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2C3310M 11 UNDLASTANDING COQPERATIVE COUCATION

You probably have some tdeas about Cooperative EQucatlon right
now, HNost students hear about Coop from friends, classmates, and
instructors, In your Freshman Senin-r, you were given an
orfentation to Coop by 2 Student Services counselor. And yet, we
often find that students don't really get al) of the facts
straight wunti) they are sitting where you are -- in 2 Coop Prep
course, Perhaps Coop becomes more real as the time to prepare

for your first internship draws near.

A Mord About This Course

Students often tell us that Coop Prep involves a great deal of
work 1in 2 short perfod of time. It's trye, There are several
important topics which this course will cover, and we will only
meet ten times. Therefore, we have tried to arrange the course
in such a way that you will be able to prepare and complete your
vork effectively. All of the reading and written assignaents, as

well as the activities you will conduct in-class, are contained
in this workbook. You should bring your Morkbook to sach session
of Coop Prep.

Those of you who have taken any of the Comaunication strategies
courses at LaGuardia (huc 089, 099, IOL) will recognize some of
the 1learning methods we will yuse in Coop Prep. Reading
assignments will be given followiag each sessfon, so that you
arrive prepared for the next session.



in order to Melp you focus on the nmalmn points of these
assignments, Guide Statements have beea developed. Guide
Statements ask you to provide ianformation about what you have
read. You should respon?! to those statements in your ava words,
upon completion of the reading., Your Coop Prep lnstructor may

collect your responses from time to time,

The term proview will be found in the Guide Statements and ia a
aunber of sesslons. Previcwing means to ghim the matertal, for

its main polints, rather than read It conpletely.

iIf you have any questions or concerns adbout this course, you
should speak to your Coop Prep iInstructor fImmediately. Record

the following information for future reference:

NANE OF COOP PREP INSTRUCTOR:

ROOM NUNBER: TELEPHCONE:

IN-CLASS ACTIVITIES FOR SESSION I

in this session you will have the opportunity to clarify jyour
uaderstanding of Coop at LaGuardia. Your instructor will lead a
discussion on the objectives, procedures, and requirecaents of
Coop. There will be an opportunity for you to ask 3ay questions
you might have, A reading assignneat will reinforce the
discussion, and provide you with a handy reference guide for Coop
terns and  practices. Finally, you will be expected 3o
denonstrate a basic unjerstanding of the Coop program by

answering questions biscd on today's discussion on your reading.



Before continuing, conplete (the §Simylated interview Appointment
fora on the following pige. Your Iastructor will explain the
resson  Far Lhis schedule, and the purpose of the Stinulated

Intervieow, which is a2 required part of this course,

After jyou have completed the form, read the following section
entitled, Uhyi I3 Cooperative Lducatien



SIMULATED INTERVIEW APPOINTMENY FORM

NAME
{PLEASE PRITT )

CO-0P PREP INSTRUCTOR

Dear Student;

Piease mark an *X* in every box in which you have a scheduled
class. You will then be scheduled for a simulated Interview that will not
canflict with any classes. Be sure o return this form 0 your instrucior,
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PLEASE BRINC THIS FORM WITH YOU WHEN YOU TAKE YOUR INTERVIEW,

YOUR APPOINTMENT I5:
OATE;
TIME;




HARE ] |
(FLEABE PRINTY
€O-0P PREP INSTRUCTOR

Deas Student

Please mack an °X* in every box in which you have 8 scheduled
€lass, You will then be scheduled for & simulated interviev
that vill not canflict with any classes, Be suie to reruen

this form to your instructer,

TINE NONDAY TULESDAY HEDHESDAY TRURSDAY FRIDAY

3:30 pn
to

j2:00 pn

4:00 pn
to

4:)0 pn

4:J0 pn
11

5:00 pnm
$:00 pn

to
3230 pn
5:)0 pm
to
200 om
6:00 pn
to
$:30 pm
6:30 pm
to
7:00 pn

PLEASE DRING THIS FORN WITH YOU TO YOUR INTIRVIEW,

YOUR APPOINTHENT I5:

DATE;

TINE:
NOTE: This schodule should oaly ba used by thosa students vho are enployed during the

day and cannot make ‘altermace arrangements in advance with their employars. Spesk vluu.
:r!r Coop Prep imstructor LIf you have a:y w;gﬂﬁ absut your Interviev Schaedule,

ST L g




LHAY 13 COQPESATIVE £OUCATION?
Mslcone 15 Yeur Cosp Prop fovese 2ad the Caoperative fducatien
frogran A% Lafvardis Communiyy College

> Cooperative Cducation at LaGuardia is 2 valique progran which
9ives yay the opportunity to temporarily leave the classroom and
eater the work world as part of your college eduwcation, Like
Many LaGuardla students, you may have already had previous work
esperience before you emtered college., Vou night even have 2
part-time job right mow. Because of this work experience, you
night bHe wondering what Is so special about a college progrim
which focuses om work? There are three special  features:

lsteraships, the T,A,R, 2pproach, 3ad 3 program with you ia ming.

1. 9ae special feagure of gooperative education I3 he
gpportunity you hive for learmiag about your shills,
zo8r glassroom goacepls, gad differoat carser ghoices
Shrough work experieages called INTLRNSWIPS,

iateraships are full-time work experiences lasting an gative
acadenic quarter (approximately 13 weeks), Ia gemeral, if you
are 3 full-tine matriculated day studest, you will be required to
conplete throo iateraghips im order to eara your college degree.
For cach interaship, you will ears a grade amd three credits.
Therefore, the coop program 1is worth 9 credits towards gour
degree,

Uhen you ar2 oa your interaship, youw will pe responsidle for
mooting the demands of your superviseor, Just like any other
worker. Your work tasks and your wmork schedule night be

¢




identical to the warker sitiing nesl o you, But there {5 an
inportant differencer wvwe ¢a)) your experieance aa {RTERNSH]D
while your co-worker 1s woriing at 2 job,

¥hat Are the Differoacos Joiveca latermshipy and Regular Jobs)®

for many of ws, jobs are vieved as apthing nore than the actual
work we do, The orgamnizations we work for espect w5 10
scconplfsh  certaim Lasks which Lhey have definmed. Though an
interaship is also 2 job, it Bas aa important added featwre »» it
i3 used 3o obizia odycationsl objectives. A iateraship
provides you with 2 sew and differeat !gxﬁﬁi looking at pogr work
giperienre.

lsgeraships Are Part of 28 {ducatigesl Progrim

The main purpose of each job you have held im the past was
prodably to 23rn mpmey. the maia purpose behimd oach interaship

is 30 leara +from work sxperigace, interaships offer you
opportunities to: }

== explore differeat career fiolds or to mike sore the

Career yow have chosen Is right for you3

== observe how comcepts you learmed im the classroom apply
teo the real work sitaatiess:

== practice or strongthea imterpersona)l amd techaicsl
skills,

11



488 fagus 99 Laffer Chelce

For most people, job:humting mesns going after any §1 17
opportumity avatladie, They wswdlly do met Bave the dwawry of
Tooking sver 2 munber of job passibilities and selecting sae thst
is swited to their caresr plams,

Ia this Coop Prep class you will fimd trere are 2 eunter of
interaships  from which yow Cam ghoase.,  You will be guided im
sealyziny  yowr skills and determining yowr persemal obhjeciives.
Mith the help of a Coop Advisor (ihe faculty menber from (b
Division of Cooperative [ducation who teaches your Cvap Prep
elass) you will select an iateraship that is seitavle for you.
Your Coop Advisor will advise you adoul the switabidity of jyowr
choices 4nd the awailanility of particelar interaships,

Interaships vary greatly im the types of experiesnzes they ofier
Studeoats. They reflect the miny different types of work availadle
and  the warled career interests of sivdests., 7You cae B2 an
interm is 2 Narge corporation or 2 smald commynily cemter, Somp
interaships are exciting becawse of the people you meet, Others
dre challemging tecawse of the res,uasibilities yow might kave to
basdle. You night ears a salary on your iateraship or you might
volumteer im order to g2im a special kind of experience im 2
Career fleld you wish 1o explore. We Mave Visied some ecanples
of interaships to give yow as idea of ke great variety
availadle:

12



Continental Group, Inc. - 633 Third Avenue, N.Y.C.
ACCOUNTING TRAINEE/BANK RECONCILIATION CLERK.

Dutfes of intern include: reconciliation of a total of 50
bank (checkind) accounts each month (ten of the accounts
are yery active with one of them involving 150 checks
daily); dafly contact with Treasure's Office (Cashien? to
discuss and/or resolve problems with bank accounts;
matching bank receipts, debits and credits with cash book
entries; on occasion preparing reports for the chief
accountant. Intern will have an opportunity to observe
the details involved in documentation flow. Furthermore,
career opportunities in a large corporation for students
majoring fn  Accounting. Firm 1is an fnternational
packaging manufacturer. (WEIGEL)

National Westminster Bank, Ltd. 100 Wall street NY 10005

SETTLEMENTS CLERK. Intern will be mainly responsible for
the clerical functions required to confirm the purchases
and sales of forefgn currency for this fast growing
fnternational bank. Will also use a data fnput terminal.
While the duties are routine, they are very important to
the department's overall operation. Intern should have an
fnterest in banking, good figure aptitude and the ability
to work under pressure. {TURKEL) ‘

Fatrchild Publications, Inc. - 7 East 12th Street - N.Y.C.

COPY ASSISTANT. Intern will work under the supervision of
the managing editor of Women's Wear Datly, the high
quality dafly of the fashion d{ndustry. Duties will
fnvolve mafl collection and delivery for staff reporters,
preparing copy for deadlines, answering the telephone, and
other related duties. The routine nature of the Job
allows time for special writing assignments that will be
criticized, and which s the way many reporters got their
start. Job requires a motivated intern who can work
without close supervision and whose interest in journalism
or writing will provide the energy to derive the many
benefits available fn this fast-paced atmosphere.
(TURKEL)




CUNY Computer Center - 555 West 57th Street, N.Y.C.

CONPUTER  OPERATOR TRAINEE. The central university
computer center, one of the largest in the country, has
two IBN 370/168 computers and an extensive teleprocessing
network which connects the computer center to 22 remote
facilities. The computer center has set up an organized
serfes of learning experiences for the intern. The first
internship experience will expose the i{ntern to the
operation of peripheral devices including printers, tape
drives and disk drives. The second internship experience
will include some console operations. Besides technical
experience, 1interns will be able to observe the service
functions of a computer center and the function of
management. Ideally, students should complete Computer
Operations I before their first internship and Computer
Operations II before their second. Flexibility as to work
schedule is important. (SARDELL)

Unfon Carbide Corporation - 270 Park Avenue, N.Y.C.
EXECUTIVE SECRETARY. An Excellent 1internship for an
intern 1interested in working as a private secretary to
one, two, or three top managers in the plastics and
chemicals division in the company's corporate
headquarters. Duties will include: typing, taking sten,
filing, taking phone messages, scheduling appointments,
being a receptionist, duplicating, etc. Intern must have
50/90 skills and ability to articulate. A very pleasant
environment with an opportunity to utilize and further
develop secretarfal skills. (WILLIAMS)
Because 1{nternships last for specific periods of time (thirteen
weeks), you will be able to review your experience after each
fnternship, and plan for your next one. This review and planning
process enables you to choose if you wish to change your career

direction or continue in the same field.

To help you get the most from your finternship experiences, the
college has developed a special educational sequence for each

internship.

10
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I1. Your First Internship 1Is Part of a special Educational

Sequence Called T.A.R.

1
As you 1learned in your fntroductory T.A.R. academic course ,

T.A.R. is an abbreviation which stands for TEACH-APPLY-REINFORCE.

The T.A.R. sequence helps you transform your internship setting

into a learning experience.

The TEACH component of the T.A.R. sequence is your i{introductory
academic course and Coop Prep. Some concepts in each of these
courses have been selected to be T.A.R. concepts because you will
be able to observe them in your internship setting. You will be

taught an additional T.A.R. concept in Coop Prep.

The APPLY component of the T.A.R. sequence occurs when you are on
your internship. You will observe how the T.A.R. concepts you
have been taught apply to your work setting. A special workbook

will guide you fn recording and analyzing your observations.

1
Introductory T.A.R. academic courses are:

Accounting: Principles of Accounting 11

Bilingual Education: Introduction to Bilingualism, The Hispanic
Child in an Urban Environment; Principles and Practices of
Bilingual Education

Data Processing: Cobol I

Business: Principles of Management

Liberal Arts: Introduction to Social Science

Secretarial Science: Office Techniques and Trends 11

11




The REINFORCE compcnent is the internship seminar. This seminar
will meet seven evenings during the quarter while you are on your
fnternship. You will review and discuss your observations in

class and reinforce (or strengthen) what you have learned.

[1I. Your Cooperative Education Experience Will Be Designed Mith

You §n Mind

Cooperative Education at LaGuardia strives to be an
individualized program. This means that whenever possible, your
cooperative education internship will be based on your skills,
objectives and career 1{interests. Your experiences might be

different from those of your classmates Just as your
personalities and interests might differ. Your Coop Advisor
will guide you in planning a Coop program that works for you. To
make sure your Coop experfence meets your needs, you will pe

expected to do the following:

Learn How to Identify Your Own Skills and Work Needs and the

Career Areas in Which You Are Interested

In Coop,Prep, you will be guided in taking stock of the skills
you already have and the skills you wish to practice or
strengthen. Crhis represents a continuation of the work you
began fn your Freshman Seninar.) You will do this type of self-
exploration before and after each internship. You will discuss
your thoughts about your skill development and career goals in

meetings with your Coop Advisor.

12



Set Personal Objectives for Each Internship

Having selected the skills you wish to work on and/or the career
areas to explore, you, with the help of your Advisor, will write
objectives for your internship. Objectives describe what you
wish to accomplish during an internship. By setting your own
objectives, you will have one way of evaluating the progress you

make on each finteraship.

With the Assistance of Your Coop Coordinator, You Will Determine

Whern and Where You Will Do Your Interanships

Once you have setwobjectives. you will know what you wish to
accomplish on an internship. This knowledge will help you and
your Advisor select appropriate fnternships, subject to
avaflability. It will also help you plan which quarters would
be best to take your {nternships. Your Advisor's judgment is a

key factor {n both cases.

Will Be Expected to Take Part in Evaluating Your Performance

o -
S Q
s

Each Internship

Since ybu have been involved in setting personal objectives and
selecting when and where you will do each internship, your Coop
Advisor expects you to participate in reviewing your performance
and evaluating how well you met each objective. A percentage of
your final f{nternship grade will depend on how much careful
thought you give to your self-evaluation. You will discuss your

self-evaluation with your Coop Advisor following each internship.

»
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Suamary

Internships...The T.A.R. approach...and a program designed with
you {in mind, Through Coop you can test your abilities in the
work world and try out career possibilities. You will feel your
college coursework come alfve as you see classroom concepts
3pplied in real work sftuations. And you can learn more about
yourself, your skflls, work values, and objectives. We hope you

will find your Cooperative Education experience at LaGuardia

highly rewarding.

A Specfal |Note: Cooperative Education for Students With

Disabilities

Mhat Are Disabilities?

Many students have some kind of disability. There are a wide
range of disabilfties, e.g., visual, hearing, mobility, speech.
There are hidden disabilities, {ncluding epileptic conditions.
diabetes, and varfous learning and perccptual problems. We think
mostly of severe disabilfties, but there are also minimal
disabflities, such as partial hearing 1loss and speech

impediments.

How Can Coop Help?

In planning a career, it is important that a student understand
his/her own strengths and limitations. The Divisfon of
Cooperative Education is prepared to work with students who have

disabilities. We can help students consider how or if to dea)

14
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with their disability on a resume or in an interview and how to
define and request appropriate accoammodations, Cobp can also
provide information on opportunities to work in fields which may
be considered “non-traditfonal® for persons with disadbilitfes.

If you have a disabilfty, please speak with the {astructor of
your Coop Prep course.

15



ASSIGNNENT DUE SESSION 2

1.

2.

3.

4.

Q .
ERJ(}wm@ﬁw#%@w

IToxt Provided by ERI

Read Understanding Cooperative Educytion, pages 1-15 fn this

workbdook.

Read A Guide To Cooperative Education At LaGuardia, pages
21-31 in this workbdook.

Ansver the Guide Statements for Session 1, pages 17-19 tased
on your reading, and the discusslon in clasy today. VYhese
will be collected at the next session.

Read Sessfon 2, pages 33-35 snd answer the Guide Statements

for Session 2, page 32, based on your rsading,

16




SUIDE STATENENTS FOR SESSION ): UNDERSTANDING  COQPERAT{VE
EDUCATION

The Guide Statemeats delow wil) help you focus on the resding

which follows., Preview the Guide Statements now. Vhen you

conplete the reading, ansver then carefully. \WNrite complete

seatences, 1m your owa words, wherever possidble. Use standard

English and proofread your answers.

1. List three major goals which can be achieved through the
Cooparative tducation program:

b,

C.

2. List four requirement: for successfully completing the Coop
Prep course:

2.

b.

c.

d.

3. Identify three {mportant qualities that eaployers look for

when hiring fnterns for any position.

17 ;11




4.

S.

3.
b,
C.
d.
e.
f.

a.
b.
C.
d.
e.
f.

b.

L)

d,

List six prerequisites for interaship placenment:

Circle the four most inportant factors in applying for a
particular interaship:

your goals and odbjectives

where you cam make the most noARy

your skills and abilities

what soncone else told you about their interaship experience
the avalladility of positions

your Coordimator's judgment

Define or describe the following ternms:

Sinulated Interview

Coop Advisor

Internship Seminar

Final Evaluation Confaresnce

18



7. Oefime and explain the term T.AR, (where and how does each

step take placc?)

. 3tands for and Takes Place Duriamg
L§

. A:
R:

8. Describe the differences bdetween in internship and a

*regular job.*

Have yow been able to asswer these questioas covering the
major points about Coop? If so, you are om your way to a
good wnderstanding of the LaGmardia program. If wot, g¢o
back and re-read the matertal fron this session.

0o you stil) have additional questioms about Coop that have
not been answered? Nrite your questions below:

Ask your question(s) at thes start of the mext session,

19
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& GUIDE TO COOPERATIVE EOUCATION AT 4AGUARDIA

The first sessiom of Coop Prep may have anseered sose of yaur
questions--and raised others, This manudl roviews and ansvers

sone frequently asked questions adout Cooperative Education.

Question: ¥hat Goals Can Be Achieved Through Coopersiive
£dycaption?

Sooperative Edycation

LaGuardia’s educationa) approach believes that 1earning taskes

place in many different settiangs -- both in and outside the

classroom. Through the Coop progran, the College seeks o

provide non-classroon learaing experiences. Coop 1s designed to

help you determine and achieve your iadivideal goals, amd to

assist yow im:

1. Applying classroon 1earning to real work situations;

2. Exploring varlous career possibilities or confirming carecer
planss ’

3.  Practicing or strengthening interpersomal and techaical
skills, such as oral comnumication, decision-making, typing,
etc.

Qeestion: Mhat Iy the Cooperative Education Preparation Course
[eoop Prep) You Arg Mov Taking?
Goop Prep Gourse

Coop Prep prepares students for learning through the internship
experience. During the course you will:

20
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1.  Clarify the basic objectives, procedures, amd requirenmeats
of the Coop progranm.

2. Udeatify yowr life acconmplishments amd the persosal skills
you have developed.

3. ldentify the neoeds/values vou seeok to satisfy throegh work
and out-side of work,

4. Clarify your {deas about the career you are considering (br
are currently in).

S. 1dentify tre Ddasic conponents of a resune and prapare a
resune suavarizing your accomplishneats and qualifications.

6. Fornulate learning odjactives for your first fateraship, and
make preliminary selections of those iateraships which will
Belp you achieve your objectives,

7, Develoy skills amd techniques for suicessful employmemt
interviewing.

8. Lleara 3 new T.A.R, concept and prepare for its application
to an interanship,

loa: mmmwmmsmmmmm
Soop Prop?

