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To the Student

The Employer's Choice: Priorities That Count is designed to
help you as you prepare for the job search. It is the first
component of The Employer’s Choice materials:

® The Employer’s Choice: Priorities That Count
® The Employer's Choice: The Job Search
¢ The Employer's Choice: On the Job

How Do You Think
Employers React?

What are employers’ reactions . . .

to the things people say during an interview?

to the things people do during an interview?

to the things people say and do on the job?

Now you can find out! Theinformation presented inthisguide
1s based on a survey of ove” 500 employers. The employersin
the surveywere given a quest:onngire thatlisted many different
characteristics of job applicants and employees. The employ-
ers were asked how they would be influenced by these charac-
teristics. Would they hire people with these characteristics or
not? How would they feel about current employees who had
such characteiistics? What are their standards?

The results of the survey were interesting and somewhat sur-
prising. This guide is based on those results. it does not deal
with different ideas about what employers shouid think or
probably think. It deals with the facts about what employers

actually do think when they are assessing applicants and
employees.




Why Do You Need to Know How
Employers React?

Knowing the real facts about employers' standards can give
you a decided advantage inihe job market. With this informa-
tion, you will know how you can make the best possible
impression on employers: you will know what does impress
them and what does rot. Anc by approaching your job search
with a realistic view of empioyers’ standards, you will improve
your chances of becoming the employer’s choice.

How Can You Get the Real Facts
about Employers’ Standards?

The information in this guide is designed to help you get the
real facts. The first two sections lead you to explore two ques-
tions about employers' standards:

¢ What counts toward getting hired?
¢ What leads to getting fired?

As you follow the lessan activities in these sections, you will—

® complete the same questionnaire that emnloyers
completed,

® compare your responses with employer responses,

* judge the accuracy of yotr perceptions, and

® adjust your perceptions of the characteristics that employ-
erswantmosi—or notat all—in ajob applicant or employee.

Once your perceptions are in agreement with employer per-
ceptions, you will have that decided advantage in the job
market.

What Can You Do to Meet
Employers’ Standaras?

The third section of this guide will help you answer that ques-
tion. It wili lead you to—

* examine your strengths and weaknesses,

¢ determine what you can do to improve your skills in the
areas that matter most to employers, and

* plan how you can wcquire the skills that employers are
seeking.




Who Can Help You?

Your instructor will help you as you proceed through this
guide. If you have any questions about the materials or instruc-
tions, be sure to ask. You mey find the discussion sessions of
particular value; through them, you and other students can
gain a better perspective on employers’ standards and
expectations.

How Will You Benefit
from This Guide?

As you complete the activities, you will recognize that you
already have some of the personal qualities and characteris-
tics that employers want. You may be encouraged to find that
although employe-s take note of undesirable qualities, apph-
cants can balance the scales to some extent with more desir-
able qualities. You will also see how, in the world of work, too
many negative quaiities usually result in unemployment.

How Should You Begin?

Turn to the first section, "What Counts toward Getting Hired?”
The first chapter in that section 1s “What Is the Effect of Pesi-
tive Information?" Introducing each chapter 1s a box cf the
information you will need to teach the iesson. This information
includes the following:

Objective This statement explains what you shouid be
able to do after completing the lesson.

Overview. This paragrapt. describes what you will do in
the lesson

Worksheets. This list noies the printed worksheets that you
wili need for the lesson activities.

Read this information for each lesson and then proceed with
the activities




‘Section1

What Counts

.toward

Gettlng leed’?
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Chapter 1

What is the Effect of
Positive Information?

Objective

Overview

Worksheets

AV,

What’s Your Guess?

To begin this review, you will need to complete Worksheet 1,
GettingaJob, Part A of the questionnaire. Part A contains alist
of positive information about the job applicant. It is the same
listthat was given to the employers in the survey.

Get Worksheet 1 from your instructor. Read the directions.
They explain that you are to mark how you think each item on
the list will influence employers.

To determine how well you kne « the effect positive infor-
mation has on employers’ decisions to hire.

In this lesson, you will complete Worksheet 1, Getting a
Job, Part A of the employer questionnaire. By doing this,
you will indicate how you think employers respond to
positive information.

Next, you will compare your responses to the responses
employers gave.

Finally, you will assess your ability to estimate employers’
expectations of applicants.

Worksheet 1, Getting a Job, Fart A of the questionnaire.
Worksheet 2, Employer Ratings of Positive Information.

I A I R A Y IR
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Complete the questionnaire before you continue reading.

What Do Employers Think?

Get the Worksheet 2, Employer Ratings of Positive Information,
from your instructor. Read how employers responded to the
same questionraire. The numbers in each column show the
percentage of employers who chose each response fo: each
item listed. The percentage enclosed in the box is the response
category most of the employers chose for tne given item. For
example, 48 percent of the employers s. ‘d they were “posi-
tively” influenced to hire a person who “filled out the applica-
tion in a neat and correct manner” (item 1).

Find the percentages that are most surprising to you. For
example, are you surprised to find that only 1 percent of
employers were notimpressed with the appticant who looked
clean and neat at the interview . . . or that 5F percent of the
employers were “very positively’ impressed by this
characteristic?

How Close Are You?

Are you tuned in to employ ers’ thoughts? To find out, do the
following:

1. PlaceWworksheet 1, Part A ot your compieted questionnaire,
alongside Worksheet 2, showing employers’ ratings.

2. Look at the category you checked for each item on Work-
Sheet 1.

3. Find the employer percentage for each item in the column
for the same category on Worksheet 2.

4. On Worksheet 2, circle the percentage in the category you
checked on Worksheet 1. See the example below. It shows
how you would complete item 1 if ycu had checked “'posi-
tively” for that item on your questionnaire.

Not Somewhat Very
item at All Positively Positively  Positively
Filled out the appli.ation irs a neat and 1% 22% 29% o

correct manner.

