditures.
9. The Act of 1968 requires
that all terms of a_credit transaction be made known.

. ' 10. The purpose of evaluating your budget is to

-,
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dnstructor
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10.

see where money goes

get maximum for money
prevent wasteful spending
reduce money worries

" maintain financial stability

*

incomes, expenses

.the ability to cunvert assets to cash

* interest, carrying charges

20
discretionary
disciplined

-

Consumer Credit Pratection

needless, wasteful

see how well it works

. 1
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