Coop Certification

Coop Prep is a key element im your preparatioa for an interaship.
Though the course itself does mot carry amy credit, you mest
3uccessfully complete 1t defore you will be comsidered r2ady for
an interaship. The Coop Prep class meets twice a waak for
approxinately five weeks. You will receive s grade of *$*
(Satlsfactory) or “y* (Uaiatlsfcctory) for a Coop Prep. This




grade will appear on pour tramscript. Your Adwisor will

raview the following items when evalwating yowr performamge:

1. Attesdsmce and pasctwality are required at all sessions of
Coop Prep. You are permitted 2 totz) of twy absemces
during the Quarter,

2. Assigamemts wid) be due on the dates given by your
instructor and must meet acceptadie standards of meatmess,

conpletenmess, and accuracy.

3. A Simylated Jeterview which must  ve satisfactarily
conpletséd.

4. Class particips tiga,

The Coop Prep course prowides jyour instructer with  the
cprortumity to Judge youwr readimess to denmsmsirate the wark
behawiors 3sowght by enmployers whes Riring imtermi WHor amy
position., Tmey are:
3, raliability (35 jJudged by jyour attemdamce and
punctuality). ﬁ
b. productivity (as juﬁged by your completion of
assigaments om time, stamdards of fRateess, accuracy,
and conpleteness).

€. faitiative 24 iaterest (as judged oy your

Participation ia class discessions, asking questions).

Folloning Coop Prep, you should make am appaimtment with yaur
iastructor to discuss yowr performamce in the g9urse, Ha/she
will also advise you as to whether you are prepired for your
first f{ateraship or whether yow should repeat the Coop Prep

n

E
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course next quarter. If you are certified, your {nstructor

becomes your Coop Advisor.

Question: Mow Does s Student Actually "Got" an Internship?

The Placement Process:

Prorequisites for Internship Placement

Certification of successful completion of Coop Prep course.
Completion of all basic skills prerequisites (or waivers).
Evidence of satisfactory academic progress. Coop Divisfon's
standards are based on Grade Point Average, credit
accumulation and academic standing. Generally speaking, a
minimum of a 2.0 G.P.A. with at least 15-20 earned credits
fs required. While exceptions are made in spectal cases,
Coop Advisors want to be sure that students on internship
are not having academfc difficulties at the College.

T.A.R. course appropriate to your major (pre- or co-
requisite). '

Permission to register.for Coop Internship and Seminar from
your Coop Advisor {s required. You will be given a
registration permit,

Coop may require tests to asSess skil1ls which are necessary
requirements for a particular internship (e.g.. typing or

the use of a calculator:.
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lnternship Selgction and Referra)

1.

3.

The placement process begins in Coop Prep. You will scart
to {dentify your qualifications (skllls and accompll:hmcnts)

and objectives for the internship.

Internship Opportunities Catalogues [W.O.c.) will  be
distributed 1in class, You will be expected to review the
1.0.C. thoroughly, and chnose suitable internships based on

your qualifications and objectives,

Your choice will enable your Coop Advisor to get 2
better picture of what you are looking for in an internship.

The two of you will discuss the appropriateness and

avatlability of your chofces. Your Coordinator's

professional Judgment and the supply and demand for
Internships are two factors which must be considered.
He/she wants to match you with the most suitable internship
position that 1{s available based on your skills and

objectives.

Internships are generally full-time (35 hours/week)
commitments. If you choose a voluntary internship and/or
have a part-time job a more flexible schedule can be worked

out.

You may choose to develop your own fnternship, efther by
using the job you already have, or by finding a position on
your own. In. either case the positfon must be an

opportunity to meet the objectives of the Cooperative

24
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Education Program (as described on p,20), and be approved by
your Coop Advisor. These are known as self-developed

fnternthips.

6, Once you and your Coop Advisor agree upon an ifnternship,
he/she will send you on referral. If you have agreed on one
of your Coop Advisor's finternships, you will be sent for an
actual employment interview. If you have agreed upon the
internship of another Coordinator, you will first speak with
him/her, If the match is good, he/she will send you for aﬁ
employment {nterview. If not, you will return to your Coop

Advisor to discuss other internships.

Ihe Employment Interview

During the interview, both you and the erployer are deciding if
the 1{internship position is right for you, Some employers will
give you a very thorough interview. Others will ask only a few
questions, and make a decision. Efther way, you should be fully
prepared to use all the fnterviewing skills taught in the Coop
Prep course. If both you and the employer agree that the
internship position s right for you, you will report for work at
the beginning of the next gquarter. If you are not offered the
internship, you will meet with your Coop Advisor to discuss the
reasons. Depending 2n what happened, the two of you will decide

on the best action to take.
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Question: MWhat Takes Place During the Internship Quarter?
lotgraghip Regponsibilities

While on your internship, you must abide by the rules,
regulations and holiday schedule set by your employer, not by the
College. For example, If recess occurs while you are employed on
your internship, you do not take this time off from work. Note
that internships begin before classes start and end after classes

are completed.

Internship Seminar

During the internship, you will be returning to LaGuardia to take
your {nternship semina First internship students will be
enrolled 1in T.A.R. seminars according to their major. These
seminars will provide the "R" or discussion of concepts taught in
your f{introductory T.A.R. course and Coop Prep. Attendance s
required. You must receive a passing grade in the Seminar to
receive a passing grade ,for the course, In cases where a
student's work schedule or internship location does not peramit
the Seminar to be taken the same quarter as the internship, the
Seminar will be deferred until a later quarter. However, it
remains a requirement for receiving a final grade for the

Cooperative Education course.

On-Site Visit

The Internship Coordinator who placed you will set up an
appointment to wvisit you and your employer during your

fnternship. This s an opportunity to openly discuss your
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experience. The Coordinator will be interested in the progress
or problems you are experiencing in achieving your per:bnal

objectives.

1f Problems Arise

Be aware of potential on-the-internship problems that may arise
including: work assignments differing from what was describad;
interpersonal conflicts (with other ecmployees or with your
supervisor); excessive lateness or sickness on your part, Many
problems can be quickly solved {f you take dppropriate actfion
when they occur. Your first attempt should be to solve the
problem on your gwn. Use your communication skills. If your
best efforts fatl, call your Coop Advisor or the Internship

Coordinator who placed you immediately.

Classes During Coop Internships

In general, you should consider your fnternship and your seminar
a full-time educatfonal responsibility. If you take additiona)
courses, you should not plan to take more than six credits.
Consider your ability to wmeet the responsibility of both
internship and courses. You must arrange a class schedule that
does not conflict with your work hours or your internship

seninar,
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Question: How MI)L | Be Graded for My Internship Cxperienge?
Afser the Lateraghip
final Evalyagion Confarence

The first three weeks of the quarter following your interaship
are set aside for the Final Evaluation Conference, In this
conference with your Advisor, you will evaluate your {nternship
experience and plan for your next internship. It §5 2 required
meeting, Failure to attend this conference will result in an F

grade. You will be graded on the following:

1. Your Internship Seaminar Grade accounts for S0% of your
final Coop Grade .
2. The Internship Grade accounts for 50% of your final Coop
grade and in:ludes:
4. Your Eamployer’'s Evaluation of your work and the On-Site
visft Observation, and
b. Your achievement of .the i{ndividual internship 1learning
odjectives you tdentified prior to starting the internship,
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Refinitions of Caop Yeras

Here are seme Coop phrases and terms that you'll be hearing
throughout your stay at LaGuardia:

ey

semption (Credit - Exemption Credit in Cooperative fducation s
presently granted for a maximum of three (3) Coop credits. To be
eligible, you must: be fully matriculated; have successfully
Completed at least twelve (12) LaGuardia credits; and have worked
full-time for at least six consecutive, months., If you are
interested and eligible, speak to your Coop Advisor/Coop Prep
Iastructor about applying, You will be expected to write a

substantial essay about your experience.

Appointment Schedules -~ Weekly schedules for meeting with
Advisors are posted in the Coop Central Office in Room N-204.

You must "sign up® or call (718)626-5484 to make an appointment.

Career - A field of specialization which generally contains a
progression of related jobs, from basic entry-level to more

advanced level positions.

Coop Advi;or[ngrdinatgr - The Coop faculty person to whom you

are assfigned through your Coop Prep course. Your Advisor s
responsible for assisting you in the placement process and for

grading you after each internship,

Coop Central Office - It §s located in Room N-204, It is the

main office of the Division of Cooperative Education. In it are
Advisor's appointaent schedules and general Coop information.

You may leave aessages for Advisors in thetr mailboxes.
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fxtended Day Coap - Coop s eptipnal for those students sdaitted

On 3 part-time eveaing basis to the College fn the Caxtended Day
Program, This applies to all extended day uaJ#rs, with the
exception of Human Services, Occupational Therapy, Dietetic
Technicisn and fducation Asssciate.

Grades - You will receive ) credits for gach successfully
completed Cooperative Education course (includes Internship and
Seminar). Since grades are submitted the quarter after the
internship ends, the grade that first appears on your transcript
will be a3 *2." Your actual grade s submitted after the Final

Evaluation Conference is completed,

Intern =~ You are called an intern while working for a Coop

enployer.

Internships - The work or field experiences which al) LaGuardia
Coop students take as part of their degree requirecaent,

Internships are used to obtain educational and career objectives.

Internship Coordinator =~ The parson who refers you for an

employment interview,

Internship Opportunities Catalogue - The book which describes
internships developed by the Division of Cooperative Education,

The 1.0.C. is avatladble from your Coordinator and may be

svaflable in the Coop Central Office.

Job ~ The position within an organization that delineates the

——

work one s expected to do.
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Plagement Qffice - Assists studeatls i obtaining part-tinme or
full=time jobs while alteading classes and wil) help in resune
preparation, {Interview techniques aad provide vreferrals for
permanent jobs upen graduatisa, The Placement OFffice 5 located
in Room N-200,

3

Simulated Intervievw - This is 3 required part of the Coop Prep

course. Students will be iaterviesed by en experienced
interviewer for the purpose of practicing intervieving skills
covered fin the course and getting feedback on interviewing

strengths and weaknesses. The Simulated interview is agt an
dctual internship employment interview. It i15 2 wara-up or

practice for it,

Malver - In exceptional cases only, the Division of Cooperative
Education may waive one or more of the Cooperative Education
requirements for the degree. Nore information is avalladle from

your Coop Advisor,

Mork - The productive use of time which helps to achieve the

9031s of an organization, either for pay or voluntarily,

Now return to page 17 and answer the Guide Statements based on

your reading.
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SUIOL  SIATCMENTS  F0R 3(33)ON 2:  LOOKING AT JOuR  Lif
ACCONPL I SHNENTS

The GQuide Stateaents below will help you Fecus on  the resding
which follows. Preview the Gyide Statements now. Mhea you
complete the reading, answer them carefully, Meite complete
sentences, in your owa words, wherever possible, Use standard
English and proofread your answers,

1.  Cxplain the meaning of the term “life accomplishment,*

2. Give three examples of possible life accomplishments,
3,

b,

C.

J.  List three reasons why the Coop Prep course deals with youyr
life accomplishaents,

a.

b.

C.




BLRIION 25 LOORING AT YOUR LIFE ACCONPLISWNENES

You now have a basic understanding of the Coop progranm and haw it
works, This informaticm has givea you Lhe gemers) piclere  foe
a1) LaGvardia studeats, But what abowt you, personally) How do
you start to preapare for your Conp interaskip and career beyond?
(Jf ¥ou 3are already working and feel youw have a2 career, Uhe
quection might be put:  “How do yow determine where youw wasl (e
90 fron your preseat pos%tion?“) This session Begins that

preparatien or career assessment by focwusing om your 1life

accomp) izhnents.

Uhat Are Life Accomplighnents?

Life acconmplishments can be described in many ways, They can be

se2n as porgomal achievements, suggesses, or experisnces Lhat

have held meining for yoy. They may have taken place at home, in
schdol, 1m a job, through a hobdy, community activity, anywhere

= 3t aay time {ia your life, They can be large or small;
recognized or unrecognized by others., The wost important thing
is  that you found the experiences to be personally satisfying,
meaningful, or gnjoyable. Examples might include: a jJob you
held, a project you took part 1a, an award you received,
graduation from high school, something yocu learned, a goal you
reached, a prodlem you solved, 2 risk you took, a person you
helped, etc. Anmother way of looking at life accomplishments is
in teras of the rolas)yoa hold (or have Mld) in ysur life, For



esanple, dawghter, Aysband, nother, studeat, wolunteer, friead,
employee, etec. Any of these roles ma3y have heen salisfyiag,
neaningful, or enjoyadle,

by Q0 e Leok at Life Accemplishments in Coop Prep

There are three basic reasons why Lhis session will deal with
1ife acconplishments:

}. Self-Confidence and Gaod feelings About Qurselves Lome fran
Renenberiang Past Achiovements and Streagths,

It is easier to deal with the future when you are jware of
your positive experiences in the past., Our accomplishments
renind us that we can take on aew challenges because we have
dlready succeeded with some old ones, While it is importanmt
to ook at and profit from your negative expariences, career
planning (lnclnd!ag upconing iaternshigs) i5 Yased nore on
what you can do, than on what you cam't,

2. Ksowing Your Life Agsgnglighnen;; Mill Hdelp Yoy 19 ldentitfy
Your $kills,

In the third session of Coop Prep, you will be guided
through an "inveatory® of many differenat skills, You will
ideatify your persomal skills by referring back to your life
accomplishments. After you have completed thi: two-step
process, relating life accomplishnents to the skills
inveatory, the patteras of your stromgest skills will become
clearer to you, W



3.

spreiiing  Yowr Life Accomplishments 3%aris 19 Byild Yaur
Compynication Skills,

Whelher you 47e sesking an interaship now, 3 Job later in
your cireer, or 3 proemotion, jyou will need to gommunicate
Be3ilively aboul yourself, Your ability to commynicate
positively im writiag will be reflected in FOuP resyme,
Positive oral commumication is alse the baesis for aa
effective enmployment interview, Your importaat Vife
accomplisanments are the kiads of esperiences you will  waay
Lo preseal clearly and Accurately im your resume aad

enployment imterview,

Breview the materials for the 1n=C1ass Actlivities which follow,
but do Mol work on Lhem at this tine.

Row return to page 32 and amswer the Guide Statements based on

your reading,
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o:CLAsy ACTIVITIEE foR

&,  Yoyy Life Accoeplishmsats Charss Wame

alon 2

The chart below will help you e thimk sdovl your atcomplishmenss
fer each Lem-year period of jyour \ife, Repeaper ==
acconpl ishneals can be based on %%f experiences Aa yayr dife, a3
1gng 43 they have perseeal zigakficunce for ysw. List as mamy
sccomplishneats (or rales ) as yow can for each Lin2 perigd,

ar Enjoyanle Accomplismments The Three Acconpliskments
or Rales i Lomsider Mast Sigmifix

ast Aee:

1-10 i,
Years

TRy Wast Salishying, Meamingiui, lfran ibe Frevines Colyna;

Age

11-20 T
Years

A,Q 2.

21220
Years

T T Y =T

Age

31-40 3.
Years

41 »
Years

36



8. Describing Your Life Accomplishments

For the three accomplishments you consider most significant,
describe in detail what you did. The emphasis should be placed
on describing your actions in the situation, rather than what
happened to you. Write about your experiences as if you were
relating them to someone who does not know you at all. Impress
upon that person why you consider each experience to be an
accomplishment -- e.g., you were proud of yourself, you overcame
a difficulty, solved a problem, etc. In other words, provide the
reader with the facts as well as your feelings about your
accomplishments. Each accompliskment should have a title and a

100-150 word narrative. Use complete sentences, writing in

Standard American English.

You will write one narrative fn class. The other two will be

completed as part of your homework assignment.

Read the examples below and then describe any one of your three

most significant 1ife accomplishments.

Example 1:
Title: My First real job.
Details: When 1 was seventeen, I got my first real ob.

Jo=

>
cr

worked as a stock clerk in a local supermarket, after school.

|
=

first, 1 only took items out of boxes and put them in order

t

c

the shelves. One day in December the regqular cashier was 0

sick. The store manager asked me to fi1l in. 1 wWas nervous, but

gnce 1 learned the register, it was easy. ] was a fast worker

——————

and tried to keep the customers satisfied. Sometimes they were

37
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difficult, but a smile goes 4 long way. The next summer the
manager asked me I1f I would help out fn the Deli department. 1

had to make sure the food was fresh, and serve it courteously. I

was proud that I was asked to do these jobs, because it showed

that my manager had confidence in me.

Example 2:
Title: 3raduating from High School

Details: One of my greatest accomplishments was qraduating from

High School. Some of my friends dropped out of High School and

others were cutting classes all the time. It took a lot for me

to stick it out, but I was determined to graduate. I worked very

hard because some subjects, especially MNath, were quite

difficult. On graduation day 1 was very happy. I won an award

for singing fn the chorus. My parents were very happy and took

Jots of pictures. I had achieved 2 qoal on my own that ! never

- eee—

thought would be reached.




Now it's your turn: NANME :

Life Accomplishment #1

Title:

Detafls:
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Life Accomplishment #2 NANME :

Title:

Detaifls:

40
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Life Accomplishment #3 NANE::

Title:
Details:




ASSIGNMENT OUE SESSION 3

1,

2.

Complete all three Life Accomplishment narratives, pages 39,
40, and 41, Proofread your work. These will be used in

class and collected at the end of the sessfon.

Read Sessfon 3, pages 45-52, and answer the Guide Statements

for Sessfon 3, page 43-44, based on your reading,
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GUIDE STATENENYS FOR SESSION 3: IDENTIFYING YOUR SKILLS

The Guide Statements below will help you focus on the reading
which follous. Preview the Guide Statements now. Uhen you
complete the reading, answer them carefully. \VMrite complete
sentences, in your own words, wherever possible. Use standard
English and proofread your answers.

1. Define the terma “skill.”

2. Explain the importance of knowing what your skills are and

betng able to communicate them to others.

3. Hame the two basic kinds of skills and give three examples

of each,
3. :

’ ’ .
b. :

’ ’

4, Explain why a student should never say to his/her Coop

Coordfnator: "I have no skills.”
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S. Explain the ralationship between your life accomplishnents
and your skills,

48

PRI ot o, LR N - . ‘. v -
P S B L it T e : .
Provided by ERIC




v

ON 3: IDENTIFYING YOUR Ski'.LS

TR —————

This sessfon continues your preparation for Cooperative Education
by focusing on the concept of skills., Actually, the concept of
ski11s should not be new to you. In Freshnan Seminar, you were
iatroduced to the terms abilities and skills as part of the wuait
on Self-Exploration. Abilities and skills have basically the
same meaning, In Coop Prep, we will use the term sxills because

that is the word most comaonly used by enployers.

Skills are the "building dlocks® of Jobs, and in turn, careers,
A student who fs “good with words” possesses a skill that can
help him/her become a teacher, an accountant, a marketing manager
or & systeas analyst. If you know what your skills are, and can
conmunicate thea effectively to an enployer, your chances of
being hired for a position increase dramsatically. Sadly, the
reverse s also true -- if you don't know what your skills are,
it's unlikely you will be adle to coavince an enployer that you
are the right person for an faternship, a job, or a pronotion.
Because skills are so fmportant to Your preparation for Coop, me
will be discussing thew throughout this course: in later
sessfons on resune writing, setting learning objectives for your

internchip, and interviewing.

What Is a Sk{11?

There are many ways to describe a skill, For our purposes, the
tera skill will be used in the wost general sense poscible. One

expecrt defines a skill as:
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*...sonething that you have to aay degree but not everyonme
else ia the world does. For example, bdeing highly
observant -- lots of other people are; but not everyone
is. So if you are, thea it is a skill of yours. Skills
are  denonstrated when you are doiny something: 4
capacity, or a natural gift, or an instimct, or an
ability, or an artness, or an eye for, or an ear for, or 2
knack for, or sonething you have a good head for, or a
proficiency, or 3 handiness, or a2 facifity, or 3 know-how,
or some savvy abou; something,...or 2 strong point, or

some Quality, etc..”