12




When you have circled the percentage in the corresponding
category for each item, do the following on Worksheet 2:

1. Find each item where your circled number war to the rig-t |
of the boxec number. Place a check (~/) in t .e blank atter |
that item. |

2. Find eachitem whereyour circled number was to the left of
the boxed number. Place an “X" on the blank after that item.

3. Findeachitemwhereyourcircled number was the same as
the boxed number. Printan “O"” on {he blank after thatitem.

Now...

Count the number of times your circled numbers were to the
right of the boxed numbers on Worksheet 2. These are the S‘\N\E
items with acheck (+). Write that number in the OVER box on UNDER

the v sricsheet. This is the number ot *imes you overestimated O\JER Q
the ir. uence of positive information. g

Count the number o1 times your ci.cled numbers were to the
left of the boxed numbers on Worksheet 2. These are the items
with an “X.” Write that number in the UNCER box or the
worksheet. This is the number of times you underestimated the
influences of positive information.

Count the number of times vour circled numbers were the

same as the employers’ boxedr umbers on Worksheet 2. These sAN\E
are the items with an “O.” Write that number in the LANMC DOX peR
g ; U
o0 the werksheet. This is the number of times you correctly O\JE?\ Q
A

perceived empioyers’ standards. Q




What Does This Mean?

Isthe number you wrote inthe OVER box greater than three? If
50, you bzlieve that positive :nformation greatly influences
employers’ decisions to hire. However, you are probably over-
estimating its influence. Overestimating could affect your
chances for getting hired. It could mean that you think
employers are easily impressed.

Is the numer you ~rote in the UNDER box greater than three?
if so, you probably don't realize how much you can influence
an employer to hire you. You should be more positive in your
approach to a job search.

Is the number you wrote in the SAME box greater than seven?
If sc, you probably have a good idea of how niuch employers
are influenced by positive information.
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~ Chapter 2
What Are Employers
Saying to You?

hv. ve

Objective To identify characteristics employers seek in job appli-
cants and ways applicants can reveal those characteristics
during the job search.

Overview In this lesson, you will review a chart that shows the order
in which employersranked theitems on the questionnaire.
Theitems that employersranked most positively are at the
top of the chart.

Then you will read an explanation of why employers
.2sponded as they did to the items on the questionnaire.

Next, you will engage in a class discussion of the employ-
ers’ rankings and of the characteristics employers are
looking for in the people they hire. You will also discuss
ways in which applicants can convey information that will

a positive effect on employers.

Worksheet Worksheet 3, What Employers Want.

On the Positive S

The following chart shows the order in

ide

which employers

rariked the positive effect of the information presented to

them. As you read, remember that all this

information had a

positive effect on employers. The average rankings of all
employers ranged from “very positively” to “somewhat

positively.”
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(Very Positively)

Looked clean and neat at the interview

Filled out the job application in a neat and correct manner

At*achea 1 complete resume to the job application

.
|
|

Phoned the employer after the interview to show interest
in getting the job

Asked many questions about the job or company
during the interview

Had a previous employer who would rehire him/her

Had training in the job skills needed for this job
but no experience

Had gotten A’s and B’s in math courses

Understood that a beginner sometimes does boring
and low-level tasks

Had taken a vocational education curriculum
in high school

Had done only jobs like lawnmowing, babysitting,
and delivering newspapers

(Somewhat Positively)

16




Employers Say . . .

Lock at the top three items on the chart—the items emplovers
responded to most positively. These items reflect how a per-
son looks and behaves at the time of the application and
interview. They are job search skills that anyone can have.
They are skills that give employers their first impression of
you.

First impression counts Everything you do—or don't do—
sends signalsto employers. Youwant to send signals that give
the following messages to employers:

e | am very interested in this job.

e | take pride in myself and what | do.

2 | have respect for employers.

e | have a sense of purpose and direction.

Such messages are sent in the following ways:

Your appearance. Make a point of being clean, neat, well
groomed, and appropriately dressed. Dress conservatively.
Don't wear trendy or dramatic clothes to the interview. Give
employers the impression that you are a serious, responsible,
and respecttul person. Your clothes can say a lot about your
attitude and behavior.

The job application. Complete the job application neatly and
accurately. Make sure you know {or have with you) any infor-
mation the employer mightrequest, suchas your Social Secur-
ity number or references. Have with you an erasable ink pen.
Then ifyou make a mistake, you will be able to correct it neatly.
Leave no blank spaceson the application. If something doesn’t
apply to you, such as military experience, write “N/A" in the
blank (not applicable). Take your time. Proofread the applica-
tion when you are finished.

The resume. Prepare aresume that you can attach to everyjob
application. A resume is another way to “advertise” your good
quazlities—your honors, achievements, special skills, and good
character. Ifyou don'tknow how to prepare aresume, ask your
instructor for help.

The interview. Try to express a good attitude during the inter-
view. One way is to ask questions about the job and company.
This shows you are interested in working for the employer. Be
positive in all you say. For example, ask, "What are the hours
that you expect me to work?" or “Are there opportunities to
work extra hours?" Avoid questions that may signal a negative
attitude, such as, “Do | haveto work on Saturdays?” Your facial
expression,tone of voice, and posture should reflect a positive
attitude also.

“Impress me.”

LAY
MRV
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Employers Say...
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The follow-up. Phorie the employer after the interview to show
your interest. Make your call brief, to the point, and pleasant.
Thank the employer for the chance to interview. Say that you
arevery interested in the job. Thisreminds the employer ofyou
and confirms your interest in the job. It could give you an
advantage over other applicants.

“Convince me that you can
do the job.”

Otheritems that employers ranked high relate to your ability to
do the job. Employers want evidence of your ability. You can
give them that evidence by mentioning these points.

References. If you have worked before and your si’pervisor
thought well of you, say so. Suggest that the employer call
your past supervisor to learn about your performance on the
job. Make sure you ask the supervisor's permission to use his
or her name before you do. Also, know the addresses and
phone numbers of any referencesyou wil, use. You will need to
give this information to the employer.

