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Foreword

Improved Career Decision Making in a Changing World (ICDM) is designed to help career
development facilitators and their clients make wise decisions as participants in a labor market that
is characterized by economic, demographic and technological change. As the United States
approaches the year 2000, an older and more socially diverse work force must produce, trade and
prosper in a global economy that is technologically advancing at a rapid pace. People of all colors,
ages and cultures are seeking roles in the changing wor,. of work--where and how do they fit into
this modern mosaic of production and distribution?

The purpose of the Improved Career Decision Making in ¢ Changing World Program is to help people
find answers to career-related questions through the use of labor market information (LMI). The
need for the answers--information--is greater today than ever before as more preparation is needed
and competition becomes keener for the better jobs. We also move around more within the labor
market. Most workers can expect to change jobs more than half a dozen times during their lives, We
need information more than ever, but there is so much Isbor market information in today's
*Informstion Age” that it is difficult for the average person to locate, sift through and interpret it to
make intelligent career decisions.

The professionals to whom we often turn, career development facilitators, play a key role in <2reer
decision m king and specifically, in the information-seeking process. They need to know how r1elp
their clients find information, process it and use it effectively. The goal of the ICDM Progran: is to
train career development facilitators to help their clients use labor market information to make
thoughtful, responsible and enlightened decisions about occupations and careers.

Is helping clients in their career development and decision making important work? We certainly
think so. Choosing one’s career is no longer an isolated incidence that can be left to chance
circumstances. Our work is too important; it is central to our iives; we are often identified by what
we do. If we are happy, satisfied, and fulfilled in our work roles, these elements spill into our
personal lives.

To provide our citizens with this important occupational and career information, the National
Occupational Informational Coordinating Committee (NOICC) and the State Occupational Information
Coordinating Committees (SOICCs) have accepted the mission to train career development facilitators
to help their clients use labor market information. NOICC has sponsored the Improved Career
Decision Making (ICDM) Program through cooperating SOICCs since 1981 and to date has trained
over 30,000 career development facilitators. The training is provided through ICDM curriculum
materials and workshops organized by the SOICCs with funding assistance from NOICC.

The ICDM Trainer’s Guide and Participant Resource Guide are revisions of the original training
materials, Using Labor Market Information in Career Exploration and Decision Making, published in
1986. This newer version is competency-based, using the counselor/staff competencies listed in the
National Career Development Guidelines, also a NOICC Project. This ICDM curriculum is designed
to be user-friendly. It can serve ali population groups and it can be delivered in a variety of training
modes and circumstances. It truly represents what is needed for Improved Career Decision Making
in a Cranging World.

In closing, I want to acknowledge the contributions of Roger Lambert and Judith Ettinger from the
Vocational Studies Center at the University of Wisconsin, Maile Pa’siani, the Wisconsin SOICC
Director, Walton Webb and Valerie Lloyd from the NOICC Office ~nd the reviewers who took the
time to contribute their expertise to the development of this publication.

Juliette Lester
Executive Director
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Module 1

Introduction

| )

National Career Development Guidelines-Counselor Competencies

Skills to assist individuals in setting goals and identifying strategies for
reaching goals.

Knowledge of changes taking place in the economy, society, and job market.

Knowledge of education, training, employment trends, labor market, and
career sources,
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Introduction
Module 1

Introduction

“Hi, I'm Jane Cruz.”

"Well, it’s nice to meet you, Jane, I'm Tom Chen."”

"You look familiar, Tom. I know I've seen you before. Do you work in
this area?”

In many first time meetings such as this, the work we do is often our
most descriptive label. How do we choose our work roles? Did she
aspire to be in sales? Did he choose to become a nurse? How are these
choices made? Are they the result of long-term planning or do we more
frequently just stumble into the first job available upon graduation?

The decisions we make about our careers throughout our lives are
crucial to our well-being. Yet, despite the importance of a career, the
1989 Gallup Survey found that less than half of today’s adults made a
conscious and informed career choice. Instead, chance and environment
played an important role.