1

Crystal, J.C. and Bolles, R.N., Mhere Go Froa Horg Mith
Life Seabury Press, Mew York, 19747 p. 208, iy
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We will return to this description whea you begia to ideatiry
your skills,

There are also many ways to categorize different kinds of skills,
0ne approach divides skills into twp dasic groups which are

called laterpersonal Skills and Yechnical Skills,
[NTERPERSONAL SKILLS

Interpersonal skills have to do with one's ability to relate to

gther people. These are skills which most of us think of as
*personality qualities® or “character traits.” They include such
things as how well you get along with othcrs(such as co-workers
and sopcrvisors), deal with pressure, and take responsidbility for
your actlons, Iaterpersonal skills are what employers are
cescribing whemn they say they are looking for someome who is
‘elfable, productive, and demonstrate initiative,

JECHNICAL SKILLS

Technical skills are the abilities one has developed to perforam

the tasks reguired for 2 specific fungtion. They're often used
for dealing with information and things. Examples of techanica)

skills ara: abflity to operate gquipment or machines (b.eo.
typexriter, calculator, or xerox); and, koowledge of specific

languages (a.g.. Spaaish, COIOL) or procedures (3»9-.
recordkeeping).

47
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Namy People Doa't Kwow Mhat Their Skills Are

Very oftea, people are unaware of their oun skl)ls. Thls 1s
because we rarely stop to thimk about our skills while we are
using them. But comsider tha fact that throughout our lives we
are  coastantly dealieg with people, faformation, aed thiamgs,
This means that all kimds of interpersonal skills, and a nunbder
of technical skills, can bde developed while going to school,
raising a family, having 32 hoddby, as well as through work
experience. Unfortunately, Coop Advisor frequently hear students
ninimize their experiences, such as previous part-time jobs,
housework, or blue collar Jobs, thereby overlooking their omn use
of 3xills,

An gnnglg of a Person Mith “do Skillg™

Consider the example of Glorlaz. 8 LaGuardia student who tells
her Coop Advisor: *1 bave s0 real skills. My oanly job has beea
part-tine as a sales person In a Department Store.* When asked
to descride her work, Gloria explains the following:

*Look.  This is all I do, and all I khow how to do. Every
day 1I:

== straighten out the sales floor

== say hello to customers when they cone into my area

== ask then what they are looking for

== tell them where to find what they want

== answer questions they might have

-~ glive ny opinion as to which 1tens are best

»> take the items customers iave selaeted



== flgure out the total »il}
give the customer the bdild

== accept paymeat im cash, check, or credit card

thank the customer

You see, I really have mno skills.*

Wow let's look at Gloria’s job im 2 differaat way. fastead of
descriding her duties, let’s analyze the skills she wses in
performing her work. Specifically, what she does with people
(interpersonal  skills), information, and things (techaical

skili:).

2
Adapted from Bolles, R,N,, TYhe Three B fLife How to
%§ gg.% af Them, Ten Speed Press, Berkels y. aTieoraTar m. PP
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CLORIA'S JO8 IN TERNS OF INTERPERSONAL € TECHNICAL SKILLS

s 1 IDiacperonal SO Yechnicd 3Gl
Description of Her §WhaT Shs Doss With
Dutias [What Sha Doas With Paople) Iinformation & mm]_
Straightans cut sales Arranges itons in
floor order

Says hello to custamers | Makes people foal wilcome

AsKS what they are Oraws people outl ang

tooking for listans carefully

Tells thom whers to find| Cuides others

what thay want

Answers questions they | Responds helpiully

might hava olhars

Cives opinon as to Infiusnces dacisions and

whith itams are best (parhaps) persuades othars

Takes itonms customer Handies morchandiss
selected carsfully

Figures out the total Uses a calculator or
bill cash register

Gives customer the Shows sensitivily (perhaps)

bilt

Accepis payment in Decidas on appropriate
cash, check, or credit record-keeping proce-
card dure

Thanks the Behaves politely and shows

customer appreciation

i




Gloria, our part-time sales person actually demonstrated as many
as goloven skills == skills that she could communicate to an
employer {f she were applying for an internship or a job. Please
note that the same type of analysis for skills could have baen
based on a non-work example, such as cooking a meal or driving a
car. 50 never make the mistake of saying: *I have no skills."”
The fact is that you do have certain skills, whatever your work
background or major at LaGuardia happens to be. The trick s to

fdentify them.

How Can You Identify Your Skills?

Many career experts tell us that one of the best ways to start
fdentifying our skills is to look at those sftuations in which we
fecl 2 sense of enjoyment, satisfaction, and mcaning. In other

words, at our life accomplishments. These experts reason that {f

we consider a particular experience to be important or

significant, chances are that our skills are being used.

In this session of Coop Prep, your instructor wil) guide you in
fdentifying your skills based on your 1life accomplishments.
Preview the matertal for the In-Class Activities which follow,

but do not work on them at this time.

Now return to page 43 and answer the Guide Statements based on

your reading.

IN-CLASS ACTIVITIES FOR SESSION 3

I[f your have completed your three life accomplishment nariatfives,

you are ready to start {dentifying your skills. As you know from
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the reading, your Vife accomplishments are situations in which
you are very 1likely to have demonstrated your skills. They
provide you ult? the information naeded to uyse the Parsonal

Skills Inventory.

A. Completing the Personal Skills Inventory

On pages 55-57, you will find 62 different skills listed. There
are 40 Interpersonal Skills and 22 Technical Skills, While this
might seem like a lengthy list, it is only a fraction of the

hundreds of different skills which people may possess.

Start by writing the title of one of your three 1ife
accomplishments across the top of the chart on page 55, in column
l. Next, re-read your narrative description of this 1ife
accompl ishment. Make sure the details are very clear in your
mind. then, go down the list of 40 Interpersonal Skills. For

cach skill, ask yourself two questions: "In this accomplishment,

did I use this skill? If so, how?" Remember, the definition of

a skill {§s quite general.

SKILL: “Something that you have to any degree, but not

everyvne else in the world does.”

You don't have to be a “master” of the skill in order to say you

used {t.

If you dfid wuse a particular skill, and you can explain to

yourself, how, place and *X" in column 1 on the same line as the

RS SIS SD  SRED  Geettemiy v  SENmray i eemm——

skill wused. If you didn't use a particular skill or can't
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explain to yourself how it was vsed, leave the square blank,
Follow these steps for the entire list of Interpersondl Skills
for Life Accomplishment 41, Then, do the same thing for the
entire 1ist of Technical Skills. Hote: If you feel you have
used any skills which are not listed, add them 1{in the space

provided,
Repeat the same procedure for Life Accomplishments #2 and {#3.

The previous examples of "My first Real Job" and “Graduating from
High School,” pages 37 and 3B are provided as {llustrations.
Your instructor will give further direction and assistance, |f

nceded,

1
Based on Bolles, R.N. and Zenoff, V.B., The Quick-Job Hunting
r&g -- A Fast Way to Help, Ten Speed Press, Berkeley, California,
4 9. PP. g’i7o
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]

4 /
YOUR LIFE ACCOMPLISHMENTS

/

PERSONAL SKILLS INVENTORY

INTERPERSONAL SKILLS [What You Do With People]

(being] atert

(being) assertive

[}
(baing] calm

convaying warmth/caring/support

{being] cooparative

counseling/guiding others

(being) curious

drawing people out

»

(belng] enthusiastic

[being] firm

(being) flaxible

helping/being of service to othars v

(being] honest

initlating new Ideas/projects

leading/directing others

listening

[being] foyal

muklng people fee! welcome

motivating others

organizing others

(being] patient

(being] perslstént

performing well under pressure

sens Jumwm ale ane 2l
v

planning/making decisions

fhainal mafzsad  H8




s Cf /
YOUR LIFE ACCOMPLISHMENTS

/ PERSONAL SKILLS INVENTORY

INTERPERSONAL SKILLS [What You Do With People)

{being] polite

(being] productive

[being) punctual

(being] reliable

(being) seif-rellant

selling /persuading/influencing others

(having a) sensa of humor

showing appreciation

showing sensitivity.to others

siting up people/situations

speaking/performing bafors a group

(being] tactful

teaching/training others

(being) tolerant

{being] varsstile

Additional Skilis:




4 /
YOUR LIFE ACCOMPLISHMENTS

PERSONAL SKILLS INVENTORY

[What You Do With lnfomman
TECHNICAL SKILLS “And Thinas)

analyringldlagnmlng

3ssambling /building /constructing

bookkeeping /keeping financial records

budgeting/managing money
alcula!inglmpuﬂng'

creating /inventing

designing/adapting/improving

editing

sxamining/inspecting

fixing or repairing

handling with csre or speed

(knowing other] languages

memoriting

operating equipment of machines

organhing,lﬂllngIa.rhnglng things in order

paying attantion to datalls

problem-solving

(knowing] procedures

reading

searching/researching/providing information

taking inventory

writing

Additional Skills:

c_ 60 .
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8., Listing Yoyr Personal Skills HAME ;

When you have completed the Personal Skills Inventory for 3}
three of your life accomplishments, you will he able to identify
your skills. A good way to proceed is to look for patterns, Are
there any skills which you have used in all thres of your 1ife
accomplishments? If so, Vist them here:

g e g T I T ST TRORE AT TR AT R 2o e o

T W 2 D

Chances are, these are your strongest skills,

There are likely to be & number of skills you have used in two of
your life accomplishments. You may feel that some of them are
also strong skills of yours. 1If so, 1ist them here:

Finally, are there any skills which were used in only one of your
1ife accomplishments, but which you consider to be an important

skill of yours? If so, 1ist them here:

This 11st will be collected at the end of this session.
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To suamarize, tdentifying your skills is an important first step
in preparing for your Coap internships and for career planning
beyond LaGuardia. But kngwing what your skills are, is only a
part of this larger process, You myst also be able o
gommunicate them to potential employers effectively == in writing
and orally, The next session of Coop Prep deals with how you can
effectively comamunicate about yowrself in writing, through the

use of 3 resvme,

ASSIGHNENT DUE SESSION &

1. Read Session 4, pages 60-84 and answer the Guide Statements,

page 59, based on your reading.

2. Be sure to come to the next session of Coop Prep with the
Preliminary Draft of your resume (pages 82.8¢) completed,
This will enadble you to make the best use of the class time,

58 .

62



GUINE STATCMENTS FOR 3E5310M 41 MALTING YOUR RESUNC

The Guide Statements below will help you focus on the reading
which follows. Preview the Buide Statements aow, Mhen you

conplete the reading, answer them carefully,
Label the following statements as True (1) or False (r),

1. Enployers generally spend a great deal of time reading
an applicant’s resunme,

2. The appearance of your resume 15 unimportant; it's what
you've done that counts,

J. Nake your vresume a% long as possible +- the wore
information the better,

4, Crrors on your resume will be more noticed than your
strong points,

5. The information you provide should be <carefully
selected with the reader in ming,

6. The best format for al) people to use is the functiona)
resyme,

7. Clear, concise, and positive statements are most
effective is describing your background.

8. What you include in your resume often depends on what

*works in your favor."

%9
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SLSSION &1 weiTine you agsunt

Resume »- promounce 1L with a stress on the Yast letter, 1like an
2 sound == It sounds very Freach, deesh‘t {17 Vell, 1t is a
French word, neaning sunmary, Somehow, the [aglish 13aguage
could not come up with a better word of its oun, 3Jithaygh it Mas
been called 4 persond) data sheet or persoanal record, ¥e'l) go
along with the majority and refer to it as 3 resyne,

A resume is indeed a sunmary of certain aspects of your 1life:
those past and present activities, accomplisnments and skill that
will enable a potential employer to determine whether you are tha

right person for a particular pozftion,

Why should that be difficule to prepare? Aside from questions of
Appearance and format, which will be discussed later on, the
great difficulty in preparing a 990d rozume i5 that it  must
satisfy two very different sets of needs:

Your need is to give the enployer as much information as
possible about yourself in order to nake 3 convincing case
of your ability to “do the job.”™ At the s$3m2 time that you
wvant to Dbe as detailed as possible, the enployer’'s very
different requirements must de taken into account,

The gmployer or faterviewer needs to be able to skin through
2 rasure, grasp the esseatial information, and absord it in
3s short a time as possible, How much time is that?
Amazingly, 1t may be =m0 wore thaa thirty seconds to a

ninute,
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Taiak about the possible sityations in which Jousr resume may be
reaa,

First, as a studeal going for an Internship interview, you
will t3ke your vesyme and give it (o the imterviewer, That
persoa  prodably has scheduled 4 very Vimited time for Lhe
interviewm and will be able to devole onaly 3 small part of it

1o logting over your resume,

AL other Liames in your career, when you may be applying for
ned  positions, you may send 3 resune together with 3 cover
letter is  response to  an adierti&enent. Vithoaut
exd9g9eration, your resune may be ome of hundreds, 30 Uhat
393in the reader can devote only a minimum anount of time of
i,

From these sitvatlions, it is clear that:

*= Jour resume aoust be designed viscally to preseat the
important facts easily to the eyas of the reader.

== the language wused must be simple yet strong enough to
impress itself on the nmind of the reader.

== no mistakes or sloppiness should be allowed to disiract
either the eyes or the mind of the reader,

For the employer or interviewer, the resune provides the first

glimpse of what kind of person you are, Like your owmsn
appearance, it must preseat youy at your best.
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Let’'s comsuder two basie aspects of preparing your resume; how

1a8C resyme leels (appearance) and how yaur cesyme is  ergaaized
(format),

SRReaTINg

15 J

b The resume should be neatly typed, danduritien resumes are
Rot dcceptabvie,
Use 8 172" « 11”7, gqood qurlity, white bond paper. Do not

*P
»

#se lightweight or enionskin paper. _

3. Leave margins of about one inch on both the right aad left
sides of the page, A similar Space at the tep and botien
will prevent the page from looking overcrouded.

3. Try to limit yowr resume lo gne pigs or 9ng:an4=3-h31f pages
At most, (lf you do have a second page, b2 sure 19 repeat
Jour name at the top and number the page: 2, Do mot numde:
the first 9493.)

. 9f sijor importance;  There 3hould ke o grammar,
Runctuation, or spelling grrors on your £esewy,  Neme. A
single error may cadl more attention to itself than any of
your acconmplishments,

€. Ther2 should be Ao wisable erasyres on a resume being
subnitted to a potential employer. Ia the event that an
error occurs while typing the origingd copy of your resume,
use a "liquid eriser” or *white out® to carefully maie
corrections. Oamce completed and prodfread, wake several
g00d quality xerox copies of the original, in the future,
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94 May waal e caasider Laking your gFigiaal 19
professiondl  printer, Newer sobmil 3 €arboa €9py 19 2

s L

potential emplayer,

Formit of a resume is the way it s meitten, oryganited, and

WP 84 the pige, Thowgh Lhere is 2 greal debate pver what is

*hestY farmal Le wse, thkere are two styles which are

generally accepted,

1.

2.

On

The historical/chramplogical resume Jists edycalign 3ad
esperience ia raverse order by dates, starting with the most
recent and endimg with tre least recent, 1L alse  iacludes
athrr iaformation Lhat wpuld e relevant 1o the pasition yow
are applying for, S9ch 23 aa abjective, skills, and
refarences. This is ome of the nosil popular formats,

The fuactional resume g9roups your qualificatiems and skills
into separate piragraphs which descrite the characleristics
that they nees in common.,  Fur 2xample, “Morkiag With
Children," ar “Keeping Timnincial Records.* Dates ciam be
included at the end, This format is typically wused by
seople who have 4 highly varied job history and by those who
are interested 1n changing careers., Its stromg point s
that it summarizes a broad backgroumd amd focwuses 1t oA the
positiom you are applying for,

pages  B31-88, you will  find  samples  of  the

historical/chromological and functiomal formats.
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efare Yoy Write ... Imim

s SRENRAS

The ao8L inportant consideration 1o ieep ia mivd nefare F89 wFite
yousr resyme is the inpacl you wanl la male an The reader,  What
Vaowledge, esperience, aad SEil)  wil) comvimge 4 potemliasd
employer 18 Mire yow? Hew will  your presentation of 1his
iaformation help yau achieve Lhis desired resyly, Ime fellawing

steds ¢am help you plam yowr 23pprosch,

== First, carefully coasider tme facts that wid) melp 99 Wate
Lhe impressien you imtend, Dvery piece of informslion Lmst
¥9v  imchude must mave 3 purpase LML comiribyles 1o ihe
iatended 1Impaci. Yoy camndl afford 1o waste space ar Lhe
Lime of yawr reader,

»> Determine which reseme formal %est syixs your  needs, Tor
MISL Stwdents, Lhe historical/echromniogical format §s best,

== Plam to orgamize the sections of Four resume2 59 thal  ime
mast positive stalememis which emphasize the charagteristics
Lhat are most relevanl ty the Lype of pasition you 3aek,

== Finally, amticipate setting Yp your resyme 59 Lhat 1w
critical imformation stamds oul oa the page for the reader
to grasp easily amd quickly. (You may wael (s wse capital
letters amd/or underlining to carefolly attract atteaiion ta
the most importast imformatios.)

Look agaim at the formats of the sample resumes o pages 31-84,
Notice how easily youw cam read the important information,
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No matter which format you choose or how well you write your
resume, someone s bound to come along and tell you a “better
way." There {5 no “"one" best way. The important thing §s that
you fully understand why you choose to put (or omit) something on
your resume, so that you can feel confident when someone

criticizes your approach.

What Should You Include in a Resume?

Even though there are differing opinions, most employment experts
should probably agree with the following list of 1{tems, when

advising people on what to include in a reSume:
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A (Aluays lnclude)

B (Sometimes Include)

c (Never Include)

Name

Address

Telephone Number
College education
Honors

Work experfence

S5kiils ((technical
and interpersonal)

References:
reference
statement

Objective

Relevant course work
High School education
Memberships
Hobbies/interests

Extracurricula/
community activities

Date of Birth
Marftal Status
Weight

Eye/hair color
Race

Religion

Sex

Health

Number of children
Salary/income

Socfal Securfty number

Column A ljists ftems that should always appear on a resume,

They

provide the basic information that any employer needs fn order to

consider an applicant for a position.

Column B 1ists items that can sometimes appear on a resume,

They

should be included if you decide that they work in your favor and

are relevant to the pusition for which you are applying.

Column C 1ists ftems that should ne' - ippear on a resume.

ftems

selecting you for a position.

More often than not,

These

do not provide information that fs relevant to an employer

these jftems

can be used to “screen y . out” in a discriminatory manner.

€6

-

70



Writing the Preliminary Draft of Your Resume

Now that you wunderstand the basic purpose of a resume, and
realfize the importance of preparing and planning your approach,

you will write a Preliminary Draft of your own resume. Ue have

provided section-by-section instruction and an outline for you to
follow. The format used is the historical/chronological
described previously. We recommend it because it presents
information in a very clear and organized fashion. All students

s outlined on pages R2,

should complete the Preliminary Draft,

83, 84, before the next session of Coop Prep. (If you believe

that a functional format or different categories of information
are better sufted to your needs, speak to your Coop Prep

fnstructor,)

Before reading the instructions below, turn to pages 82-84 and

look over the outline for the Preliminary Draft of Your ReSume.

Also, look at the sample resumes on pages 79-81.

Next, read the instructfons for the first section of the resume
entitled HEADING. FI11 1in the corresponding sectfon {in the
Preliminary Draft. Refer back to the instructions if you have
any questions, Continue in the same way for each section of the
resume, first reading the fnstructions and then filling in the

corresponding section of the outline.

If the 1{nstructions do .not answer some of your questions, jot

them down on the draft and ask them fn class.
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Remember to fill in the Preliminary Draft completely before the

next sessfion of Coop Prep.

INSTRUCTIOHNS

HEADING

It 1is not necessary to put the word “"resume® at the top of the
page. Just begin with your name, complete address with zip code,
and telephone number, 1{including area code. Put this information
at the top center of the page, starting about one inch from the

top:

MARIE HERNANDEZ
54-25 Willets Point Boulevard
Flushing, New York 11365
(718) 537-4536
Some people 1ike to put their names entirely in capital letters,

for a point of emphasis. It's up to you,
OBJECTIVE (Pptional, but recommended)

Your objective 1{s the position that you would 1ike to obtain.
Try to state your objective in both specific and general terams:

It should be specific enough to provide a focus, but general

enough so that you don't rule out possibilities that you would

consider,

For example, Secretary in an advertising firm fs too specific,

especially {f you would also consider working in a public
relations firm. Therefore, a better objective might be: A

position as a secretary in advertising or a related field.
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On the other hand, A position related to business fs too genmeral,
because it shows no direction or purpose to what you are looking
for. Some better possibilities are:

To obtafin a position as an administrative assistant in a
business office.