Training. If you have had some training specificto th2 job, tell
the employer about it. Explain where you got the training and
exactly what that training involved. Mention the kinds of
equipment you used. Job training works in your favor, espe-
cially if you have no experience. It may signal to an employer
that vou know the demands and conditions of theindustry and
have a real interest in working there.

Education. Explain how the courses you have taken relate to
the job you are seeking. Employers want to see the relation-
ship of your education to the jobs they are trying to fill. If you
have been involved in any work-study programs, mention
them.

Work experience. Indicate all types of work experience—paid
and nonpaid. The important thing you are trying to convey is
thatyou can do the job. Every jobrequires planning, effort,and
skill. Explain the work you have done. Describe the tasks
involved and the skills you have developed through your
efforts.

Good grades. Grades are a reflection of what you can do.
Employers wantto know that ycu have the basic skills required
to work—reading, writing, speaking, mathematics, and so
forth. Your grades reflect your abilities in these areas. Many
employers did not put grades ut the top of the list. However,
don’t conclude that grades are unimportant. In fact, poor
grades can have a very negative effect on employers’ decisions
to hire, as you will see in the “What Works against You?”
section of this booklet.

18




The Message

Meet with several classmates to discuss the employers’ rank-
ings Use the following questions to guide your discussion:

1. Why do you think employers ranked the items as they did?
2. How did yourrankings differ from the employers’ rankings?

e Look at the items you checked on Worksheet 2. These
are the items you thought would impress employers
morethan they did. Why do you think employers view the
characteristics differently than you do? What does each
of the characteristics signify to the employer?

e Lookattheitems you placed an"X" afteron Worksheet 2.
These are the items you thought would impress employ-
ers less than they did. Why do you think employers give
more importance than you do to these characteristics?
What does each of the characteristics signify to the
employer?

3. What otherways could you give employers good messages
about you and your abilities?

The Bottom Line

Get Worksheet 3, What Employers Want, from your instructor
Read the instructions, then complete the worksheet.

15




Chapter 3
What Is the Effect of
Negative Information?

Objective To determine how well you know the effect negative
information has on employers’ decisions to hire.

Overview In this lesson. you will complete Worksheet 4, Getting a
Job, Part B of the employer questionnaire. By doing this,
you will indicate how you think employers respond to
negative information.

Next, you will compare your responses to the responses
employers gave.

Finally, you will assess your ability to estimate employers’
expectations of applicants.

Worksheets Worksheet 4, Getting a Job, Part B of the questionnaire.
Worksheet 5, Employer Ratings of Negative Information.

What’s Your Guess?

To begin the review of the influence of negative information,
you will need tocomplete Worksheet 4, Getting aJob, Part B of
the questionnaire. Part B contains a list of facts that might
work against an applicant. It is the same list that was given to
the employers in the survey.

Get Worksheet 4 from your instructor. Read the directions.
They explain that you are to estimate how strongly employers :
will react to each negativeitemon the list. Complete the ques- sa’ g LO0m.

vr v e a a v e e vy ”

tionnaire before you continue reading. ARAPDLARIIFIRANIND S A
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Gave false information on the job 4% 6% 64%)| —
application.
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What Do Empioyers Think?

Get Worksheet 5, Employer Ratings of Negative Information,
from your instructor. Read how employers responded to the
same questionnaire. The numbersin each columnindicatethe
percentage of employers who chose each response for each
item. The percentage enclosed in the box is the response
category most of the employers chose for the given item. For
example, most employers (64 percent) said they would be
“very negatively” affected by a person who “gave false infor-
mation on the job application” (item 12).

Find the percentages that are most surprising to you. For
example, were you surprised to find that 66 percent of the
employers were “not at all” negativeiy influenced by the per-
son “who had never worked before"?

How Close Are You?

Are you tuned in to employers' thoughts? To find out, de the
following:

1. Place Worksheet 4, Part B of your completed questionnaire,
alongside Worksheet 5, showing employers’ ratings.

2. Look at the category you checked for each item on Work-
sheet 4.

3. Find the employer percentage for each item in the column
for the same category on Workshee- 5.

4. On Worksheet 5, circle the percentage in the category you
checked on Worksheet 4. See the example belc w. It shows
how you would complete item 12 if you had checked''nega-
tively” for that item on your questionnaire.

Not Somewhat Very
at All Negatively Negatively Negatively

When you have circled the percentage in the corresponding
category for each item, do the following on Worksheet 5:

1. Find each item where your circled number was to the right
of the boxed number. Place a check (+/) after that item.

2. Find each item where your circled number was to the left of
the boxed number. Place an X" after that item.

3. Find eachitem where your circled number was the same as
the boxed number. Print an “O" after that item.

21




Now...

Count the number of times your circled numbers were to the
right of the boxed numbers on Worksh2et 5 These are the
items with a check (ﬂ. Write that numberin the OVER boxon
the worksheet This is the number of times you overestimated
the infiuence of negaiive information.

Count the number of times your circled numbers were to the
left of the boxed numbers on Worksheet 5. These are theitems
with an “X.” Write that number in the UNDER box on the
worksheet. This isthe number of times you underestimated the
influence of negative information

Count the number of times your circled numbers were the
same as the boxed numbers on Worksheet 5. These are the
items with an “O.” Write that number 1n the SAME box on the
worksheet. This is the number of times you correctly perceived
employers’ standards.
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What Does This Mean?

Is the numter you wrotein the OVER box greater then four? If
so, you understand that negative information ‘nfluences
empioycrs against hiring However, you are proably over-
estimating haw much influence it can have. Try to be more
positive. One bad or weak characteristic doesn’t mean you will
never be hired. It does mean that you should try to improve. It
also means that you might be better off lookir ~ for a job that
doesn’t require your weakest skills.

Is the number you wrote in the UNDER box greater than four?
If so, you probably don't realize the great influence negative
information has on employers’ decisions not to hire. This
could affect your chances of getting a job. Research has
shown that youth who understand that employers have tough
hiring standards are more likely to stay employed. They also
get the best reports from their employers in the first year of
work after high school graduation.