A position as a sales clerk in a retail store.

A position {n a banking environment where 1 can apply my

communication and mathematical skills,
An objective should be framed with the posftion you are now
applying for (internship), rather than as a long~-range career
goal. For finstance, {f you do not yet have the skills to be a
full-fledged computer programmer, your p;esent objective might

be:

A position as a2 programmer trafnec.

An entry level position fn the accounting field.

If you have no fdea what kind of position (internship) you want
at this time, do not fnclude an objective in your resume. In any
case, an objective should not state that you want a position to
gain experfence fin a field or to improve certain skills. An
eaployer is not interested in what the position will do for you,
but what kind of job you can do for the firm. However, you can
say that your objective is to use or apply certain skflls fn a
particular setting. For example:

An entry-level positfon {in banking where I can apply my

mathematical skills,

A position as a computer operator'traince where I can apply
technical skills,
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Uhat Cones Next?

Here you have a chofce between Experience and Education,
depending upon which you want enphasized. 1If you ﬁave extensive
experience directly related to your objective, then your work
experience should come first. If, however, your education has
provided you with amost of your knowledge relevant to the

potuntial position, put that first on your resume.

EOUCATION

Your mOst recent schooling comes first, What you are studying
now at LaGuardia s of greater interest to your prospective
employer because it §s obviousiy on a higher level than what you

may have learned in high school.

College

| Give the name of the college and the city and state it is
lTocated in,

2. State your major.

3. Indicate the degree that you expect to achieve and the
number of credits you have actually completed.

4. List any awards or honors you may have received, such as
being on the Dean’s 1ist.

5. An excellent way of showing that you have some background in
your field of interest is by {including the relevaat
coursework that you have taken. This s especially true if
you do not hive any work experience in your chosen area.

Don't 1liait the courses you Yist here to only those which
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are part of your major, Include any courses that are
related to the type of position you are applying for. For
example, 1{f you are looking for a position in conputer
operatfons, you would of course list Introduction to OData
Processing and Operating Systems. 8ut 3150 remember to
faclude a Nath course or a typing course (for a data entry
position) {f you have taken them. If your objective is a
secretarfal position, besides your typing and stenography
courses, don't forget to add those in Business, Accounting,

or Oral Communications that you may have taken.
Here is the format to be followed for Education:

LaGuardfa Community College

Long Island City, New York

Hajor: Liberal Arts - Natural and Applied Science

Have completed 24 credits towards Associate of Science
Degree

Honors: Deen's List

Relevant Coursework: Biology I and 1, Chemistry 1|,
Calculus I, Writing a Research Paper

High School (optlonal)

Since you are now in college, it fs assumed that you have
graduated from high school so that, strictly speaking, it is not
eéven necessary to 1list your high school. If your career s
already underway, your work experience and higher education will
be your most fmportant qualifications. You might want to 1list
your high school 1{f you took any courses relevant to your
objective or 1f you won any awards. If you obtained a General
Equivalency ODiploma (G.E.D.). it is not necessary to {indicate

this on your resume. Just omit any wmention of high school.
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The format for information about your high school education s
essentially the same as the one for ysur college data.

Grover Cleveland High School

Brooklyn, New York

Honors: Typing certificate

Relevant coursework: Typing, Accounting

EXPERIENCE

Here too, you start with your most recent pesition and 1ist the

others going backwards in time. Your first Job would thuys be at
the bottom of the 1ist. Don't forget °‘to include part-time,

summer, and/or volunteer work.
Yhat §f you were out of the job market for a while?

You should also fill §n the chronological gaps that might appear
fn your experience. For example, a «onan who began working after
high school may have interrupted her time fn the job market to
raise 3 family and ook after her hone., She can indicate this in
the following manner:

1/72 - 3/80 Homemaker

For Each Job, Indicate:

1. Dates worked - It is usual to indicate both the month and
year you started on the job and the month and year you left.
If you worked during the summer you neced sSay only:
Suamer 1980,

2. Employer - Give the name of the company (organization ) and

the city and state where located.
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3. Jdob Title - This gives the reader a qQuick idea of your
experience. If your job had no title, "create” one that is
most fin  line with your objective, for exanple, Clerical
Assistant, Assistant to the Nanager, eotc. (The job title
goes under the employer®s name and should be nnderllned.)

4. Your actua) duties -- the specific responsibilities -~ that

Y03 are now performing or performed in the past.

=~ \When describing your responsibilities do not wuse the
word “I* since Tt would have to be repeated so many
times, Here s one case where a sentence without a
subject is acceptadle!

- Use specific ™action™ verdb phrases to descride your
work, For example, instead of "general office work,"
try to describe each of your actual tasks, such as:

Responsibilities include(d) mafling brochures,
checking invoices, and greeting clients.

Pay attention 1to the proper tense in descriding your
dutlies. Use the present tense for a position you

Currently hold, the past tense for a previous job.

A key step is to refine your job description so that they present
your experience as advantageously as possible to your potential
employer. Study the followfng 1ist of “Action” verb Phrases and
rourite any of your Job descriptions which are too vague or

general. Wherever possible, emphesize the actual results and

Accomplishments of your work. For example:

Reorganized department's filing system which improved staff
efficiency,

1)

77



or
Sold approximately $500 worth of aen's clothing per week.
or
Mon Teller-of-the-Nonth award
or

Planned recreational activities for 200 children ages 3-7.

Note how the following format allows the reader to grasp the

essential information Quickly:

EXPERIENCE

1780 - Present Paula's Boutique - Flushing, New York
Sal ! = Responsibilities 1dnclude
customer sales, stock and inventory
vork, ticketing nerchandise and
operating cash register.

5/79 - 9779 Canp Uyatt - Hunter, New York
Counselor - Rer-.nsibilities included
supervising a group of six children, ages
7=-10, fn camp activities such as swinming,
softball, hiking and boating.

SKILLS

This category gives you an opportunity to mention any special
skills  which were not facluded ia your job descriptions so that
you want to highlight, Refer back to your Personal Skilils
Inyentory, pages 55-57, in Session 3 to help you here.

1. Technica) Sking

List the machines or gquipment you know how to operate, sucl.
35 th: typewriter, calculator, or xerox machine. (For data
processing hardware, gtve the manufacturer’s name and mode)
nunber, e.g., IBN Keypuhch 029., Under the Skills heading,
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you should indicate your typing speed, let's say, 40 wpnm.
If youw type less than JO words per minute, amd can be
accurate (slouly)' say "Light typing.™ If yo* have reached
3 good speed in stemography, you should mention that to2,

eagoy 80'100 Mﬂn,

Also, indicate any l2ngquages you may kaow besides English or
ny special procedures you can follow that were ot
mentionad adove (c.g.. emergency 1ife saving or first aid).

2. Interpersonal Skills

Your job description may have included the fact that you
ansvared tha telephone in an office, But, it would not
state that the telephone was comstantly ringing and you had
other duties to perforn, In spite of the pressure, you
found you were able to do very well, Therefore, wunder

skills you might mention:
Uork well ynder pressure

In Uhat Order Shoyld Skills Be Listed?

That depends on the type of position for which you are applying.
If you wil) be working in an erganization where Spanish s
spoken, your knouledgi of that language should come firsti. ir
You expect to be doing office wark, you might want to list the
machines you can operate, Here is one possible way of listing
skills:

75



SKILLS

T Al

Nachines: Xerox, Dictaphone, Calculater
Typing: 45 wpn
Language: Fluent Spanish

Compose own business letters

Vork well under pressure
Mote that for skills, as for jobd duties, you should omit the *i*
subject of your sentences. However, the werds for all skills are

Aways written in the present tense.

EXTRACURRICULAR ACTIVITIES (Optional)

RN A T T A

This category can also be titled NENBERSHIPS if you are listing
clubs or organizatioans you belong(ed) to or INTERESYS if you are
listing hobdies or activities that you participate in.

Extracurricular 2ctivities that demonstrate some orgamization or
Teadership ability should definitely be mentioned, Any volunteer
or conmnuaily work that was eot imcluded uader Cxperience is also
appropriate here:
;reaSurcr, Aecountla? Clud i% La?u:rgi; C?nnunity College
Fund raiser for Cancer Care 1n Gusens. my
A few interests or hobbies may be included but 4gain ask yourself
whether they improve the picture of yourself that your resyne is
presenting or whether they detract from it. Partying or looking
at television will mardly improve your image, Some good
possibilities are: canping, oplaying a nusical instruaneat,

swinning, sewing, playing basketbhall, ete.



REFLRENCES

References are names of people who cam supply some positive and
favorable imformation about you, whether at work or im school,
Tt is mot necessary to give the names of your refereaces in your

rasune, All yow mave to state is:

Furnished upon request
or

Availadle upom request

However, you should have in mind at 1east three references since
you will be asked for them when filiing out an enploymeat
application, These shoyld de former or presaat sypervisors or
employers, amd at least one instructor who kaows your work well,
bt is good idea to get im towch with the people you Imtead to
give 33 references and requast pernission to use their aames,
Tais alse has the effect of reniading them who youw ave.
Sonetimes, firms also wamt 2 personal reference, 3 friead who has
kaown you for some time 284 cam wvowch for yosr character. This
should preferadly de a mature person, who is not 2 mender of your

family.

Yhen going on an interview, make sure you take along the mames,
addresses, and telephone nunders of the people you plam to use as

references,

You've aow gonpleted the Prelininaey Draft of »our regyme. Lors
293in  at the 3anple on page 79 and compare it with 194r  Qum.
Nake any necessary additioss or Note any questions tha:

hanges
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Yoe wast %o a3k im glags. Yne [m-Class activity for the wmext
session of Coop Prep wil) Melp yow to roview and refime your
Preliminary Drafe.

Now rwetura 2o page 59 and asswer the Guide Statewments dased on
your reading.,
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LESLIE ADANS
J2J East 18th Street
New York, New York 10024
(212) 326-4097

O0BJECYIVE To obtain an entry-level position in banking
where I can euply ny mathematica)
skillsg,

EDUCATION

9/83 -~ Present LaGuardia Community College

Long Island City, New York
Major: Business Administration
Have completed 2] credits toward
Associate in Science Degree
Dean's List :

Relavant coursework: Introduction to
Business, Principles of Management,
Accounting I and [1l, Writing for
Bustness

EXPERIENCE
8/83 - Present Essex Manufacturers - New York, New York
Fiqure Clerk - Responsibilities include
caicuiatlng daily sales and returns,
completing monthly reports, filling new
orders and answering telephone requests.
6/82 -~ 7/83 Montore Supermarket - Astoria, New York
Cashier - Responsibilities included
ringing up sales, packaging
merchandising and closing out register.
SKILLS Knowledge of adding machine and
calculator
Tactful in dealing with others
Tluent in Spanish
EXTRACURRICULAR Active member of LaGuardia student
ACTIVITIES Assocfation
Voluntary Nurse's Aide at Bellevue
Hospital
Sing in St. Peters Church Choir
REFERENCES Available upon request
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LESLIE ADANS

332 East 18th Stroet

New York, New York 10024
(212) 326-4097

QBJECTIVE

To obtain an entry level position in banking where 1 can apply my
mathema*fcal and communication skills.

T S M > e o

September 1983 - Privsert

LaGuardfa Communits College - Long Island City, New Yo.

Have compleated 2) ~:adits toward Associate in Science Dcyree in
Busine:s “dministration,

Relevant cours-work: introduction to Business, Principles of
Management, Ac:sunting | and Il, Writing for Business.

T SN S S WM

August 1983 - Preseat
Essex Manufacturers - New York, New York

Figure Cle k - Responsibilities include calculating daily sales
and return., completing monthly reports, filling new orders and

answerfng celephone requests,

July 1982 - June 1983
Montore Supcrmarket - Astoria, New York

Cashier - Responsibflities fncluded ringing up sales, packaging
merchandise, and clusing out register.

SKILLS
Knowledge of adding machine and calculator
Tactful in decaling with others

Fiuent in Spanish

EXTRACURRICULAR ACTIVITIES

Active member of LaGuardia Student Association
Voluntary Nurse's Aide at Bellevue Hospital
Sing in St. Peters Church Choir

REFERENCES

Available upon request
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SANPLE RESUME - FUNCTIONAL FORNAY

JOHN THOMAS
65=19 37th Avenue
Jackson uct?hts. New York 112?

(718) 917-0341
QBJECTIVE
A position as an assistant store manager in a Targe retaf)
operation,
EXPERLENCE |
gggg?ement - was responsible for the operation of a variety of
retail merchandise departments. lInvolvad the supervision of 7-15

employees, dcle?ating duties, assigning work shifts, writing
employee evaluations, planning merchandise layout on sales floor,
and insuring effective cus’omer service.

Inventory Control - Organized and maintained inventory control
systems along with the supervision of inventory staff. Have
working knowledge of inventory procedures including audit and
running fnventory, requisition, and supply procedures.

Sales - Developed an excellent sales ability through extensive
work with customers in numerous merchandise areas.

EMPLOYERS

August, 1977 - Present
Syms Clothfng Store - Muw York, New York

Nay, 1971 - July 1977
Alexander’'s Oepartment Store - Rego Park, New York

EDUCATION

September, 1982 - pPresent

LaGuardia Conmunity College - Long Island City, New York

Have completed 48 credits toward Associate in Science degree in
Business Adminfistration.

REFERENCES

Available upon request
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PRELININARY ORAFT OF YOUR RESUME

Refer to the Instructions on pages 60-77 and the sample resume on

paga 79,
_(your name)
(street address) .
(city, state and zip code)
_ (telephone number including’
area code)
O0BJECTIVE
{optional bul recommended])
EDUCATION
ot __ - bresent  LaGuardia Community College
no. yr. Long Island City, Now York
Major:
Have completed credits toward
Associate of Degree
Honors:
Revelant coursework:
(Optional)
/ - / name of high school

mo., yr. mo. yr.
city and state

Honors:
EXPERIENCE Remember to 1lst the most recent position first and go
backwards (n time, _—

l___ - __1 -
mo. yr, mo., yr. {name of company; {(cily and state)
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~ (describe your responsibiVities)

—t e = 1 -

AO.yr. ®Mmo.yr. (name of company) (city and state)

(Job title)

(describe your responsibilities)

(Continue this format on the back of the page if you have had more tnan
three jobs,)

SKILLS (List in thefr order of importance to your objective )
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EXIRACURRICULAR ACTIVITICS (Optional)

b

I 20 T AW TRV DLW R

- -

WY X W N I e W

Avaflable upen ragquast

it
T
o -~

-~
s

84

Sere-woe gor TR



AN=CLASS - YIRS EOR Sesslon 4

Now that you have completed the Preliminary Draft of your resuame,
the next step will be to review the information you have gathered
end check its completeness, its relevance to your objective, and

its accuracy,

Chocking Your Preliminary Draft

As your instructor discusses each section of the resumg, check
your Preliminary Draft to see that you have included ali  the
fecessary information, and only the naterlgl which is relevant to
your objective, Nake certain that you have given accurate data,
Also ask any questions you may ha & jotted down while filling in

the Preliminary Draft.

~ACTION" VERB PHRASES

Refer to thit lis. when you write the job descriptions for your
resume. It wi‘l encblc you to be clear, concise, and positive in
your descriptions. The Vist will give you exanples of phrases
that enphasize the acgion: you engage(d) in to carry oadut youyr

work,

The list is organized dccording to typical job sftuations which

nany LaGuardia students have had. However, don't limit yourself

to these suggestions. If you have other good "action® verd

phrises that better describe your work, by all means use thea!

8$
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BO0KEELRING

Couputlng the payroll, invoilces, etc.

Keeping books, financial records,
legcr‘o etc.

Posting accounts

Gme{atnng calculator, adding machines,
-4 & AN

EILING AND MALL WORX

Filing letters, irvoices, orders, atc.
Haintaining filing systea

Organizing filing system

Keeping records up to date

Sorting out mafi}

Distriduting mail

BURCUASING SUPPLIES

Ordcrin? supplies

Purchasing supplies

Checking shipping 1ists, invofces, etc.
Keeping inventsry records

Taking inventary

Folloxing up °rters

SALES, 1N AN .CFICE OR A STORE

Selling mercraadise
Recording sales

Operating cssh register
Soliciting orders over ti2 shone
Taking cash

Serving customers

Pricing merchandise
Arranging ftems on shelves
Handling complaints
Balancing cash at end of day
Processing orders or clatms

85

Receiving visitors

Screening visitors

Answering questions or inquiries
Directing visitors

Answering telephone

Handling switchboard

Haking telephone calls

Talking orders over the phone
Placing orders over the phone

SECRETARIAL wORK AND YYPING
Taking dictation

Typing letiers, memoranda,
charts, etc,
Composing own letters
Haking reservations

" Stheduling appointments
Sut!hn? up meetings
Operating dictaphone
Filing out legal documents
Proofreading docunents
Editing docyments

SENERAL SITUATIQNS

Supervising other people
Devising 3 system

Initiating a prygram

Proposing improvemeits
Coordinating a program, project

WORK AS A CANP COUNSELOR

Organizing trips, recreations)
dactivities

Supervising children, other
counselors

Teaching swianing, crafts, etc,
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ASSIGNNENT 0UE SESSION §

In the assignment which follows, you will use the Preliminary
Draft as the basis for completing the first typewritten draft of
your resume,

1. Comglw&g the wxgﬁﬂ first Draft of Your Resume follows steps
*ﬂ‘ €, be H

1

3. Proofresd Your Pre!

1
Ao o

.04ry Draf

5
i_

Before you begin typing, proofread your handuritten
Preliairary Draft for  grammar, pynctuation, and
2peliing. Vse a dictionary and a text from one of your
writing courses wherever necessary, Pay particular
attention to proper verb tenses, the correct yse of
periods, commas, and capital letters, and of course,
perfect spelling. 1t is easier to make corrections

before you begin tyoing than to make them a3 you type.

b. Type Your First Draft

As you copy your Preliminary Draft, refer to the sanple
[23ume on page 79. This will give you an idea of how
to lay out the format for your resume, and what the

finished product should loox like,

€. Proofread Your Iyped First Draft
Now proofread rour typed first draft, following the

Checklist on page 89. Check off each item as you
proofread. If you have errors and casnot erase them
cleanly, retype the draft and proofread again,

Fimally sign the stat.ment at the end of the
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Proofreading Cheeklist, attach opaper glip it te a
S9Py of your vresume, and submit bath at the aext
Sension of Coop Prep. Yowr resume wil) not be acLepled

unless the signed Proofreading Checklist is attached,

Your instructor wil) review your resune ansd reconmend
any cthanges or improvements., He/she will sdvise you 33
le whether or not a secend draft is necessary,

2. Read Session §, $2-98 , and answer the Guide Statemeals far

Session S, page 90.91, bised on your reading,

8
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QUIOL 3TATCMINTS R SC3510M 93 kNQUING YOuk NL[D} ( YALuEs )

The Guide Statemenls below will help you fecus on 1he reading
wnich follows. Preview the Guide Stalements ngw, Whes y&i
Complete Lthe reading, answer Lhem earefully, write conplere
Sentences, in your ouwn wordy, wheeower posidble,  lse standard

=IO ORUM

English and proefread vour Imswer:,

b. Cxplain what is meant By the term "ageds,”

DLt A A L T IR T L S T RIS T e YNy 2 I R O I R TR S TR T ST DT 2 SO e Qb o o, B D S il

Wﬂ"\wwn~snwﬁmw-‘—-n~m T T P BRERE amnmmmmsvze:wn»m'mm'ﬂvrw:::nmmmma‘:&m

2. Cxplain the s13temenl: *"Needs i3 3 71.A,R, congepL,”

PTG B W o~ T I T B ST LTI 4 TN e T T e b TINS5 T e R TR

D000 I I Sty S A TR e S S g 2 T T SRET 1000 T SRR Y oy g S5 BE:

3. Identify the three major types »f needs discussed in the
reading, For each type, Jist three examples of how these
neesds canm be setisfied in or cutside oF the warkplace,

> Xeeds
« ; - Reegds o
= ,w-: _:“ go N T
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3. Descrive twp advantages of wnowiag whal ysur aepds are in
making career ard life plans,

4,

ETT XY v oy AT TR U 40 ST 2% TR 200, e Ty R WA N, R M N NI SO e, D ST NTNE SR s RE NI IO I SRR 2 N L e
SR 2L TR g TR YR TINS5 T ST, ML ORI B SR IR N T A T g e R IO e 2 I A b T o
il TEITE E IT I S S e TIEN T T RRnyyrSTny ST T S ke R 0 T ST R TR DI S e S SR ey T ST ey T

TR SO WP IR IR TR 0 W ISR 558 S Bk S R g T S e D 0 SR T S T S BT S e T S T S S N T v S SR e T RN T S B N e

-1
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(33198 &:  XNOWING YOUR NELOS (yALULS )

Sa¥
e

z

ks

What €8 pey waml aur of Yifes

Homw wauld ymu daswpr 193§ guestion?  Oid 9y inmediste’ly thiak
“To be happy, of courset™ Namy of s woyld Fe3pamyd the same way.

Happimess 05 3 g2a) most pesple seek,

Suppose  yeu were athed Jmotiher question; YHREL 4o jow meed  in
ofder 15 b Mapps?" 01t 13 mBY 4 easy question o auiyee,
Pernapgs afler giviag 11 sone ikaw. 789 mignL be aple ko Nist
teme  of the thimgs 25 2 swecesst  .reer, a4 Amice Wome, go9d
Realth, 2 happy marriage. We w023 «al) this a list of nzeds you
would seek 1o fultil) in arder tu feel Lanteal with yoyr life,
Trying Lo satisfy these necds s tae driving farce pehimd many of
our actions or decisions, Qrgea we night et B2 awdre of why we
want Lo switeh careers, wowe o another town, or buy a +-w gar,
Bowever, if we Jears more aboutl which meeds we fes) aqre most
imparta?l we will discover the reasoms Behind jowe 2f our

actiensy

Stiace weit of us will spead 3 major part of our working hpges
vorking, our jobs 4and careers deesme impertant maams Lhrough
vhich we seek o sstisfy our ner2s, Hiwever, people often fina
it inpossible to satisfy 211 of their ameeds thraugh wWorking,
They ook {9 other experiences such as Famidies, mesbies, ang
dutside iaterests, as welli. Thr Parpose of this sessiagn is Lo
4iscuss thres wajor types of Aceds and how p2ople seek 1o satisfy
these nceds In and owt of the warkplace. 1f we plan for careers
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which moet 3 numbor of gur important noeds, wg will probably feel
more satisfied with our work and perform morg offectively. Lf we
g2 fulfi]) those needs pot being met at work through gur lefsurs
and recreational activities, we are gven morg likely to fegl
satisfied and happy with our lives,

The Concepts of Needs Is a T.A.R, Concopt

Recall that the T.A.R. sequence helps you transform your
internship setting into a learning experience. This means that
while you are on your first internship you will observe how
various concepts apply to you and your internship department or
organization, These concepts are called T.A.R. concepts. Neceds

is one such concept.

The activities fn this session will enable you to understand the
concept of neceds. While you are on your internship, you will be
asked to observe {f and how your needs are satisfied by your
employer. In the Seminar, your class will discuss and analyze

these observations.

1

Another term which you may recall from Freshman Seminar s
values. The terms "needs" and "values® are both used to explain
why people behave as they do in making career and 1§ e decisions.
Technically, a need 1{s defined as something which motivates a
person to strive for a particular goal. When the goal s
reached, the need is satisfied or fulfilled. For example, we
might say that people pursue career goals in acting because of a
need to be creative and express themselves. Values are those
things which a person feels are desirable or "good.” Me could
also say that people choose acting careers because they value
creativity and self.expression. Either way, you should be
familiar with both terms. In the reading which follows, the word
“needs” {s used.
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What Are the Different Types of Noeds?

Boecause we are each individuals with our own personalities and
past experionces, we differ in which neceds we feel are the most
important for us to satisfy. Are your ncaeds the same as those of
your parents? Probably not. Furthermore, our needs do not
remain fixed or constant -- they change over time a3 we grow and
mature, Just as your needs are now diffcerent from what they were
ten yecars ago, you can bet that ten years from today, they will
have changed again. However, experts who have studied our
changing needs throughout adulthood have discovered there are
broad categories of needs common to all human beings. There have
been many different approaches proposed to classify these needs
(Maslow. for example). In Coop Prep we will divide needs into

three major iypes: aconomic necds, social needs, and ego needs.

ECONOMRIC NEEDS

Economic needs are those needs which are concerned with obtaining

the basic necessities of 1ife and feeling secure about having

them, We all need food, shelter, health care, and protection

from danger. Sfnce, in our culture, few of us still grow our own
food or build our own homes, we must purchase these necessities
from others. MWork is the major way we provide ourselves with the
means to obtafn what we need to survive, The money we earn {s

what we use most fregquently to acquire the basic necessities.

However, once we have acquired the basic necessities, we also

want to feel secure about having them, For example, pension
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plans can guarantee workors future financia) security, Medical
coverage provided by our employers can give us confidence that we
will be able to have good health care. These benefits would cost
us & great deal of money if we had to provide them ourselves,
Therefore, our employer s helping us meet our economic needs

without directly paying us in cash.

While the satisfaction of economic needs fis important to all of
us, which way we prefer to fulfill them indicates our personal
work needs. Soae of us scek positions where the primary economic
benefit is a high salary, Others might be willing to receive
less salary if a position provided extensl;c medical coverage and
4 generous 1life insurance plan. For these {ndividuals, the
guarantee of future financia) security is a grester need than 2

large income now.

SOCIAL NEEDS

. ————

Social neceds are those needs Me have to be accepted as a member

of 2 gqroup and to have satisfying relationships with others. \We

are 3l1l npembers of severa) groups. We belong to families,
neighborhoods, clubs and teams. Many people look to their
workplace to fulfill their social needs. They form friendships
with co-workers. They are active on company athletic teams. Or
they meet new people through thelr work, such as customers or
clients of their company. There are even cases where people have
turned down promotions because the promotions would have required

them to leave their friends at work. Other people fulfil)l their
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social needs outside the work setting in their leisure time,
They do not mind jobs which require them to work alone and might

" even prefer to be only casvally acquainted with their co-workers,

w

£6¢

—co

i
™

-

£29 nzeds are those needs we have o feel proud of gurselves and
1o faeel respected by others. In our society, success in the
workplace is one way we can prove our skills and abilities.
Therefore, many of us seek to fulfil) our €90 needs through our
work or careers, There are two major ways our e90 needs can be

satisfied. One way is through the wnrk tasks themselves. If our

work tasks are challenging and require us to use skill and
creativity, we can feel proud of our abilities. Mhen we receive
recognition for handling our work tasks well we feel good about
ourselves. We can say the work itself is meeting our ego needs.
The second way our ©90 needs are met in the workplace is through
the symbols of success. These can be such things as a fancy
office, an expense account, or an impressive job title such as
vice-presidant or department manager. These symbols indicate to

others that we are important people or valuable workers,

Nost of us seek to satisfy our ego needs in both ways =~ through
interesting work tasks and the symbols of success. Some people
make clear choices betwecen the two types of ego need
satisfactions, For example, a social worker who works with
senfor citizens aight derive great satisfaction from helping
others 1live better a Vife, MHowever, she is unlikely to have 2

spacious, beautifully-decorated office or to be able to afford a
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luiury car, On the other hand, there are people who have all the
symbols of success, but are bored or dissatisfled with the work
they de. A famous example was Charles Ives, who was 3 highly
successful executive in an insurance company. His real ego
satisfaction came from the music he composed in his spare time,
After his death, he became recognized as one of this country's
greatest composers. Charles lves also illustrates that 90 needs

can be nmet outside of the work selting,

Uhat Are the Advantiges of Knowing Your Needs?

Mhile the three major types of needs described are important to
311 of wus, each of us has a different order of inportance in
which we place them. Knowing what your ngeds are can help you te
plan 3 caroer related to some of your important ngeds. If your
most fmportant needs involve future financial security, you night

look for opportunities which provide strong pension programs,
such as the Civi) Service. If you place a high value on good
social relationships you could seek positions with a lot of
"people contact” like sales or customer service. If you get 2
lot of ego satisfaction from the challenge of problem-solving,
you may consider work which fnvolves computer programming or

dccounting information systems.

Secondly, 1f you are a student who is now working, knowing your

needs can help you to evaluate the position you presently hold.
Is it meeting your needs? Can it ever? Should you strive to
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satisfy some of your needs owtside of work? Changd your
position? These are key questions for your personal career and

iife plans,

The 1In-Class Activity which fallous asks you to “listea™ to a
worker describe her job and then to comsider whether her
personal ngeds are being met. This activity will give you
practice in the type of careful listening and observing you will
need 0 do while you are on your internship, Preview the
mdterials for the In-Class Activity but do A9t work on thea at
this time.

Now turn to page 90 and answee the Guide Statements based on youyr

reading,
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IN-CLASS ACTIVITY FOR SESSION &

In this activity you will "eavesdrop” oa 2 telephone conversalion
in which a worker 15 discussing her job, Yoy will be asted to
identify the facts the worsxer 3ives absut her Job;  make
inferences abowl her needs from what sha saysy and, make a

judgnent a5 lo whether yow think sue has made important needs st

The terms facts, inferences, and Judgnments may be new to you, if
you have naot takem any oral skill,® courses at LaGuardia, It is
important to understand the meaning of ticse terms because they
will be used frequently in your first Internship Seminar, They

are defined as follows:

EACTS

Behavior or objects we can observe through our senses { sight,
sound, touch, taste, or snell, are considered facts. for
example: "My =ath instructor is wearing a blue shirt,” is a

statement of fact.

IRFERENCES

Opinions, interpretations or conclusions about facts are called
inferences. For example, "Ny math instructor's favorite color
aust be blue,” i35 considered an inference fabout the fact that he

is wearing a blue shirt).
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JUOGHENTS

Opinions or persanal reactions which evalvate facts as geed or
bad, positive or negative, or which advise a particular course of
action are called judgments, For example: "Ny math instructor
looks g00d in blue clothes,” is a judgment, So is: "Ry nmath
instructor doesa’t Jlook good in blue clothes., MHe should wear

browa.,*

Mith these definitions in miad, preview the Guide Statements
which follow, and thea read the story R3gs 19 Riches?
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SULRL RIATCNENTS £OB THE IN-CLASS ACTIVITY; BAGS 10 RycuEs)

in the story Rags 1o Riches?, Bonaie talks abewt her jeb as
buyer's clerical, This exercise asis Y9 1o consider the facts

and opinions given by Boanie, in order to determines which of her

aeeds are being satisfied ang which are nmot,

2.

Tdentify atr least three facts you leara about Bomnie's
preseat job as 3 buyer's clerical, (fou cam list more if
you Spot them in Lhe 5lory.)

3.
b,

b N -y

TTWIE b o - b

g * IR T M = TR0 :

g,

£.

Consider the three different \inds of meeds discussed in
this session, For eachr one, decide if Bonnie feels
satisfied or dissatisfied with the way the need is b2ing met
on her job. Check the box which imdicates your iaference,
Thea provide facts from the Story which suppor: your

inference,
tgggﬁ nhish

3 r
3 fconoaic N Boanie's Feelings jaference
== (éo obtain gge is

pasic necessities

of Jife and feed (: J $atisfied
secure abdbout
having then) [ ] Dissatisfied
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105 .



b, S8acial Nee
e 2ccepted 3%

nd have satisfying £ 3atistiey W o
relationships with S
others) C3 Dissatisfied I

€, 39 Neoeds _
to feel prove of

onesel f ang C) Satisfies ST —
respected by _ S

3. MNow mike 3 Jyggmeat. from the information given, amd your
inferemces aboul Domnie's meeds, do you think her career

Plan to become 3 buyer is 3 g900d ene? Cixplain,
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1,

List  the three different types of meeds in Lheir order af
impariasce Lo yaw % URIS Uide, 344 gpplaia with 3 facy
(example) why it is inpartant,

i,

e e e e N
{most imporiant)
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BAGE 19 RALHESY

Bomaie s 2 clerica) A55isnamL 19 & wvery swEcessful Feesy  Buyer
for the famoys deparinemi siore Rosemgale’s. She mapes 19 follaow
i mer 5935° foststeps Ind become 2 heyer someday. MeF Bass A
owt @f the office for Ethe afiermgem So Rammie 5 1akimg some Lime
te call ker girliriend, Johmae,

Helle, Jodmme, Tmis is Bommie, Waw *ja dovmy? D yow
;gaak 19 S9san abowl the pariy $alwrday migmi? Me? j'am
fime, Rwe “deagom 138" s owl 21 3 dress manwfacliyrer
Inis afternsom SO § thogght | would take agwamrage of 4
moment®s relasatiom, WMhem she’s goae, the pressure
e3323 wp jJwsl 2 Dit, Byl yoe should sce tme 102d of
Inypices she left foe me 19 Check. I1's endugh 1a keep
me here yatil midaighl, VYeaw, sere, I'm svapesed 19
et off a% five., Butl 1 mewer leave A lime, $me
insists ald the imwaices aad sales records mawe §o e
processed each Lay 5o the compuler reparl is abselutely
perfect. Thal wiy she imows esactly what the dawealsry
IS every day. Just im case she mzeds 1o eegrder 3
*hest seller™ quickly 30 we're a0l owl of sygci., Swe
doesm’t  wami costomers goimg 18 amother store 120 by,
30 sonmetimes 1'm stwchk here 211 alame im  this  dusty
;ggg;;?am Just checking ower sheets of aunbers,

Owertime pay? Are you Xiddiag) i'm considered an
erecuilive as & Duyer's clerical so | get a straigny
weekly Salary Mo matier Mow much time 1 work,
Tecemically, I'm suzposed 10 get time ofFf 33 Lhe fylwre
== whed i1°s comvenieal., |Mgwever, accordimg to ny
5955, Lhere is md comvemient Lime for time off, A5 i
1ikes to say, "im the *rag busimess® the most impariamy
days 10 work ar2 whea everyome else is 2ff work 3md
shappimg,™

Tme fashiom show? On, it was great. Becawse ike
assistant buyer was owt sick, my Ddoss asked m2 Yo Meip
owt., Wh3t a N0t of work => bat It was really esciting!
We weet al) acrownd Sevemth Aveswe wisitimg deress
mingfacturars, selecting the Sprimg lime, They a1}
treated s with cwch respect. The red e€arpet
treatmenl, They took ws owt to lumch, The buyer
really listemed to my opinion,  Ske was lesking for
some  wAuSwal Mals amd jewelry 1o g0 with the dresses,
I thought of goimg to some amtique stores. Ske loved
the idea., 1 wis really proud of myself, 7Tmat's whag §
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When

love about retailing. Thinking up new ideas to present
merchandise. At the end of the day, she said she would
try to take me out to the "market® again. But I was
exhausted. Then she asked me to go back to the office
with her to check on the day's sales. '

Oh yeah, my boss gave me an evaluation yesterday. She
said I was doing fine and she requested a 10c an hour
raise. Big deal, huh? At $3.60 an hour. I still won't
be able to pay all of my bills at the end of the month.
And I'm not a big spender. Rosengale's figures that
since so many people want a job 1ike mine, they don't
have to give us many benefits.

She also said she would recommend me for a spot as an
assistant buyer. That pays a little more money and you
can really get involved 1in making some buying
decisions. If you're good, there's no telling where
you can wind up.. Remember that guy Tony I told you
about? The guy who was the clerical for the menswear
buyer? He became an assistant - buyer in men's
accessories, He did well and in less than six months,
he was promoted to buyer. Rosengale's gave him a big
raise and a bonus and he's only 25. Buyers have it
made! They get treated well by the manufacturers too.
Gifts and fancy lunches.

I don't know if I'11 get the position, however. The
competition 1is vreally fierce. Rosengale's 1ikes
competition, They hire lots of clericals and let them
fight it out for promotions. It's even worse among the
buyers. If their department doesn't do well as the
same department 1{in another store, they worry about
losing their job. I'm afraid to talk to anyone around
here. Everyone is looking for a way to get ahead so if
you mention anything about your job or your boss, i{t's
sure to come back to haunt you. That's why I'm really
glad I can talk to you and Susan.

Well, I'd better go now. 1I've still got these invofces
to go over. If I hurry, I might be able to 1leave
before the store closes. Maybe I'11 be able to do some
shopping. With my employer's discount, I can almost
afford to shop here. Bye!

you have completed the reading, return to page 101,

answer the Guide Statements. The class will discuss

questions during this session of Coop Prep.
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ASSIGNMENT DUE SESSION 6

1.

Complete any part of the In-Class Activity which was not
covered in class. There 1is no additioral written
assignment.

Continue to work on your resume based on the feedback which
your instructor has provided.

Read Session 6, pages 109-113 and answer the Guide
Statements for Session 6, page 107 based on your reading.
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GUIDE STATEMENTS FOR SESSION 6: LEARNING ABOUT CAREER FIELDS

The Guide Stateaments below will help you focus on the reading
which follows. Preview the Guide Statements now. Khen you
complete the reading, answer then carefully. Mrite sentences, in

your own words, wherever possible, Use standard English and

proofread your answers.

| Explain why realistic information §s necessary 1in making

important career decisions.

2. Answer True or False: “Obtaining and using realistic
information 1is not fmportant for students who are majoring
fn technical career areas.”

Explain your answer,

3. Write five questions which you have about the (a) career
field which you are considering. These may be selected from
the 1list on pages 112-113 or other questions that are

important to you,

............................................................




-----------------------------------------------------------
---------------¢-‘-‘----o------------------ ................
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SESSION 6: LEARMING ABOUT CAREER FIELDS

The work we do has a great effect on the kind of 1ife we lead.
It often influences where we live, the friends we have, how we
spend our lefsure time, and whether or not we feel happy and
productive, Yet many people do not seek out factual fnformation
in making their important career decisfons. Instead, they rely
on misinformation about careers and unrealistic thinking about
the job uarketl. For example, some students feel that ia order
to succeed in data processing, all that is required fs a strong
desfre to make money. ’ Others beljeve that an Associates Degree
in Business will automatically qualify them for a managerial
position. Nefther of these statements fs correct. The Coop

program at LaGuardia emphasfzes the importance of realistically

learning about the career field(s) you are considering.

Whilc on a Coop fnternship, you can learn abou: a career field
through direct experience. You will have an opportunity to
observe what goes on around you, and ask gquestions of people
actually working in that field. This type of career exploration
can help you make decisions based on factual informatfon rather

than on hearsay or untested fdeas.

If you have selected a major that is quite technical (e.g.,
dccounting, data processing, or secretarial sciencc). you may
feel that you've already made a specific career decision. But
how can you be sure §f ft's right for you? In part, by learning
all you can about the particular ffeld and then wusirg your

2
internship to confirm or chanqge your decision . If your major s
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more general f§n nature (e.g.. 1iberal arts or business), you
might wish to fnvestigate and explore differeant career field
related to your studies (e.g., journalisa, personnel, retailing).
Either way, the more you can rely on realistic information, the

better your career decisions will be.

1
Nalnig, L. & Morrow, S., Mhat Can 1 Do Mith A Najor In...?
Saint Peters College Press, 5ersey city, 1979, p. vit.

2 ~
Today it 1{s not uncoammon for people to change careers once or
twice 1n their working lives. (Ronatd Raagan's switch from
acting to politics 1s a classic example.) he point {s that
career decisfons (and the need for realistic {nformation) are
Titkely to occur tnroughout adulthood, rather than one tiame,
between the ages of efghteen and twenty-four.
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What Are the Reasons for Seeking Career Information?