Is the number you wrote in the SAME box greater than seven?
If so, you probably have a good idea of how employers are
influenced Yy negative information. Now, you have to try to
avoid such negative behaviors.




Chapter 4
What Are Employers
Saying to You?

Objective To identify characteristics employers saw as problems and
ways applicants can avoid such characteristics.

Overview In this lesson, you will review a chart that shows the order
in which employersranked the items on the questionnaire.
The most negative items are at the top of the chart. The
least negative are at the bottom of the chart.

Then you will read an explanation of why employers
responded as they did to the items on the questionnaire.

Next, you will engage in a class discussion of the employ-
ers' rankings and of the characteristics employers dislike.
You will also discuss ways in which applicants can avoid
conveying negative information to employers.

Worksheet Worksheet 6, What to Avoid.

On the Negative Side

The following chart shows the order in which employers
ranked the negative effect of the information presented to
them Theaverage rankings of allemployersranged from "very
negatively” to “somewhat negatively.”

21
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(Very Negatively)

m—

Gave false information on the job application /

Could not read a newspaper

Had been 15% less productive than other workers in the
last job because he/she WAS NOT irying

Had 3 jobs in the last 6 months

Had been absent from work 12 different times j

Was late for the interview appointment

Got confused when asked a simple question

Used poor grammar when speaking

Hac been absent 12 different times during the last
school vear

] — T

Had been 15% less productive than other workers
in the last job even though he/she WAS trying

Had never worked before

Employers Say . ..

(Somewnat Negatively)

“Don’t lie to me.”

The employers saw alloft»e items on the chart as negatives for
the applicant. But the behaviors at the top of the chart were
viewed as the most serious problems. These behaviors would
probably influence the employer against hiring. Certainly, few
employers would hire someone who lied on the application.
You can avoid the temptation to lie by doing the following.
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Think before you answer a question, What are employe.s seek-
ing when they ask, “Why do you want the job?" Mziy of them
are asking. “Are you serious aboutworking?” “Willyou like the
work?” “Will you work hard?” “Willyou stay with the job or will
you quit soon?” Employers don't want to know very personal
factsabout youor your family. Justanswer the question briefly
and honestly.

Know you have value, Put yourself in the best light. For exam-
ple, you mightwanta jobso you can save money foracar. You
misght be applying for a job at a specific sporting goods store
because it is near your home and ycu won't have to fight the
downtown traffic. Also, you might like selling merchandise
and working with people. If so, telithe employer allthose facts,
not just one ofthem. Don't say, "l hate drivingin traffic,solam
applying here.” That is not very positive, nor is it totally true.
Instead, say, "l want to earn money to save for a car. | chose
your store because it is convenient to my home, and | know !
would enjoy selling the merchandise and working with peo-
ple.” Don't be tempted to lie to impress the employer. Don't
say, “| know all about camping gear,” if you dont. The
employer will soon find out! Employers don’t expect you to
know everything, so don’t feel you have to be more than you
are.

Be positive when describing yourself and your efforts. !f you
do have to explain a problem in your background, do it in a
positive way. For example, suppose the employer asks you to
explain why you have been out of work for € months. Don't tell
the employer that yoir have been waiting for the right job to
come along since you were laid off. This might lead an
employer to think that you sat at home watching television,
waiting for a job. Instead, tell the employer if you have been
applying for jobs. Mention specific things you have done dur-
ing unemployment, such as taking a course at a high school.
Your answer should show that you areindustrious, conscien-
tious, andserious about yourfuture. If the employer asks you if
you have been convicted of a major crime, answer truthfully.
These facts are easy to trace. However, be positive by pointing
out the lesson you have learned. Explain vour goal to begina
new pattern of life.

Employers Say . . .

Many of the employers are not overly impressed with high
grades. However, they are turned off by a lack of competence
in the basic skills. Thatis whyitisimportant toshow employers
that you can read, write, and speak correctly.

Use the basic skills you've learned. Write carefully, spell cor-
rectly, and give appropriate answers to questions on the job
application. During the interview, use good grammar and pro-
nounce words carefully so that you are easily understood.

26
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Employers Say ...

24

Avoid phrases such as “you know" and the slang that s cur-
rently popular with your friends. Also, listen carefully to the
questions so you can answer them correctly.

Learn the hasic ekille vou're lacking, As you can see by the
chart, employers would most likely not hire sonone who
could notread anewspaper. lf youlack good readi~ ; S \ills, get
busy. The basic skills are not difficult to learn \f you iry. Ask
your teacher or guidance counselor for help if you are in high
school.

If you are out of school, sign up for an evening course at the
highschool or find out othercourse  hatareavailablein your
community. Although language is not always a sign of ability,
many employers think it is. |f you speak a lann:niage other than
English, learn English too. It is the language you will need on
the job. And, don't drop out of school. You reduce your
chances for getting hired.

“Give me proof of your
worth.”

Employers want facts about your past. They use these facts to
predict how you will perform in the future. You can gather
good facts about yourself in the following ways.

Maintain good school and work records. Employers look at
school records and werk records tofind out the kind of worker
you will most likely be. High absenteeism, frequent tardiness,
gapsinemployment, and job hopping signal to employers that
you might not be areliable and dependable worker. Anything
that shows you will not put forth effurt will be a problem, too.
Employers are concerned about productivity, but they are
more troubled about low productivity if they think you will not
tryt

The best thing you can do is avoid practices that wil! appear as
negatives on your record. If ycu do have a questionable item
onyour record, be prepared to discuss it. Give a good explana-
tion for the behavior. If youdon't have a good explanation, you
might tell the employer that your attitude has changed.

As you can see from the chart, employers are not overly con-
cerned if a person has never worked. Most employers won't
hold this agairst you. They are much more concerned about
whether youare willing to work hard, follow the rules, and have
a good attitude about work. Keep this in mind while you arein
high school. A good high school record can signal that you
have these qualities.




The Message

Meet with several classmates to discuss the employers’ rank-
ings. Use the following questions to guide the discussion:

1. Why do you thirn employers ranked the items as they did?
2. How did yourrankings differ from the employers’ rankings?

¢ Look at the items you checked on Worksheet 5. These
are the items you thought would offend employers more
than they did. Why do you think employers view the
characteristics differently from you?

o Lookattheitemsyouplacedan X" afteron Worksheet5.
These are the items you thought would not offend
employers as much as they did. Why do you think
employers view these characteristics more negatively
‘nan you do?

3. In what ways could you avoid giving negative messages
about yourself and your abilities?

The Bottom Line

Get Worksheet 6, What to Avoid, from your instructor. Read
the instructions, the .1 complete the worksheet.
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~ Chapter 5
What Is the Effect of
Negative

Job Performance?

Objective To determine how well you know employers’ reactions to
workers whose attitudes and behaviors interfere with job
performance.

Overview In this tesson, you will complzte Werksheet 7, Keeping a
Job, Part C oi the employer questionnaire. By doing this,
youwill indicate how you think employers respond to poor
job performance.

Next, you will compare your responses to the responses

employers gave.

F:nally, you will assess your ability to estimate employers’
expectations c¢f applicants.

§ Worksheets Worksheet 7, Keeping a Job, Part C o1 the questionnaire.
Worksheet 8, Employer Ratings of Negative Job
Performance.

What’s Your Guess?

To begin this review, you will need to complete Worksheet 7,
Keeping a Job, Part C of the questionnaire. Part C contains a
list of information abouta worker's job performance that couid
have 2 negative influence on an employer’s assessment of that

v
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worker. The listis the same one that was given to employers in
the survey.

Get Worksheet 7 from vour instructor. Read the directions.
They explain that you are to mark how you think employers are
influenced by each item on the list.

Complete the questionnaire before you continue reading.

What Do Employers Think?

RSN AT IR Get Worksheet 8, Employer Ratings of Negative Job Perfor-
P PPOALE R I A IAAAN mance, from your instructor. Read how employers responded
' to the same questionnaire. The numbersin each column show
the perc :ntage of employers who chose each response for
eachitem. The percentage enclosed inthe box is the response
category most of the employers chose for the given item. For
example, most of the employers (49%) said they wouid “warn
the worker” who “didn’t call in when sick” (item 1).

Find the percentages that are most surprising to you. For
example, were you surprised to find that 33 percent of the
employers would "“fire the worker immediately” *f the worker
“put more hours on the time sheet than actually worked' ?

How Close Are You?

Are you tuned in to employers’ thoughts? To find out, do the
following:

1. Ptace Worksheet 7, Part C of your completed questionnaire,
alongside Worksheet 8, showing the employers' ratings.

2. Look at the category you checked for each item on
Worksheet 7.

3. Find the employer percentage for each item in the column
for the same category on Worksheet 8.

4. On Worksheet 8, circle the percentage in the category you
checked on Worksheet 7. See the example below. It shows
how you would complete item 1 if you had checked “warn
the worker" for that item on your questionnaire.

Discuss Warn  Suspend Fire
ignore i1 _Discuss it the the Worker
item - it . Continues Immediately Worker Worker Immediately

Didn’tcaltin 0 2 18 16 5
when sick
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When you have circled the percentage in the corresponding
category for each item, do the following on Worksheet 8:

1. Find each item where your circled number was to the right
of the boxed number. Place a check (v ) on the blank after
that item.

2. Find eachitem where your circled number was to the left of
the boxed number. Placean“X" onthe blank after that item.

3. Find each item where your circled number was the same as
the boxed number. Place an "O" on the blank after that item

Now...

Count the number of times your circled numbers were to the
right of the boxed numbers on Worksheet 8. These are the
items with acheck (v ). Writethatnumber in the OVER box on
the worksheet. This is the number of times you overestimated
the influence of poor job performance.

Count the number of times your circled numbers were to the
left of the boxed numbers on Worksheet 8. These are the items
with an “X."” Write that number in the UNDER box on the
worksheet. This is the number of times you underestimated the
influerice of poor job performance.

Count the number of times your circle¢ numbers were the
same as the boxed numbers on Worksheet 8. These are the
items with an “O.” Write that number in the SAME box on the
worksheet T hisisthe number of times you correctly perceived
employers’ standards.

32
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What Does This Mean?

Is the number you wrote in the OVER box greater than six? If
s0, you understand the seriousness of job performance prob-
lems. However, you may be overestimating how tough
employersare. Don’t be discouraged if you don'tdo everything
perfectly as long as you try.

Isthe number you wrote inthe UNDER box greater than six? If
S0, you probably don't realize how tough employers can beon
new employees. This could cause you ') take things less
seriously. It could result in your being disciplined more
harshly than you think you deserve.

Is the number you wrote in the SAME box greater than 187 If
so, you probably have a good idea of how employers are
influenced by poor job performance. Now, ycu zan tryto avoid
such performance.
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. ChapterG
‘What Are Employers
- Saying to You?

Objective To identify attitudes and behaviors that most offend
employers and ways you can guide your performance on
the job to decrease the risk of being fired.

Overview In this lesson, you will review charts that show the orderin
which employers ranked similar items on the question-
naire. The most negative items are at the top cf each chart.
The least negative are at the bottom of the charts.

Then, you will read an explanation of why employers
responded as they did to the items on the questionnaire.

Next, you will engage in a class discussion of the employ-
ers'rankings and of the attitudes and behaviors employers
find most offensive. You will also discuss ways in which
applicants can guide their performance to reduce their
chances of getting fired.

Worksheet Worksheet 9, What Employers Expect.