Occupational Informatfion is important fof aany reasons.

Following are some of those reasons:

. facilfitates realistic choice

- findicates factors to be considered in the choice process
- reveadls realfities of work content and work situations

» corrects misinfornation and misunderstandings

. facilitates comparison of self (skille, naeds} and occupations
» uncovers other interests

> uncovers needs to be satisfied through work

. motivates toward career planning

. motivates toward education and training needs

» 9guides preparation for work

- findicates long-range opportunities

. findicates work's effects on way of life

- presents beginning and average salarfes as well as top
earnings

» presents disadvantages as well as advantages
« fndicates ways of entering occupations
- gufides presentation fn Jjob interviews

- spurs further gathering of occupational information

What Kind of Information Helps People Make Career Oecisions?

It would be fmpossible to present all of the ways in which useful
career 1{information can be sought, However, listed below are
twenty questions which LaGuardia students grc encouraged to ask

about any career field they are considering .

111

115




The Nature of the Mork 1tself

1. How does the field of your cholce serve society? WUhat §s
its purpose or function?

2. What is a typical work day 1ive?  uhat are the major
activities? How are the hours spent? What Kkinds of
interactions take place with others?

J. What are the toughest prodlems and decisions that aust be
made?

4. What skills (technical and interpersonal) are esprcially
useful or necessary? ‘

5. How spectalized (structured) is this field and whst sre the
various specialty areas?

6. What is the paysical work eavironaent like?

Prior Experience Heeded

7. What special education, trafning, or licenses are needed?
How are they obtained?
8. What type of previcus work experience would be helpful?

Cargor Considerations

9. What are the general salary and promotional opportunities?
10. What kind of career “mobility* is possidble -- f.e., moving
within the same field or fron one industry to another?
Geographic mobility?
11. How rapidly s the field expanding? Shrinking?
)

Adapted from Noore, C.6, he Carser Game, Nationa) Institute of
Career Planning, N95 York: %?76. pp. 182» 60.
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12. How secure is employment In the field?
13. Mhat are the fringe benefits?
14. What are the opportunities for women? Ninorities?

15. Mhat changes or aew tremds are occuring within the fiald?

Lifestyle Considerations

16. Mhat are the opportunities for travel? Wacations?

17. How flexible are the hours? Dress codes?

18, What effects are likely on fanily or other social
relationships?

19. How much pressure does the work involve?

Internship Opportunities

20. How can [ use the internship opportunities at LaGuardia to

answer nany of the above questions?

The In-Class Activity for this Session will be a discussfon of
these and other questions led by your Coop Prep instructor.

Now return to page 107 and answer the Guide Statements based on

your reading.
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IN-CLASS ACTIVITY FOR SESSION [

Please read through this a:sigameat as you wait for class to

start.

The purpose of the visit to the Center is to introduce the many
varied resources available to you for your career research. For
example, you will receive an orientation to the resources ia the
Center which will provide important career information (The
Occupational Outlook Handbook: The Dictionary of Occupationa)
Titles; The Catalyst Series; The Caraer fiiis; The Encyclopedia
of Careers; Lovejoy's College Guide; College Catalogs; etc.)
Also during the session there will be 2 demonstration of the
Career computer which can provide detailed print-outs on specific
colleges and specific occupations. The remainder of the session
will be set as{ée for the following career assiganent, If you do
not conmplete this assignment during class tine, you must make
érrasgements to return to the Center to finish defore the next
Coop Prep class, Session 7. Bring the assignment to Coop Prep,

Session 7.

Keep a copy of this assignment! You will be required to further
develop this assignment during your second seminar. (Reminder:
You will take a seainar class during cach internship., Seminar #2

deals with opportunities within your career.)

1, In the Guide Statements to this session, you were required
to write 5 gquestions which you need ansvered in order to

know about your career choice(s). Refer to those questions
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nAow. Using some of the carcer materials introduced during
the preseatation, find the answers to the qQuestions raised.

CAREER FIELD:
Question 71

Answer

Question #1

Answer

Question #2

Answver

Question #3

Aaswor »

Question #3

Ansver

Question #5

Answer

List your source(s)

s T T bt s

2. In Coop Prep Session 10, you will begin looking at your

future Vife/career options. One of your options might be to

11s




continve your educationa. Therefore, seloct 2ollesge
catalog of your choice. Find the aaswer to a question of
intarest to yow.

COLLEGE:

Wbat do yow waat to kmow adout this college?

Aeswer
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ASSIGUNENT DUE SCSSION

1. Yowr finstructor may require a career information assigamemt

dasel on today's sessiom of Coop Prap.

2., Read Sessiom 7, pages 120-127, and answer the Guide Statements
for Session 7, pages 118-119, dased oa your reading.

11?

o | ? lzl




The Guide Statemeats below will kelp you focws om the reading
which follows, Preview (the Gaide Statemeats sow, Whee you
conplete the readimg, amswer them cavefwlly. lirite conplete
seatences, s yowr gwa wirds, wherever possidble. Use stiasdard
Cnglish and proofread yowr amswers.,

1. Cxplais what is meant by persond) objectiwves for  an

iateraship.

2. Labe) the following siatenests as irwe (T) or false (F):

, 3. Your Coop Coordimator comsiders yowr personal

objectives Beforsd amd after youwr jetersship
experieace.

b. Only stmdeg{s who bave sol decided om 3 specific
caveer cam  Dbenmefit fron settiag personal
objectives.

c. Persomal objectives specify somethimg Ihat youw
want to acconmplish whils on your iatersship,

3. 1deatify the three major types of persomal objectivess

3.
b

€, S

=

sy

8§, Label e¢ach ofF the following personi) objectives as an
exanple oOF Carcer Cxploration/Confirnation, Application of

s
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Classroom Concepts, Interpersonal Skill Development, or

Technical Skill Development.

Personal Objective Type of Objective ‘{

a. I will relate m% knowledge of
accounting to the way a bank

kcefs records, by studying the

dafly balance sheet for tellers,

b. I will {ncrease my confidence
in speaking before a group, by
volunteering a comment at each
weekly staff meeting.

C. I will learn about the require-~
ments for becoming-a bilingual
elementary school teacher, by
writing to the Board of Educa-
tion for career information
and interviewing a bilingual
education teacher.

d. I will imprnve my accuracy
using a desk calculator, by
practicing on one at least
twice every week.
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SESSION 7: SETTING PERSONAL OBJECTIVES FOR YOUR INTERNSHIP

What Are Persona) Objsctives?

In our first session, you learned that the Coop program Iis
designed to provide students with the opportunity to:
- explore various carecr possibilities or confirm career
plans
= apply classroom learning to work situations

-- practice or strengthen interpersonal or worh-related

technical skills

These statements tell you in a generd) way what we hope students
will be able to accomplish through their internship experiences.
In other words, they are the goals or "objectives™ set for all
students by the Division of Cooperative Education. You also know
that each student plans an individual program of learning, with
the assistance of a Coop Advisor. It is through this individua)
planning that the Coop program becomes specific or personal to

you.

When we speak of personal objectives for your internship, we mean

any aim, purpose, or learning which you want to accomplish while

on your internship, They are thercfore short-term in nature,

rather than long range career or life plans. Personal objectives
can take many forms, as you will soon see. Learning more about
the work of a zoo keeper could be a personal learning objective.
So might applying marketing principles in a sales environment; or
improving skills such as oral communications or stenography.

Your personal objectives may be similar to or different from
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those of the student sitting next to you. The main pofnt s that
you must consider what you want to learn from your {nternship

experience(s).

These points apply equally to students who have “"decided™ upon
specific caroors, as well as to students who are "undocided” at
this time. They also hold true for working students uho.want to
use their present position as the basis for an internship (e.g.,
many Extended Day students). Each student must set objectives
which are related to his/her academic interests, career plans,

and personal skill development.

Why Are Personal Qbjectives Important?

Would you spend all your time, energy, and life itself preparing
for a voyage, the purpose and destination of which is unknown?
Obviously not! In Cooperative Education, you 1identify your
destination (objectives) to obtain the maximum benefits from your

Coop internship experience.

Internship 1learning obJjectives fulfill the basic philosophy of
Cooperative Education: that the workplace {s an extension of the
classroom by gfving students an opportunity to turn the “work"
experience into an educational one. You take responsibility for
fdentifying a specific learning objective and make a personal

commitment toward working at accomplishing that objective. The

amount of progress made toward achfeving the obfective is an

important factor in determining your internship grade,
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In planning for your internships, your Coop Coordinator does not
want to just "send you out” -- and hope things work out for the
best, He/she wants to know what you want to gain from the
experience. What you hope to learn. Accomplish, Achieve, In

other words, your personal objectives.

Personal objectives are important for three reasons., First,
because they focus on you, They make the 1{internship an
experience you pursue for specific ressons which relate to your
growth and development. Second, because they help you and your
advisor consider and discuss the suitability of various
fnternships., The clearer your personal objectives are, the
better you will be able to Judge if the position is “right for
you." Third, because it gives you and your coordinator a means
for evaluating your internship experience when it is over: Were
you able to achieve your personal objectives? If so, How? How

well?

Many employers and supervisors are {involved in management
objectives, management by’results. or evaluation by objectives;
they are happy to see College students evaluating their work
experience in this manner. Learning objectives contribute to
opening a dialogue between you and your supervisor and can serve
as a vehicle to gain greater recognition from an employer.
Preparing specific learning objectives also teaches an important

lesson: the value and purpose of a planned course of action.

However, without clear objectives, learning is haphazard and

random at best. If objectives are to be realized they must be
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verifiable, No one <can accomplish an ambiguous objective,
Students nced to know what their objectives are, what actions
contribute toward achieving those objectives and when they have

been accomplished.

Guidelines for Sqtting Personal Objectives

Here are some guidelines to keep in mind as you begin to think

about your personal) learning objectives for the internship,
Learning objectives are:

1. Written statements about what you want to accomplish on your

internship. Writing them down establishes a record and
makes them easier to review,

2. Expressed in terms of what you will do and how you will do

It. This s called 2 "performance statement.® For example:

"1 will bocome aware of the degrees needed to become a
psychologist, by interviewing a practicing psychologist
about the educational requirements in the field."

3. RAs specific as you can make them (rather than broad and
general). For example: "I will increase my typing speed
from 40 to 45 wpm.® (Rather than, "I will f{mprove my

clerical skills.')

The easfest way to make objectives specific is to write
statements using -quantitative terms: fnterview two accounting
managers; take a five minute timed typing test twice a amonth;
learn five new business words each week; cut out ten accounting

positions from Sunday New York Times section 9.
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Your Coop Advisor will go over your learning objectives with you
during the placement process, He/she will assist you in
clarifying them and in judging If your objectives are “realistic*
and "achievable,® For example, will the type of internship you
have in amind provide an opportunity for you to accomplish your
objective(s)? Your coordinator may also suggest new objectives
or specify ways for you to attain them, The extent to which you
achieve your objectives will be discussed during your Final

Evaluation Conference after the internship,

An Example of How 2 Porsona) Objective 1s Set

Read the following conversation between a student named Karen,

and rer Coop Advisor, as an example of how this process works:

ADVISOR: So Karen, what are your personal objectives for

your finternship?

XAREN: Well, I'm really interested in law.
ADVISOR: What specifically interests you about law?
KAREN: Everything, 1 guess. Especially the work that

lawyers do in the courtroom. Like how do they know

what to ask witnesses on trial?

ADVISOR: Are you talking about their preparation?
KAREN: Yes. That's fit.
ADVISOR: How could you learn more about courtroom

preparation while on your internship.
KAREN: 1 suppose I could do my internship in a law firn.

I would be able to see and ask one of the lawyers.
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ADYISOR: Yes. Butl what would you ohserve} Mhat questions
would you ask?

KAREN: The steps he or she takes to get ready for a trisl,

ADVISOR: 0.X. Could you put this personal objective into
your own words now,

KAREN: 1 will find out how a lauyer gets ready for 2
courtcase, by observing and asking questions of
three lawyers preparing for trials,

ADVISOR: That sounds fine to me,

Karen's personal objective would then be written down. You <¢an
note from the discussion that her objective expresses what she
will do, and how she will do it, It is specific, and seems

realistic for the type of internship she is discussing.

...-.-.......-'-....-’---D'.----....."."...-'-.-.-.-..-’....'D-

g Learning Objectives are statements that describe WHAT WILL
: BE DOME, HOM IT WILL BE DONE, HOW IT WILL BE EVALUATED at T
: the end of a perfod of tiwme using SPECIFIC AND QUANTIFIED :
: TERNS. ;

o
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Types of Personal Objectives

There s no limit to the different number of personal objectives
LaGuardia students oay set. They are as varied as the students
theaselves. However, from our experience in working with
thousands of students over the years, three types of objectives
seea to come yp agatn and again. You should be aware of these

three types of objectives, as one or more examples may apply to

you.
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L. Garger fiploration/Confirmation

Ihis Syee of oblagtive aims at iavesiigating a new gareer field
(exelecation), or determining {f the fisld which you have ghasen
s right for you (ggggl;gg&lggl. People and information from
your internship organization may be wused as resources, For

erample:

a. 1 will learn the requirements for becoming a Certified
Public Accountant (CPA) by interviening two accountants
of my {aternship organization about education, salary,
duttes,

b. 1 will determine whether the field of nursing is right
for ae, by observing and asking at least three nurses
how they cope with illness on a daily basis,

2.  Application of Classroom Concepts

This type of objective aims at relating your classroom learning
20 2 work sotting., For example:

4. 1 will apply my knowledge of psychology, by assisting a
specfal education teacher in planning her lessons and
develop and conduct a lesson plan of my own,

b. 1 will use my knowledge of dadvertising by assisting my
employer in planning an ad campaign,

In your first laternship Seafnar, you will also relate specific

acadenmic concepts to your finternship setting,

i30
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3. 3kil) Develgpment

Ihis type of objgelive aims 3t practicing ar sirengihening 2

w;

skill. These may be interpersonal skills or technical skills as

discussed in Session 3. For example:

lnterpersonal Skiils

8. 1 will practice my €nglish proaunciation skills, by
reading aloud at least one magazine or aeuspaper
article each weeok,

b, 1 will increase my assertiveness, by speaking uwp during
each veekly staff meeting | attend in my department,

Technical Skills

3. | will practice my Lyping by volunteering to take on at
least one typing assignment each week, when my filing
work s completed,

b. I will strengthen any bdusiness writing skills, by
writing one 1letter/memo/article each week and asking

for feedback from 3 senior co-worker.

In the In-Class Activities which follow, you will begin writing
your 1learning objectives for the first internship. You wil)
a1s0 discuss how to use the Internship Opportunities Catalog
(10C) in making your internship selections. Proview the material
for the In-Class Activities tut do not work on them at this time.

Now return to page 118, and answer the Guide Stateacnts based on

your reading,
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IN-CLASS ACTIVITICS FOR SL3510M ) NANL N

A, Uriting Personal Learniag Objectives

Begin to sharpen youe thiaking abeut learning objectives by
writing thea a3 pecformance statements -- expressing what you

will do 204 how you will do it. Urite at least three learning
objectives for your first internship,

'« Career Cxploration/Confirmation
N

by

BN G T A Ty

2. Appligation of Clagsroon Comcepts

I wild o _
(UEAT " you wiTT do)
(E38 you wilT do 1t)

3.  3xill Develapment
3. lnterpersomal
I wid)

by

(UHAT you w111 doJ
by

(HQU you w117 do 1¢)

I will

(¥HAT "you w111 do)
by

(H0E " you wiT1 do 1t)
Note: This part of the In-Class Activity will be collected as

part of the Homework assignment,
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aapie Learning Objectives LaGuardia Stydents

Have Ysed For Their internships:

A, APPLY/STUENGIHIN INTERPERSONAL SKILLS

i,
2.

To become more assertive and overcaome shyness,

To inprove my verbal connmunication skills
{either pronunciation, grammas or vocabulary).

To strengthen my adility to understand and
work effectively with children,

To improve my adility to converse informally with
My manager, supervisor or co-workers,

To improve my ability to work under pressure.
To practice taking the initiative.

To practice 9ood organizational skills on a
regular basis.

B. APPLY/STRENGTHEN TECHNICAL SKILLS

9.

l@s

1.

To inprove writing skills (business letter writing/
meno writing).

To improve typing or steno speed fron 10
V..M. o

To strengthen my ability to instruct children in
Irts and crafis.

To improve my telephone techniquet.

129 133



T O

€. CARLER EXPLORATION

12,

1.

14,

To explore the uses of compuler technology in
ny career field.

To learn new information (salary ranges, job
responsibilities, education, advancement
opportunities, skills reguired, etc.) aboul 3
specific careor field (finance, personnel,
systems analyst, comptrolier or teaching).

To 1earn al 1east 2 possibie career paths in
the field of .

0. APPLICATION OF CLASSROOM LEAIMING

15.

16,

17,

To agply and strengthen ay documentation/reading
skil $ as learned in accounting €aurse.

To learn the information-gathering steps involved
in writing a2 progran,

To Jearn how %0 prepare a J23ion dlan and conduct
a2 ¢class.,

To observe and analyze 3 concept (e.9.. leadership
styles or freedom) iIntroduced in the cliassroon.
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8. Aslectiag latescaship FPositieas Based oa Your Persamal
Objectiyes

Yeur instructer «il) provide yow with 3 cepy of the Iaternship
Oppoariuaivies Cataley (10C), Mefshe will explain hew 1o wse Qhis
book Lo your class.  Your assigament will e to select 3 Aumber
of interaship positions from the JOC kst you feel IFe
agpropriate for yowr first imteraship,

Mhat Yoy Shauld Comsider When Mating latermship Selections

A3 you know, your imteraship eiperiecmce is primarily imteaded as
a8 opportumily for learming, It is a0t a job in the everyday
sease of the word, Your choice of an interaship should be what
you waml to learm.  Asdlher way of sayimg this is that F 4154
sholce of aa imternship should be based an your learming
gbjectives,

If you imow what you wamt te acconplish, yow cam look at an
interaship opportumity and asi: *Mil} Lhis position emable me 1o

achieve my gar;ga;l‘slegrm abjectivas?” Your Coop Advisar
will as3ist you im amswerimg this questioen.

Realistically Spesbiss,,,

This session Mhas emphasized the importaace of yowr g¢o0als angd
choices im preparing for an iateraship, Me delieve that itmas
type of thimking and decisfom-makiag is essemtial 1o 9004 Career
plamning, In 28 ideal world, you would set personald objectives
35 outlined, and them b2 placed in a *"perfect” imteraship -- gme
which satisfies al) of your objectives., Nothing would please

1
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799F Coop Advisor mare, o7 make Mis/her Jab easler,

Bealistically spesking, 1there are 3 pumber af faclsrs whizh
stfect your geiting the imteraship you May waAl,  Sometimes the
Division of Coeperative (ducatiou dpes mal haye iaternship
positiomns im specialized fields svught by stedemts, Eramples
“99ld e airplare mechamics, fazniaa dJdesign, of cosmetoloyy,
Semetines tmere is SUIff competition far 3 limited wmsnber of
interaships which several studeats fimd desirable, For esample,
3 Dbuyer’s assistlant pasivion or da13 processimg intermsnipy  ag
IBM.  Sometimes am imteraship will savisfy eme, Byt mat adl of
your persemal objectives, requiring yow 1o weigh advamiages and
dissdvantages, 2ad 30 on,

These are “realities* of 1he Coop progranm, Knpwing Thenm showly
mot discourage you abowl imtermship opporiunities, Ia fagt, 2
large perceatage of LaGuardia stwdemls tell ws that their
interaships are amomg Lheir most rewarding experieaces at the

college,

Mgwewer, whema discussimg your imteraship preferences wmilh your
Coop Rdviser, Leep im mimd the Ffollowing suggestines;
== keow wRat your learmimg objectives are Bat de flexible
ian comsidering 2 munber of positions. If youw ¢ wmat
get  yowr “first choice,” remais opem (o eiher
possibilivies,
> Realize tmat as as imtera, your day-10=-22y wari
assigements are omly 3 part of the overald learainyg
esperience. MNany studeats will learn more from their
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work “environment® than from their specific tasks. A

routine clerical posfition can become exciting for the
intern who observes carefully and asks the right

questions.
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ASSIGNMENT DUE SESSION 8

1.