About Following Orders and
Company Rules

How tough were employers on problems related to following,
orders and company rules? The following chart shows the
order in which employers ranked the negative effect of the
problemspresentedto them. The average rankings of employ-
ers ranged from “fire the worker immediately"” to “discuss it
immediately.”
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(Fire the Worker Immediately)

Showed up for work drunk or stoned

—

Put more hours on the time sheet than actually worked

Didn't call in when sick

Refused to do a job because it was undesirable or demeaning

Caused $100 damage to a piece of equipment

Was 20 minutes late for work and had no good excuse

Spent 15 minutes making personal phone calls

r/”F//ﬁ,

during 1 work day

Missed 2 different days of work the first month

Employers Say. ..

34

(Discuss It Immediately)

“Know company rules and policies.”

Look at the chart. It shcws that employers were toughest on
employees who did not follcw company rules—behavior that
would most likely get them fired. Therefore, be careful—
especially the first few weeks on the job, as employers will no
doubt be watching you closely. Try following these simple
rules.

Work responsibly and independently. Employers will be look-
ingto seeif you can betrusted to do your tasks withouta fot of
supervision. You can show employers that you are trustworthy
by knowing the compay’s rules and policies. Learn them
immediately. The most important ones are usually made clear
to you at the beginning of your employment. Don't forget
them. Know the informal rules, too. Keep your eyes and ears
open, and talk with your co-workers since they are the best
source for this kind of information.
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Be scrupul~usly honest about your work hours. If you want to
be paid for & hours, you must work 8 hours! This means doing
the work you were hired to do, not just being there. It also
means sticking to the work hours you are scheJluled to work.

Never use alcohol or drugs on the job. Employers want alert,
careful employees. If you use alcohol or drugs before ycu
report for work, your job performance wili suffer.

Cell in whenever you are not going to be on time for work. If
you are sick or running late, it is best to call. Don't just atrive
late, hoping that no one will notice. They will. Your absence
could cause problems for an employer who is counting on you
to be on th2 job.

Employers Say . ..

Employers expect your undivided attention. Work is not the
place to mull over your personal problems. It is the place to
concentrate on what you are to do.

Carry out orders quickly and correctly. If you are new, every-
one will be aware of that fact. If you do your share of the work
andif you give your fuil effort, the word will get around. Your
co-workers and supervisors will be glad to have you on their
team.

Do what your employer asks you to do. You might not like all
the tasks you are given. You may even think you are getting the
worst tasks. Maybe you are! But after you prove yourself, you
will probably get assignad to different tasks. The important
thingis to do yourjob well. Then, if you choose to leave the job,
you will have good references.

Pay attention to what ycu are doing. Take care of the equip-
ment and tools you use. Repairs and replacements cut into
profits. If you cause such a loss due to negligence or ignor-
ance, you could lose your job. Make sure you xknow what yot
are doing. Read the manuals. Watch the pros. Maintain the
equipment as if it was your own.

About Productivity and Effort

How strongly did employers react to problems relawzd to pro-
ductivity and effort? The chart on the next page shows the
order in which employers ranked the problems presented to
them. Forexample, the top item on the chart had a vei'y strong
negative effect on employers. The average response of all the
employers to this item was “fire the worker immediately.”
Responses to the remaining four items ranged from “warn the
worker"” to “discuss it if it continues.”

“Give me your full attention

and eifort.”
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(Fire the Worker Im.nediately)

Didn’t try and was 15% less productive than other
workers who had the same training

(Warn the Worker)

Took an additional hour of “break time" but
finished assigned work anyway

e

Needed twice as much supervision as others

Finished assigned work but didn't report back
to the boss for more work

Tried but was 15% less productive than other
workers who had the same training

Seemed not to be trying, but was no
less productive than other workers

(Discuss It !f It Continues)

Employers Say. .. “Tryl”

Put forth your best effort. Next to not foliowing the rules, low
productivity caused by low effortis most likely to get you fired.
Therefore, put forth your best effort! Employers seem to be
more tolerant of low productivity if the worker is making a
sincere effort. Employers know that the proauctivity of a per-
sonwhois making an effort will mostlikely improve. However,
the productivity of a person whoisn'ttrying has nowheretogo
but down.

Employers Say... “Stick to the task.”

Allemployers are concerned about productivity. They cannot
afford to keep an employee who takes twice as long as any
other worker to do a job. Following are some steps you can
take to ensure productivity.

Always put forth your best etfort. Don't wait until your
employer is present to work hard. Work hard because of the
pride ycu have in yourself. Do what you are asked to do, then
give another 10 percent. Most successful workers do more
than they have to do. Eventually, they are rewarded.
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Stay at your job. Never leave your work for more than your
allotted break time. Work through a break occasior:ally. Your
empioyer will be impressed to see thatl you are absorbed in
your work.

Show initlative. Don't always wait tc be told what to do.

Don't ke afraid to ask questions. If you are ot sure what you
are supposed to do, ask! It shows you are diligent. Also, by
asking questions baforehand, there is less chance of wasting
time and effort by aoing the wrong thing.

About Basic Skilis

How tough were empioyers on problems related to basic
skills? The chart below shows the order in which employers
ranked the prchlems presented to them. The average rankings
of emplove.s were in the "discuss it immediately” category.

(Discuss It Immediately)

, Couldn’t read written directions to complete a job

Made many mistakes adding, subtracting, multiplying,
or dividing rumbers

Spoke so poorly that co-workers couldn’t understand
what was being said

\\ Didn't write phone messages or memos that were easy to read
\

Made many :nistakes in speiling, grammar, and purctuation

Tried but took twice as long as other workers to learn a new job

(Discuss it Immediately)
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Employers Say ...

38

“Try not to make mistakes.”

Employers considered all problems related to basic skills
serious enough to discuss immediately. These problems may
not get you fired at first, but employers will not tolerate them
for long.

Here are some ways you can avoid on-the-job problems with
basic skills.

Check any math you do carefuliy. Mistakes can mean profit
losses and time losses. Until you are very secure in your job, it
is best to check and recheck your work.

Anry reading associated with your job should be done care-
fully. Mistakes cost money. Be sure you understand what you
read.

Take a few extra minutes to coliect your thoughts so you can
communicate clearly. Write simple, clear, messages if writing
is connected with your job. Speak in a way that people can
easily understand. Clear communication with co-workers
ensures better results. Clear communication with customers
contributes to the company’s reputation and business.

Listen carefully to instructions. Take notes to help you
remember the instructions. Then you won't have to ask your
supervisor to repeat them. Ask questions if the instructions are
not clear. Learn from your mistakes.

About Attitude and Appearance

How tough were employers on problems related to attitudes
and appearance? The chart on the next page shows the order
in which employers ranked the problems presented to them
The average rankings of emplovers ranged from “warn the
worker” to "discuss it immediately



(Warn the Worker)

\ Got into an argument with co-workers

Acted angry or sulked when criticized

\%4

Came to work dirty or sloppy

Griped about working conditions such as short coffee
breaks or having to work an unpopular shift

Wore flashy or sexy clothes to work

‘\\-

(Discuss It Immediately)

Employers Say ...

Employers considered attitude problems serious enough to
discussimmediately with employees. Atleastin the beginning.
employers will be somewhat tolerant. But, don't get the iciea
that bad attitudes will be tolerated over time. Here are son.e
ways to avoid attitude problems.

Look forthe best in peopie and in situations. Try to find some-
thing good to think and say about each person with whom you
work. Find the parts of your jobthat you enjoy. By concentrat-
ing on the positive rather than on the negative things, you will
be a happier person and a better worker.

Handle any complaints calmly and in a straightforward
manner. You might wait a few days before you mention a
complaint. Maybe things will get better. The wait will keep you
from overreacting due to the stress of the day. If there is a
problem, discuss it openly with the person(s) involved Don't
talk behind a persc~’'s back. When you speak, state facts, not
emotions. Be caref.i that you don’t become a chronic com-
plainer. If you do, your co-workers will comp'ain about you!

“Have a good attitude.”
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Employers Say . ..
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“Take care with your work
appearance.”

The way you groom and dress yourself affects people around
you. Employers expect their employees to be well groomed
and to dress properly forthe job. fyoudon't, yourco-workers
may not want to associate with you. Certainly customerswon't
want to deal with you. Here are things you can do to present a
good image.

Practice good hygiene. Bathe or shower every day. Use
deodorant. Brush and floss your teeth. Wear clean clothing.

Dress the way the maj.rity of your co-worxers dress. This
doesn’t mean that you need to be a carbon copy of another
worker. However, wearing noticeably different clothing can
call unfavorable attention to you. If your job doesn't require a
uniform, then wear business-like clothing. This means dress to
do the job you were hired to do. Remember, your clothing can
be an expression of your personality and attitude within the
work setting. Make sure yours is sending the right mes::ge.

The Message

Meet with several classmates to discuss the emplorer rank-
ings. Usc the following questions to guide the discussion:

1. Why do you think employers ranked the items as they did?
2. How did yourrankingsdifter from the employers’ rankings?

® Look at the items you checked on Worksheet 8. These
are the items you thought would offend employers more
than they did. Why do you think employers view the
characteristics differeatly from you?

* Lookattheitemsyou placed an X" after on Wc-rksheet 8.
These are the items you thought would aot offend
employers as much as they did. Why do you think
employers view these characteristir.s more negatively
than you do?

3. in what ways could you avoid giving negative messages
about yourself and your abilities?

The Bottom Line

Get Worksheet 9, What Employers Expect, from your instruc-
tor. Read the instructions, then coinplete the worksheet.
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Objective To determine where you stand in the employers’ eyes and
what you can do to improve your position.

Overview in this lesson, you wi'l complete a worksheet tc assess
your work competencies. You will identify your own
strengths #nd weaknesses.

Next. you will identify those skills that are most important
foryouto work on—the skills employers will be looking for
when they consider you for a job.

Finally, you will identify the steps you musttake to develop
the skills employers are seeking.

Worksheets Worksheet 10, Rating Sheet.

What Are Your Strengths
and Weaknesses?

The purpose of this section is to help improve your ability to
get and keep jobs. To beg™ 1, get Worksheet 10, cthe Rating
Sheet, from you instructor. Read and follow the directions on
the worksheet. Complete the worksheet before you continue
reading.
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What Skills Do You Need

nA Al“
1O weveiop
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Review the rating you gave for each item. Think about the skills
or behaviors that impress employers. Are those your best
skills? Are they your weakest skills?

Read each item again. List those skilis you should work on,
which are—

® the skills you rated a 1, 2, or 3;
¢ the skills that influence employers mos' positively.

In a separate column, list those skills for which you gave
yourselfa 4 or 5 rating. Keep these skills in mind, too. You will
want to let employers know that you are competent in these
areas.

What's Your Plan of Action?

Look at tie fiist group of items you listed. Although these are
your waakest areas, don't view them as problems. Tney are
merely areas in which you can improve. The survey showed
that many employers wii! forgive past mistakes or behaviors.
Therefore, it is the pres~..t that counts.

Tobeginyo. mprovem=ntprocess, liston aseparate sheet of
paper the five skills you think you should develop first. List
those skills that will give you the greatest advantage with
emuloyers and those you have the best chance of improving
quickly. Keep your plan simple and relistic. Don't try tu cor-
recttoom hatonetime. When you have improved in the first
five areas, you can work on five more.

Now, Iook at the first skill you listed. Under that skill, list three
reasons why you are unahle to perform the skill well. For
example, assume you listed, “I can dress properly for a job
interview,” as a skill you doni't have. Under that item, you might
list the following points:

1. I don’t know what type of clothes are appropnate.
2. laon't have much money to spend on clothes.
3. I don't know what clothing styles look best on me.

Next, think of ways to resolve each of the points you listed. Ask
your friends, family, and even your teacher or guidance coun-
selor for theiropinions, too. Open your mind to every possible
way to resolve the points. Write down all the ideas you get. Do
this for each of the points you listed. Here are some ideas to
begin your list for dealing with the first point.
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There are many more suggestions you could add to this list. It
is fun to see how many ideas you can come up with. Also, as
you add to the list, you will see that there are many ways you
can develop skills in the areas y-u listed.