Complete the Internship Preference Form on the next pagz,

(This 1ist will serve as a guide to your Coop Coordinator

when you meet to plan for your internship placement,)

Attach your written set of learning objectives _page 128
thkc Internship Preference Form. This assiqnment will

g I8

collected in the next session of Coop Prep.

Read Sessfon 8, pages 138-145, and answer the Guide
Statements for Session 8, pages 136-137, based on your

reading,

Bring your copy of the Internship Opportunities Catalog with

you to the next session of Coop Prep.
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INTERNSHIP PREFERENCE FORM

Carefully read the descriptions in the Intert;shlp Opportunities Catalog,  Then select six positions which you

belleve will enable you to achleve one or more of your personal objectives, Different posTtions may enable you

W achleve different objectives. Howevar, aach of your selections should be related to at least one personal
- objective,

Explaln ow sition WITT Enable You To

Code Titleof | Company or Internship One Or More Of Your Personal Objectives. Be
Number | Position Organization | Coordinator Specific,

e

N
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GUIDE STATEMENTS FOR SESSION 8: PREPARING FOR AN  ENPLOYMENT
INTERVIEW

The Guide Statements below will help you focus on the reading
which follows. Preview the Guide Statements now. When you
complete the reading answer them carefully. Urite complete

sentences, in your own Words, wherever possible. Use standard

English and proofread your answers.

1. Explain the purpose of the interviewer and the 1{nterviewee

in an employment interview.

2. Identify and briefly describe the three main parts of an
employment interview.
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Label the

C.

following statements as True (T) or False (F).
Your handshake, dress, and tone of voice can make

a positive impression on the interviewer.

Uppermost  fn the {interviewer's mind is the
question: *"Why should I hire you?"
The most effective answers are general statements.

The interviewer is responsible for enabling you to
have a successful interview.

You can not vreally prepare for an fnterview

because each employer asks different questions.
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SESSION 8: PREPARING FOR AM ENPLOYMENT INTERVIEW

If you look back over the work you've completed you'll see that
you have {dentified a great deal of {nformation about yourself,
You've reviewed some of your life accomplishaents and identified
skills that you possess. You've explored your work needs
(values) and identified your personal objectives. You've
suamarized your personal history {n a resume. A1l this
information about yourself can now be pulled together to help you

prepare for your eaployment interview.

What 1s an Employment Interview?

I

There are several different types of interviews. Each type has a
general format or set of guidelines and specific purpose, You
may have seen one type on T.V. fn which a well known person like
Barbara Walters “faterviews® a celebrity like Burt Reynolds or
Richard Pryor. Basfcally, any type of fnterview consists of the

use of questions to find out information.

An employment fnterview is a face-to-face speaking situation in

which two (or more) people ask and answer gquestions with a

definite purpose in mind. The fnterviewer's purpose is to select
a2 capable person who can perform well §n a specific position.

The interviewer is asking the basic question: "Why should | hire

you?® The finterviewee's purpose s to communicate his/her worth

in such a way as to convince the eaployer that he/she §s the best
qualified person for that posftion. The interviewee is therefore

answering with: "This 5 why you should hire me.”
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Mhat Should You Expect?

An eaployment interview has a structure made up of three main

parts: (A) Introduction; (B) Body, which includes 2 review of

the candidate's background and a matching of the candidate with
the specific position and (C) Closing.

A. Introduction

The interviewer uses the introduction of the employment interview
to mentally record some initial impressions about you and also to
attempt to put you at ease. Rather than ask you questions about
your Qqualifications right away, the interviewer aight comment

about the weather, sports or any other neutral topic.

Nost of the communication being observed by the interviewer at
this time s non-verbal. tLet's examine six aspects of non-verbal
comnunication which, {f used effectively, will help you create a

posfitive first fmpression.
1. Time

Being on tise for the employment {nterview 1is

gggglgfelx vital, It is a positive non-verbal
communication™ which emphasizes your interest in the
position and your sense of responsibility. Arriving

10-15 minutes before the arpointed time will give you
the chance to relax and collect your thoughts.

.

2. Handshake

A handshake fs 3 typical business greeting for both men
and women. You can use this opportunity to physically
demonstrate a sSense of warmth and confidence., Practice
shaking hands and introducinz yourself to peonple. For
example, "Good morning Miss Kron (interviewer), my name
fs Henry Williams and 1 am here to apply for the



position of copy assistant.” Remenber to wake the
handshake firm but not Minfgl!

Dress and Appearance

The clothes that you choos2 to wear to an employment
iaterview tell a 1ot about you. Informal dress, such
43 jeans, sneakers, bare top dresses, etc., have no
pPlace in the formal, business-like setting of the
enployaent interview, Needliess to say, wrinkled or
dirty clothes, loud Jowelry, exotic hair styles, flashy
Aake-up, etc., tend to distract the interviewer from
what you are saving about your qualifications, Nost
interviewers suggest a business suit for a man and a
tailored ovtfit for a woman with appropriate ma2ke-up,
hair style and accessories,

Eye Contact

in the iueric37 Culture, direct eye contact (not
eyeball staring) is viewed as a positive coamunication
behavior, If you look at the interviewer when you
greet him/her, when you describe your qualifications or
ask 2 question, you are rire 3pt to communicate honesty
and confidence, [f you leave the interview remembering
|more about the fly on the wall than the interviewer's
face, you nay a0t have been u3ing eye contact
effectively. Practice.

Yone of Voice

A clear and audible voice will positively reinforce
everything you say about ourself. You may have never
heard yourself speak. This would be a good time for
you to listen to your voice. Practice ?rcctings and
answering several 1{interview questions with a friend.
Record your voice on a tape recorder if you have one.
Does your voice sound confident, enthustastic,
assertive? If not, keep practicing,

Facial Expressions and Body Posture

If a “look is worth a thousand words,” this is a very
good time to try to discover how you can use your face
and body to say something positive aboyt yourself,
Your body language should communicate that you are a
pleasant, relaxed and alert individual,
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The introduction section of the eaploynent interview takes only 3
minute or two of time but during that brief period you have the
opportunity to create a very positive inpression. Just remenmber
to use all the aspects of mon-verbal communication 2o make a good

fmpression from the moment you walk in,

B. Body of the Employment Interview

Once 3 sense of ease and general purpose has been estadlished in
the introduction, both you and the interviewer will want to move
on to findiang ovt information about the position and yourself,
This is the body of the employment interview. Your goal ia this
section is twofold: first, to answer the interviewer's questions
to the best of your ability; and second, to ask appropriate
questions and learn as much isformation as possible about the

position. The fiaterviewer's goal is to lesarn as much information

s possible atout you, your skills and parzonal objectives, in
order to decide whether to offer you the position or not. Both
of you will accomplish your goals of information gathering

through the use of interview questions.

The interviewer will use questions to review your background and
sort out the facts and impressions received during the
introduction. Nost likely, he/she will want to cover such topics
45  your  education, previous employment and experience,
interpersona) and technica) skills, accomplishaents, and sense of
career direction and objectives. Mhether the interviewer asks
directly or not, the nain questions in his/her mind during the
interview is: Mhy shoyld 1 hire you? In other words, the
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interviewer basically wants to keow: Why are you here? Ukat

kind of a persoa ere you? and, Mhat can you €0 for me?

Your answers should be honest, dstailed, factwal, amd spoken in
orr English. Remember, directiy or indirectly you want to
comnumicate: This Is why ['m bere (wour objectives); This is the
kind of person I an (your accomp)ishnments, nceds/values); and,

This  is what | can do for you (your interpersoral and technical

skills). That 13 why you should hire me!

Ue will say more abdout handling this question-and-answer process

skillfully in the ninth session of Coop Prep.

C. Closing

The interviewer will initiate the comclusion of the interview.
You shiuld be ready to recognize the sigmals, The inmterviewer
might show mon-verbdal cues such as gathering together papers or
Pushing the chair awady from the desk. The interviewer might just
45k you if you have any gquestions before leaving, This would be
3 9008 opportunity for you to sum up yeur interast in the
position and briefly restate your strong points, You should
thank the interviewer for his/her tine, clarify your
understanding of what to expect next, shaka hands and (with eye

contact) Say goodbye.

Many experts recommend 3 follow-up thank you 1letter to the
interviewer., This 1letter can also serve as a reminder of your

Qualifications for the position,
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Who Is Respomsible for a Seccessful Jatervigu?

Quite simply, you are responsidle for the success of your
interview. Even though we have attempted to preseat son2 geeera)
guidelines for am employmest interview, you cam never ba
absolwtely swure abowt what to expect. Each interyiewer mas their
owa style. Some will ask you miny direct questions; others will
ask  very broad questions. Sone may seem rushed and pressured;
others will bde quite relaxed. No twd finterviewers will b
exactly alike.

You cat make yoyr imterview guccessful By being prepared.
How Can You Prepare for aa Employnent Intervisu?
The best preparation for the employment imterview includes:

l. snouing THE POSITION - its specific duties and requirenents,

2. RNOWING THE QRGANIZATION - even 2 Few basic facts abowt the
employer"s products, services, programs, or problems, This
type of information can oftenr be obtained im Vidraries or
from the Personnel Department or Public Relations office of
the organization itself.

3.  KNQUING  YOURSELF - your own accomplishnents, skills,
needs/values and objectives as they relate to the positioa
and organization, A top-notch resyne is a1s0 a must,

§.  ANTICIPATE TYYPICAL [NTERVIEYW QUESTIONS - you can develop
comfortable responses o questions which interviowers
frequently ask.

5. HAYVING SONE QUESTIONS IN NIND - which you <am ask during the
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Course of the interview,
8y taking these five “preparation steps.™ yow cam approach the
interview feelimg positive and “r2ady.”

The 1a=-Class Actiwity which follows will nelp you prepare for the
upconing Simulated Imterwiew. vou will select amy amalyze ome
position im terms of (ke five steps adowve. vou and  youwr
classmates wil} pragtice yowr Interviewing skills 1a ghe ainth
session of Coop Prap,. Praview the materials for the Ie-Class
Activity but do 893 work oa them at this time.

aemiaigg

T 2 W 3

Bring your Copy of the Intermship Opportunities Catalog with you
to tha mext session of Coop Prep,

¥ow returm to Page 136, amd amswer the Cuide Statements Based on
your readiag,
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IN-CLASS ACTIWITY £OR $CSS1ON 3
Sslecting 20¢ Anglyziag 3 Posision

Begin  your prepavation by selectimg 2 positien in the Interaship
Opportumities Catalog which you would like to “apply for* im your
Simplated Imterview. This should be one of the selections you
mide on the Imtzraship Preference Form, assigmed for teday. if
you are enmployed, and mope 1o wse youwr present position as the
basis for am isteraship, do the activity anyway, It"s  good

practice for th2 fulure,

Follow the 2iractions aad write your TeIponses on the Inmgarview

Rrogaration fLxercise, pages 146-148. Your imstructor wild
provide Turthar Assistance, as masdaed.
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Your Name

Code Number — ~ Internship Yitre

Name of Employer ________ e e e e e e e

1. KNOWING THE POSITION

Read the position description carefully and 1ist any duties or

regquirements which you find. Look for any information about what
the employer wants you to do or expects of you. The descriptions
fn the 10C do vary in terms of detai) provided, so read

carefully,

Duties or Requirements

2. KNOWING THE ORGANIZAITON

Again, read the position description and list any {information

about the employer, such as type of organization, size, product,

or services, Add to this any background information which you
already possess. You might want to do some further research

before the actual interview,

Information About the Employer
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Throughout Coop Prep, we have emphasized the importance of
knowing your accomplishments, skills, nesds/values and objectives
in career planning, During the interview, each of these topics
must be communicated effectively, Reflect back on your Life
Accomplishment narratives, Personal Skills Inventory, and Vist of

Personal Objectives. Then, answer the questions below:

(a) How can your skill (technical or fnterpersonal) be used fn

this position?

- o w— - ST -t

(b) How can yeur personal objectives be met through this

position?

R o W A

4. ANTICIPATING TYPICAL INTERVIEW QUESTIONS

The {nterviewer will probably ask several questions. But from
your reading, you know what underlying question 1{n the

interviewer's mind is: Why should I hire you? Even though this
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question may not be asked directly, Heite a2 two to four sentence
£23ponse that you are comfortable with. nRelate your answer to

the specific position and organization you've selected.

HWhy should | hire you?

5 RAVING $0REGUESTIONS~IN“RIAD -

Asking questions during the interview shows the interviewer that
you are f{interested in the position. Your motivation may be
Judged by the kind of questions you ask, In addition, your
questions can obtain information needed to help you decide if
the position is right for you. Based on the position you have

selected, write at least two questions which you have in mind.

Question:

Question:

Question:

Question:

The Assignment which follows builds upon the preparation

which you have started in class.
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ASSLGHNENT DUE SESSION 9

Note: This assignment should be completed bafore your Simulated
Interview or the next session of Coap Prep, whichever comes

firse,

1. Review your responses on the loterview Preparation Exercise

done in class, and make any changes or additions as negded,

2, Read the 1ist of Thirty Questions Which Interviewers

Erequently Ask, page 150-151,  For the next session of Coop
Prep. select any five of these questions and write out your
answers on the Questions and Answers Practice Sheet, pages
153-154,

3. Read Session 9, pages 156 -166, and answer the Guide
Statements for Session 9, pages 154-155, based on your

reading.

4. Bring a copy of your resume and the Internship Opportunities

Catalog to the next session of Coop Prep.
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Why are you

l.
2.
I,
4.
5.
6.

u
7.
8.
9.

10.
11,
12,
13,

hat kind

THIRTY QUESTIONS wunpch INTERVIEMERS FREQUENTLY ASK
Basic Quastion: Why shayld | hire you?
here?

Why are you interested in this position?

What are your short and long term career goals? (objectives?)
Why does this career field intercit you?

What do you think our company can offer you?

What other areas are you interested in?

Why do you feel you’ll be successful jn this pasition?

nd of 3 person are you?

Tell me about yourself.

What do you see yourself doing five (ten) years from now?
What does success mean to you?

What are your greatest streagths? weaknesses?

Why did you select a Coop College?

What are your hobbies?

What was your most satisfying (challenging) achievements?

Uhat can you do for me?

14,
15.
16.

17.
18.
19,
20,

What is your major?
Why did you select it?

What this

courses have you taken that will be helpful in

position?

What course did you enjoy the most? least? Khy?
What is your grade point average at college?

Do you have any skills which will be usefyl in this position?

What were (are) your dutfes fn your last (current) position?
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21,
22,
2},
24,
25,
26,
27,
28,
29.

30,

How does that experience apply to this position?

What did youv enjoy most/least about your last position?
Why did you leave your last position?

Do you work well with others?

Can you work without supervision?

What is your opinion of your present boss and co-workers?
How well do you commynicate with others?

How dependable are you?

Are you responsible?

What kind of salary are you looking for?
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QUERTION & ANSUER PRACTICE SHELY

Select any five questions from Thirty Questions Which
o

Intervieuers Frequently Ask and weite ou

-

“

-3

<

'ﬁ

-

>
17,3

four sentences.

Interviower’s Question:

- T TR R WA TR B IT U S oot S ey e s sup e

Your Answer:

e 3 3 2 T

TRUETT W W PR ST T T 2o £ oo IO B S S - -y ™ v = e Yo e AT B W T X TP
TRTRME DY BE I AR vy T o > T 2k S o W T T T S BT 200 2 B
e . TR T T 1Y W W o - - e

R g ] m-'-*‘”ﬂ\’-"”“',"‘

Interviewer's Question:

Your Answer: —
Interviewer’s Question:
Your Answer: -
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Interviewer's Question: 2 e e

‘Dmnnu-«naaszmnmnnna T T B W 3

Your Answer: e oo —

ST M W o v S S SR T ey P g TR W VT S - T e

Interviewer's Question: _ I o

Remdendt 2 BC 2 2 RO DRIR o

Your Answer:
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SGUIDE STATENCNYS FOR SL35i0M 9, RACTICING YOUR INTCRyICw 3xju1s

The Guide Statements below wil} help you focus en the reading
which follows, Preview the Guide Statements now, When ¥you
complete ths teading, answer Uhen carefully., Write complete
sentences., in yoyr ovh words, wherever possible. Use standard
English and proofread jour answers,

. Ide=tify and briefly tescribe Lhe three main types of
interview questions,

d.

TR » e 87 = TR 20 T2 T M e WY T T e = T TRAR -

IS, e S -

b,

T B S D T U TN D T 2 o8

TH I o -

2, Label the foliowing as tlosed, fact, or opinion questions.
3. Who was your immediate supervisor?
b. ¥hat do yos think about women a5 Aanagers?
€. Are you willing to work overtime during our busy
pericds?

3. Label the ‘ollowing Statements as True (T) or False (F).
———d The Lost way to conaunicate value and worth is to keep

telling the interviewer how good you are.

154
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mmme=n=Pr DOR'L  BOPE  Lhe interviewer with detail. keep your
ansuers broad,

=mmmaem® e [MPlOyment applications are only a formality., Complete
them quickly and concentleale on mare impartant things,

4, Cxplain the basic differences betweea F *simulated”

interview and 3 "real” futerview,

TR I e o SR 230330, D W o R 20 2L

TR A I 222 Baek b TR T AT T I TR I DT WA e ey e
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it 4

265310 91 PRACTICING ¥OUR | ¥ AEILLY

Im Lhe dast session, the waluye of weing prepired for an

t

¥ 4
-t

L]

enployment interview was emphisized, Me pointed out thal every
aspert 8t your sresentalisn == from (%e Ialrsducisry hamdihale s
the closing goodbye == has an impact on the interview, Perhaps
the single most importang kil learned by  successfy)
intervievees is haw 1o answer guestions effectively, Im this
sestion, we will take a closer 100k a2l Lhe “question-andsanswar”
process. Sowe of you will recogaize familiar oral conmgnicitions

strategies,
Ihe Three Main Types of fnaterview Qyesiions

Inlerview questions cam be classified a3 closed, fact, or apimion
questions, Knowledge of the three main types will welp you 1o
both predict the questions k3t w»ill be asked and preopare
appropriate responses. Let's look at the purpose of each type of

question and some exanples of each,

1. Closed Questien

This type of quesition generally narrows 1he response 10 a3 one
“ord or yes/np answer, Often, a more elaborate reosponse will

actually work in your favor,

Examples: Do youw find i1 casy Lo get 3loag with others?
Have you ever worked as a secretary before?

0o you prefer a2 day or evening snift?
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2, fag

tjom

Question

This type af questina is dsed 19 abtlaia specific, detaided

infarmatian,

Cramples: iUhat wers youe duties 4y yaur 131 jou?
How did  you help te rearganize the mail  distrinytisa
Sysiem?
Whigk offroe machipes Bive ;o4 operited)

3,

P@

108 Questign

pi

&tﬁ

This type of guestion 3)lous for 2 wige variety of answers and is
vsed 19 sample the interviewee's opiniens, idess, provlem-solving

Abilities and speakimg skills,

Exampleos: what 4 you se2 yowrseld daing 10 yoaes from niam )
What would youw do if 3a ANGry cusigmer demanded
refund on 3 final s3le j1em?
Mow 4o  you sece yoursel§ Fitting iats  oyr depariment

(organization)?