Now, look at the next skill you listed. Repeat the same process
for this and the remaining three skills on your list. When you
arefinished, you will have a plan for developing each of the five
skills you listed.

Use the plan! Think of it as a work list. Try some (or all) of the
solutions you listed. Give yourself a realisticamount of time to
work on each suggestion, but don't allow too much time. Start
today to prepare yourself to meet employer standards.
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Number . Price A B [~ D Ordered Price
COORDINATOR'S RESOURCES .
SP100AA The Connector's Guide $ 3995 1 1 1 1
Introduction to Connections videocassette
SP100AB (1/2-inch VHS) 2500 1 1 1 1
* Career Information in the Classroom 49 00 1 1 F g 2L o
Dignity in the Workplace. A Labor Studies ;
SP100ACO1 Curriculum Guide for Vocational Educators 18 50 1 1
Dignity in the Workplace' A Student's Guide
SP100AC02 to Labor Uniciis 775 1 1
Mational Perspective on Youth Employment
SP100AD videocassette (1/2-inch VHS) 95 00 1 1
EMPLOYER'S CHOICE
Resource Manual (instructor guide and
SP100BAO1 black-line masters) 25 50 1 1
SP100BA02 Instructor Guide (seg.arate) 700 Phanshirad
SP1008B01 Prionities That Count student book 400 1 20
SP1008802 On the Job student book 725 1 20
What Works in the Job Search videocassette
SP100BC (1/2-inch VHS) 75 00 v ]
WORK SKILLS
Resource Manual (instructor guide and
SP100CA01 black-line masters) 29 95 1 1
SP100CA02 Instructor Guide (separate) 475 Yey 5 o
SP100CAG3 Set of 13 Work Skills Modules 3900 1 R prsi
SP100CB01 Crientation to the World of Work (pkg of 5) 15.00 W] 2 pkg ESHE IR pkg
Job Search Skills e %
SP100CB02 Prepare for the Job Search (pkg. of 5) 1500 4:;2% 2 pkg 5%~ 2 pkg
SP100CB03 Search for Available Jobs (pkg of 5) 1500 REEEE|2 pkg@'ﬁ‘?ﬁ 2 pkg
SP100CB04 Apply for Jobs (pkg. of 5) 1500 PEEERE]2 pkg E957E 2 pkg
SP100CB05 Interview for Jobs {pkg. of 5) 1500 FEEREE] 2 pka B8 2 pka
SP100C 306 Handle Job Offers (pkg. of 5) 1500 X2 pkq FARE2 pkg.
Work Maturity Skiils oy Ry
SP100CB07 Present a Positive Image (pkg of 5) 1500 5832 pko B2 pkg
SP100CB08 Exhibit Positive Work Attitudes (pkg. of 5) 1500 [pEaRi]2 pkg Bl peg
SP100CB09 Practice Good Wark Habits (pkg of 5) 1500 EFATE|2 pkg FEa¥s|2 pkg
SP100CB10 Practice Ethical Behavior (, “g. of 5) 1500 Eﬁ"i;’éf_éf: 2 pkg BE¥EC]2 pkg
SP100CB11 Communicate Effectively (pkg. of 5) 1500 52 prg FadE)2 pkg
SP100CB12 Accept Responsibility (pkg. of 5) 1500 M2 pko PERE]2 prg
SP100CB13 Cooperate with Others (pkg. of 5) 1500  KEHIL12 pkg BAIEE:[2 pkg
T
CAREER PASSPORTS SR
SP100DA Career Passport Leader's Guide 950 1 1 1 B
SP100D8B Career Passport Student Workbook (pkg of 10) 19 9€ 1 ea |2 pkg 2 pkg}.~ -
EMPLOYMENT FILE
SP100EAO1 Credentials for Employment (pkg of 20) 1995 1 ea |2 pkg [| pkg |l pkg
SP100EA0D2 Career Portfolio (pkg of 20) 995 1ea|z okg ) pkg |l p*g
5 2 : RSE QP SRS S B Sh N Ea
SP100PR A Connections Professicnal Set—A 3N :
complele set of materials in the package 35000
(1 copy of each product)
'¥\SP1OOSA g Connections Start-Up Program—Inciudes
by the professional set and studert matenals for -
*.\ one class in Employer s Choice. one class n 800 00
5 Work Skills. and one class «n Career Passports :
) and Employment File matenals fur all classes 4
$P100SB C Employer's Choice Sampler— All matenals for C.’ L
conducting a short course or infusion unit on s LT
strategies for meeting employer s hiring and 350 00 iﬁ 1 F
™ retention standards X e
SP100SC D Work Skills Sampler—All matenals for )
“conducting a competency-based instructional
program on job search and retention for 38500 1
studenis with a low reading leve!

NOTE Purchase Options A-D iaciude 25%discount

off individual unit price
Q |donalcopies of thisresource can be obtained
contacting Mer:Gian Education Corporation.
5 East Locusi Street. Bloomington. illinois

v1701.

~
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THE NATIONAL CENTER MISSION STATEMENT

The National Center for Research in Vocational Education's mission is to increase the ability of
diverse agencies, institutions, and organizations to solve educational problems relating to
individual career planning, preparation, ard progression. The National Center fulfills its mission
by:

e Generating knowledge through research

e Developing educational programs and products

¢ Evaluating individual program needs and outcomes

¢ Providing information for national planning and policy

¢ |nstalling educational programs and products

o Operating information systems and services

e Conducting leadership development and training programs

For further information contact

Program Information Office

National Center for Research in Vocational Education
The Ohio State University

1960 Kenny Road

Columbus, Ohio 43210

Telephone: (614) 486-3655 or (800) 848-4815
Cable: CTVOCEDOSU/Columbus, Ohio
Telex: 8104821894




CSU

The Chio State University
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