Iho Most [ffoctive Ansuers

Now that jow canm anticipate some types of commomly asked
Quastions, you are, eo doubt, imterested in krowing the typs of
answers that will nelp you get the position., There are many ways
to answer a2 question, and therefore, ny ome right answer, Ire
22t gffgctive amsuees are chargcterfzed i3 Bdeiag homest,
liliilﬁg; gbngahtfgll éi&..l&ﬂ ang $pecifie, and are spoken in
gomplete semtences ia gorract faglish.  They commumicate facts
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B0yl Lhe  interviewee's yalue and warth 19 ime Iaterviewer,

Let’s esamine seme L)pica) gquestigns  LERETITTY

Read each guestion ind esamples of amswers, Decide far yourself
whick  saSwer MoSE  effectlively commynicates Faixs  3bayl the
Interviewee's value and worlh Lo the interviover,
Iaterviewer; 0a yay have amy work esperience? { Tloseq
ayestign)
Intervigwee: a., TYeos.

b. VYes, i once worked for 3 depirimest
$torfe,

€y Yos, Rast  summer | warked a5 2
Rasmier 38 May's department siore, My
dulies imgluged fillimg our sales
slips, czaleylatimg receipis, makimg
correct chamge, 3aed talinmg inwveatory,
Answer *e¥ i35 very detailed amd specific, The imlerviewee went
b2yond 3 yes/mo Inswer and provided factwal infarmition which
demoastrated his/her potemtial ¥3ly2 1o the iaterviewer,

Interviever: Muat ﬁ{pes of courses have yoy beenm taking
in college? (Fact qu@ﬁ&i@ﬂ{

Interviewse: . GOh, lois of diffirent courses,

P. 1'we  beem taking Busimess Cyyrses,
mosthy,

o I'm a2 Busimess major amd 1've aken
Introduction to Busimess, Primciples
of  Managemeat, amd Uriting for
Busimess,
Al three aaswers respond to the auestiom, Byil, amswer tg*
directs the imterviewer's #ttemlion Lo the courses amd skills

that might qualify the camdidate for the positign, s is
$pacific and factual.
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intervicwer: Wby 3re yoy Pl yimg for  1RIs  pasatign?
(Opiniea question)

Interviemes: a, |1t §6wAded interesting,

b. The howrs fit ix  wign Fy  schasi
Schedule,

€. 1 am 2 Jdovrastlism Major  amd  tmis
pOs¥Lion wil) allgw me 19 wse wmy
progfreading and odisimg siills,
Becoming skillfyl gt enployment Tnlefyiewtng reguifes BYepIfratige
Praglice, The steps ovwtlieed 1a Session 8 amd 9 wil) facws )
"h Lhe righl difectiom, Byt o8ly Througn 2ciyal 2xperience will
y3% 331Im confidence a4 improve your imteryiewimg siyle, Tmat is
why the (oop Prep course iaclwdes a Simulated Jmterview,

Ihe Sinylated 1a erview
e ﬂrmmgrmg;ar miﬁ‘ﬂﬁ!m

As  yow  recall  fram your readimg 1n Session 1, the Simylates
laterview s 3 requires parL of (o0 Prep, 1t may  twa nasic
purpases. Namely: 1o enadle ysu 29 practice Four interviesing
skills and, 1o provide ¥ou with feedvack omn  your interviewing

Sirengihs and weaknesses,

The Simulated faterwiew iz moL ke “real™ imlerview for your
eveminval Coap imteraskip, Iy is like 3 *waem-wp* for that
experience, Howewer, mast stsdemis fimd the process eof
comzleting ae employnent application, Subnittling 2 resgme, and
dnswerimg am imterviewer’s Questions quite “tryesto=1ifo »
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Simulated Interview Instructions

Use

this 1list as a guide for successfully completing your

Simulated Interview.

Before the Interview

1.

10.

Make an appointment for your Simulated Interview in

Coop Prep or tkrough your Coop Coordinator.

Select an internship, from the Internship Opportunities
Catalogue, for which you want to be interviewed. Bring a
copy of the description of that position with you to the
Interview.

Complete the (nterview Preparation Exercise and the Questfon
and Answer Practice Sheet assigned in Coop Prep. Do not
take them to the Simulated Interview.

Bring a copy of your resume in typewritten, final form.
Secretarial Science students may be required to bring a 5
minute typing test.

Dress appropriately for an interview.

Arrive 10-15 minutes early for your appointm:nt. Interviews

will be conducted in the Main Building, second floor or in
the Coop employer's office

Fill out the Application for Employment while you are
waiting to be interviewed.

Listen carefully to the interviewer. Use all of the
interviewing skills (non-verbal. preparation, oral
communications ) taught in Coop Prep.

At the conclusion of the interview, ask the interviewer for
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feedback on your performance.

After the Interview

11. Raise any questions at the next session of Coop Prep or when

you meet with your instructor personally.

A Yord About the Employment Application

You will note that an employment applicatian is to be fillgd out
prior to the Simulated Interview (step 8). As you would expect,
there are many different versions of this type of form. However,
the i{information requested tends to be sipilar to that of your
resume: personal data, educational and employment history,
skills., interests, and references. In general, there are three
qualities that an interviewer 1looks for {in an employment

application: neatness, completeness, and accuracy. Like the

resume, the application is viewed as a sample of your work, and

influences the reader accordingly.

Preview the Application for Employment which follows, but do not
fill it in at this time. Be certain that you will be able to
provide all of the information req:. . .d prior to your Simulated

Interview.
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APPLICATION FOR EMPLOYMENT

S
S

L

THE LAW PROHIBITS DISCRIMINATION BECAUSE OF AGE, SEX, RELIGION, RACE, coLom,
AND NATIONAL ORIGIN AND REQUIRES AFFIRMATIVE ACTION IN THE HIRING OF THE

HANDICAPPED AND VETERANS.

Please Print

~  NAME (LAST) (FIRST) (MIDDLE INITIAL)

ADDRESS  (STREET) (CcITY) (STATE) (ZIP CODE) (TELEPONE NUMBER)

YOUR JOB REQUIREMENTS

—

Type of Work Desired

WORK LOCATION DESIRED SALARY DESIRED $ PER -
Whea Could You Be Availasble To Begin Work?

CHECK.APPROPRIATE BOX _ COOPERATIVE
FOR TYPE OF EMPLOYMENT REGULAR | | PAST-TDME| | TEMPORARY| | SWRER| | ppiearron

 mmmmmeeem

PLEASE LIST YOUR JOB HISTORY FOR THE PAST TEN YEARS (OR LAST FIVE EMPLOYERS).
START WITH YOUR PRESENT STATUS AND NOTE ANY PERIODS IN WRICH YOU WERE NOT
EMPLOYED. INCLUDE U.S. MILITARY SERVICE (SHOW RANK/RATE AT DISCHARGE BUT NOT
TYPE OF DISCHARGE), SUMMER/PART~-TIME JOBS AND COOPERATIVE EDUCATION ASSIGNMENTS.

m—————-w
POSITION TITLE & REASON FOR

COMPANY NAME & DATES EMPLOYED
ADDRESS " (MONTH =1YEAR) DESCRIPTION OF DUTIES LEAVING
ane Froa:
Address To:
Name Fron:
Address To:
Nane Frow:
Address To:
Name From:
Address To:
Name From:
Address To: ( '
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“ m o
or
SCROOL

" NAND & ADORESS
or
SCHOOL

TI0N AND TRATNING

Fron == To

"ﬂ, e,

KolYe,

Yos

Ho

DATES ATTENDED  GRADUATED  TYBE OF DIGRIL,
DIV, R Crade
CIRIN ;

Bigh Sthool
(Last Attended)

All Vocational
Schools, Techni-
cal Institutes,
b Junlor Colleges

All Colleges
or

Univeraities

Other Training
Including
Hildtary Schools
b Yquivalency
Diplonas

C STATDING

Average ot

*
pravas |
PR I

)

o

EHIC ACHIEV

AND ACTIVITIESS

Please st acadeaic honors, scholerahips, or fellovships, nesberships In acadsnic ho'nomy socleties, or
participation in or offices held in extracurricular activities you consider significant, (You may exclude

{nformation tndlcn;lve of age, sex, race, veliglon, color, national origln, and handlcap.)
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18 or under (indicate 3ge ) 70 or over

Yeas Mo If No, indicata Typs of Visa
and Alian Ragiacration No.

U.S5. CITI?EN

If Yes, indicace Date of
Separation

B SECURLTY DATA SHEET It

ave you bean convictad of & crime vithin the Tes No
+ last £ive years? . .

Yf Yes. pleass briefly describe the circumstances
" of your conviction indicacing the dace, nacurs,
md place of che offense and disposiction of che
case. Your ansver 13 looked upon as only ooe of
the factors considered in the ezployment decision
"30d 13 evaluated in terns of the oature, severity,
nd date of the offansa.

0 BOT include arraats vithout coenvicticas, convie-
' tions adjudged "youthful offender™, or convictions

for drunkenness, sizple assault, speeding, ainor
traffic violations or disturbance of che peace.

ﬁ Signature of Applicant Date

. PLEASE READ THE FOLLOWING STATEMENTS CAREFULLY; THEY CONSTITUTE THE COXDITIONS UNDER
. WHICH YOU MICHT BE RMPLOYED.

ffjj 1. The information thac I have provided on this applicaction is accurate to the best of
oy knovledge and subject to validacion.

2. I asthorize the persons, schools, current employer (if approved by se in tha Eoploy-
R ment Experience section) and ocher organizacions or eaployers nased in this applica-
tion to provide any relevan” information thest may be required to srrive at an eaploy~
aent decision.

©3, I underscand and agree that:

(a) Any materfal afscepresentacion or deliberate oaission of a fact in ay application
nay be jusctification for vefusal of, or if employed, termination from employment.

(b) A medical examination and signed release statements, as stipulatad by the company
ars vaquirad. (Results will ba held in confidence by the Nedical Departmant
except vhera relesse of such informacion is required by law. Also, vhen certain
nedical rvestriccions relate 0 an individual's ability to perform a job or saries
of jobs, those restrictions vill be communicated to Personnel or Hanagement.)




During the In-Class Activities your instructor will review some

of the answers to the Thirty Questions uUhich Interviewers

Frequently Ask, Then you will have the opportunity to observe 2

classroonm interviaw, and evaluate the efrectiveness of the

Interviewee's responses. Preview the @aterial for the [n-Class

Activities but do not work on them at this time.

Now return to page 154 and answer the Guide Statements based on

your reading,

IN-CLASS ACTIVITIES FOR SESSION 5

A.  Question & Answer Practice Sheet

Your instructor will call upon students to share their ansvers to
some of the Thirty Questions Which Interviewers Frequently Ask,

Turn back to pages .

8. Observing an Employment Interview

A student and the instrhctor will role play an employment
interview, The student will select a position from the 10C and
present his/her resume. Your instructor wil] fnterview the

student for the position.

A1l class members sﬁbuld carefully observe every aspact of the

interview. Pay close attention to non-verbal communication ag




well as the question-and-answer process. Use the Interview

Evaluation on the following page to record your observations.
After the interview, discussion and constructive feedback wil) be

encouraged.

Overall Impression (check one)

I would hire hin/her based on this interview

£ T )

1 would have to think about him/her soue more

mmmw 1 WOUld not hire him/her for this position

Interviewee's strong points:

Suggestions for improving {interviewse's performance:
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INTERVIEW EVALUATION

Effec-] Needs
Things To Look For tive | work Suggestions
Use of Non-Verbal Communication

Handshake [entrance and exit)

Oress € appearance

Eye contact

Tone of voice

F ..al expressions and body posture

Evidente of Preparation for Intlerview

Showed knowledge of position

Showed knowledge of organization

Showed knowledge of self [skills, objac-
tives, etc.] in relation 1o position

Anticipated interviewer's questions
{with comfortable responses)

Asked qusastions of his/her oan

Oral Communication Skills d
Responses were:

Stated positively
Thoughtful

Detailed /specific /{actual

Spoken in correct English

Communicating his/her value {worth]
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ASSIGNMENT DUE SESSION 310

l.

2.

Complete your Simulated Inmterview. After you have finishad,
think about your esperience cond the feedback fromn the
interviewer. Thea, write your amswers to the Questions

below:

3. Uhat did you learn about employment interviewing or

about yourself as a result of this experience?

b. What if anything, would you say or do differently on

your neat interview?

Be prepared to discuss your answers in the next session of

Coop Prep.

Read Session 10, Pa92s 170-177, and answer the Guide

Statements for Session 10, page ic9 , based on your reading,
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GUIDE STATENENTS FOR SESSION 10: LOOKING AHEAD

The Guide Statemeats below will help yov ¥ocus on the reading
which folloms. Preview the Guide Statements now,  Whem yoy

complete the reading answer them carafully, Write complete

sentences, in your own words, wherever possidle. Use standard

English and proofread your answars,

Explain the purpose of meeting individually with your

coordinator after Coop Prep.

2. Briefly describe the tey features of tha placement process.

S i

3. 00 you agree or disagree with zthe folloming statement:
“Prohlem situations are very unlikely in Coop. If they
Occur, a good coordinator can solve them for the student.”

Explain your answer,
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SESSION 18; LOOKING AHEAD

Ty

Coop Prep is abdout %o emd. A great deal of work Ris  beem
expected of you, amd owr time has been short. If we'we baeoa
successful, youw reallize that cooperatiwe education represeats 3
MEw way of looking at work, Because we emphasize edycationsl
¥alue, aay work setting cam be turned into an opportunity for
learning as lomg a5 you are able to observe, ask guestionms, and
ihink about ihe mpaning of what is g0ing on around you,

Hopedully, you mnow feel #repared o move on to  your Tirsy

internship,

fonpleting the Coop Prep Course

As  you Amow, 2al) required 333igaments must be submitted for |

3ugcessful cemplerion af €oop Prep, To review, the reQuired
assignments for 1his courie hive Been:

I.  The Guide Statemeats for Session 1 Understanding
Cooperative Cducation pages 17.19,

2. Three Life Accomplishment Narratives pages 35.-41 and  the
1ist of your Strongest Skills page 57,

3. A typewritten copy of your resume which meets the standards
ef your Caop Prep instructor.

4. An  Internship Preference Form vage 13% with your Learning
Objectives for the first interaship Page |28 attached.
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5. Amy additiomal assigement: required By yowr Loop Prep

instructor.

If yow hase mot manded ia 21l of 1he abowe assigamemts, Wt is

your respoasidility to do so, at this time,

Uhat Mappens Hext?

Uner youw are certified, tme imstrucior whd tawghl yowr zlass wild
officially bacome ypur CLoop Advisor. Yay shawld maks ia
2ppaintment 1o moet miih yaur Coop Adwisor within 2 wesk (0 Yee
days afger the lasg ze3sign of Logp Prep.  That is the time o
continue your preparatiom and plaening for the first inter~ship,
If you delay this meeting, youw may reduce or slimimate your

chamces for pursuing an appropriate interaship positions,

Your Coop Adviser wantls Lo become Better acquaimted with youw 4as
am individwal, Im your weeling, me/swe will give yow fezdback on
your performance Im Coop WPrep, <.9.,. the reswlts of yowr
Sinmulated {oterview. Your (tramscript wil) bBe reviewed for
Courses takem, credits carasd, and grade poimt Iverage. A "time
frame” wil) estadblish which quarters to plam  for  yowur
internships,

If the plam calls for A0 intersship nexl quarter, the plicement process
begins, Your werk background asd persoeal objectives will be
discussed as they relate to your imternship selectionms, Your
Coordimator will want you o clarify your oSjectives and write
them as part of 2 "“learming coatract™ for youwr iateraship. TYhis

IS espeeially trae for studemts y5inRg their owa pasitien 25 the
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basis for am amtermship. Permission lo register foe Coop will be
gramted, Them, 3 referral will be made for 2 positiom which is
both availadble amd appropriate. This could involwe an
appaintmemt wilth amother coardimator or a direct imterview with
the eomployer. If 281 goes well, jyow will dHe offersd the
pasition, Before nhe end of the quarter, yow will alse discwss
the objective, of the Interaship Seminar and mow yow will e
graded for your imternship with yowr advisser, Ine placememg
process s described in more detaidl im tme Guide 1o (paperative

[ducation 2t Ladwardia pages .

S¥: Mhat Arz Some of the fradlems Thay fam

AR N R

It Soumds JIeg La

A &
e I 20 ax;

frise?

e mawe presemied the placemeal Process in ideal fterms == Naw it
MOPRS whem 21N goes smeatmly, Bol from our ciperience, we kmow
that seme commom problems are Passibie Aldng  the way. For

examples

i. The positisafs) you'we selected may bo vmavailable baciuwse:
3. another student has beem referred or has filled it
b. the orgamization no lomger participates in the Csap
program.
€. the enployer wamts somepse wilh 2 backgrowmd or skills
§o49 4o Adt possess.
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2, The duties and requirements for a posi*ion may have changed

since it was written up for the [0C,

3. An employer may "take his time" in letting the school know
it a position wil) be avatlable, or if a student will be
hired.

4, More students may be "going out™ than the supply of existing

internships in a particular area.

5. You might not be offered a position for which you have

interviewed.

These examples are “realities" of the LaGuardia Coop program and
the world of work. In your case, any of the particular
situations may or may not occur. 1If they don't ~-- fine. [If they

Jo, you will have to draw upon your problem-solving skills and

reconsider the situation. 0f course, your coordinator can offer
advice and assistance 1in many instances, but mucn of the
responsibility for decision-making and problem-solving situations

rests with you.

This s equally true once you have started an 1{internship. In
fact, many enmployers consider the ability to "handle the rough
spots™ a good 1nd1cption of a person's career growth and

maturity.

The 1In-Class Activity which follows presents three problem-
solving situations which could occur while on an internship. In
each case, any number of responses is possible for the student

involved. Your f{instructor will 1lead a discussion of these
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sfituations, focusing on effective ways of altng  wiep

Preview the msterials for the 1n-Class Activity hyy not

on them «t this %ime,

Now return tv paqe 1/0 and answer the Guide Statements

your reading,
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IN:CLASS ACIIVIIY FOR SESSION 10

In each of the situations below, 4 student faces a problen (or a
difficult decision) while on an internship, Read  gach
description carefully. Be prepared to analyze the situation and
recommend an effective course of action for each student. Your

instructor will guide the class discussion.

1. Nancy ~- Hot Happy at Al)

Nancy 1is a business major working as a personnel sssistant for a
busy non-profit organization. She accepted the internship hoping
to gain exposure to all aspects of a personnel department.
Ouring the interview, her supervisor stated that she would “try
to do everything possible” to give Nancy finteresting assignments.
But the basic position -- tyring, filing and answering the phones
-- "must come first."” After five weeks, Nancy feels very
frustrated. Most of her time is spent typing, on an old machine
at that, Her supervisor has not said a word about any new or
interesting work. Nancy -finds her interest dropping and her

disappointment steadily rising.
What should she do?

2. Arthur - A Better uffer Comes Along

Arthur {s an accounting major. He §s now in the fourth week of
his first internship as a bank teller for 2 small savings bank.
While not directly in an accounting department, he can observe
how soﬁe basic accounting concepts apply to his work, Thus far,

he finds his duties interesting, even if a bit routine.
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One night he gets a call from his cousin, Roland. Roland tells
Afthur about an immediate opening in the Accounting Department
where he works, The position pays a higher salary and involves
working directly with staff accountants. Roland has spoken to
the accounting supervisor who s eager to aeet Arthur =-

tomorrow, if possible.
Hhat should Arthur do?
3. Maria -- Handlfing a Family Crisis

Harfa s a Bilfngual Education Assistant working with a third
grade class in the Bronx. Under the guidance of a professional
teacher, she provides fndividual and small oroup instruction to
her students. She truly enjoys her fnternship and cares deeply
for the children she fs assisting, This is her last quarter at
LaGuardia, She's been offered a paraprofessional position on the

school's staff upon graduatfon.

Unexpectedly, a family criéis develops. Marfa's grandmother in
Puerto Rico has a heart attack. Doctors advise that she be under
close family care for the next few weeks. Maria's parents, who
are both working, decide that Maria Should fmmediately go to
Puerto Rico to 1look after her grandmother. She loves her

grandmother, but the timing couldn't be worse.

What can Maria do?




A Eina) Thought

Some  students might look back on foop Prep and wonder If it Wat
3ll  worth it, "For Ao credits, why go to all this trouble?®
they ask. "Raving & good internship s just a matter of luck.

1'1) take my chances once !'m out there."

Our response to these students is simple, It was stated best by
the famous French sciéntist. Louis Pasteur: “Chance favors the

prepared aind,"

FINAL ASSIGNMENTY

You must make an appointment to meet with your instructor within

3 week to ten days after the last session of Coop Prep.

D T T T S PP e ]
ERIC Clearinghouse for
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