O Took iy svailadle job

£2 Dan't know/Net sre

alup Surepy, 1208

Figure 1.1

Career decision making is a complex process. During this process,
clients typically analyze their personal traits, backgrounds and
interests. One step in this process is to relate self-knowledge to the
available opportunities in the world of work. Yet, because we are faced
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with a broad, rapidly changing spectrum of careers, we cannot assume
a client or student will have the skills to locate, use and evaluate the
most up-to-date and valid information effectively. Most people need
"handles" to bring some order to the resources that help them. Some
clients are capable of researching and using the available information
to make good decisions; others may need help in locating and evaluating
information to answer their questions. The Improved Career Decision
Making training program will teach you about available resources that
contain answers to many of these questions. This inservice program is
designed to help you find, interpret and use career and labor market
information with your clients.

The goals of the program are:

Goals of the
ICDM Program

Train career development facilitators to help
students and clients:

1. Understand labor market information,
2.Use information to make career decisions,
3. Improve decision making skills, and

4. Develop an sction plan to make more

effective use of information in career
decision ;naking.

Figure 1.2

Career Decision Making and the Role of Information

What can a career development facilitator do to enable clients and
students to make effective decisions? The National Career Development
Guidelines, developed by the National Occupational Information
Coordinating Committee, define competencies for staff who deliver
career guidance and counseling programs,

ICDM 1-2
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Counseling

information

Individual and Group
Assessment

ICDM
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National Career
Development Guidelines

ddeddmaﬁns
of role relationships to facilitate personal, family, and carcer
Km dmmmmmmmm
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Skills Wnd assist
sm::mwmm : Jvupmeﬁqw:niqmto
ém

making, such as A and finances.
Skills to assist individuals in changing biased that stereotype others by
gender, race, and culture.
Skills to assist in uaderstanding the relationship betwees interpersonal

Skills to assist individuals in setting goals and identifying strategies for reaching

goals,
smzomwhm&mmmmmmm
career

decisions.
Skiils to assist individuals in preparing for multiple roles throughout their lives.

Knowledge of changes in the economy, socicty, and job market.
Knowledgeofeduunon, employment trends, labor market, and career

Knowkdpdbnkmptsrdatedtowmmhgsuchasweer
development, career progression, and carcer patterns.
mebdgeofthechmmrdumdmmeumpaumwk,fmny.

Knowledgeofmﬁoymcminfwm&ﬁonndw materials.

anhdpdmpbymmnMedWmdu laws, licensing,
credentialing, and certification.
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Knowledge of federal and state legislation that may influence caseer development
programs.

Skills to use career development resources and techniques designed for specific

oups.

Skills to use computer-based career information systems.

Knowledge of assessment techniques and measures of skills, abilities, aptitudes,
interests, values, and

Shﬂstondemfyassemm resours s appropriate for specific situations and

Sh&toevdmmmmmmmndwchﬁqmnhwdwmm their validity,

reliability, andrelatmhpstomcc,mder,age,mdethnknymbe
determined.

Skills to administer, isterpret, and assessment data in relation to the
career development needs of the individual,
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Management and
Administration

Implementation

Consuitation

Specific Populations

ICDM

National Career Development Guidelines cotinued

Knowledge of program designs that can be used in organizing career
development

of needs assessment techniques and practices.
Ksowiedge of management concepts, leadership styles, and techniques to implement

change.
Skmswmngecﬁmdarwdawhmm
Skills to identify competeacies for effective career ent programs.
Skills to prepare proposals, budgets, and timelines for career ent

Skills to identify, develop, and use record keeping methods.
Skills to design, conduct, analyze, and report the assessment of individual and
Program outcomes.

Knowledge of barriers affecting the implementation of career development

programs.
Skills to implement individual and group programs in a variety of areas such as
assessment decision making, job secking, carcer information and career

counseling.
Skills to implement public relations efforts which promote career development
IO .I. m -
Skills to establish linkage: with community-based organizations.

Knowledge of consulting strategies and consulting models.

Skills to assist staff in understanding how to incorporate career development
concepts ioto their offerings to program participants.

Skills to consult with influential parties such as employers, community groups and
the general public.

Skills to convey program goals and achievements to legislators, professional groups,
and other key leaders.

Knowledge of differing cultural values and their relationship to work values.

Knowledge of unique carcer planning needs of minorities, women, the handicapped,
and older persons,

Knowleh_;eof;l;:naﬁwapproachestocmex planaing needs for individuals with

specific n

Skills to identify community resources and establish linkages to assist adults with
specific needs.

Skills to find 3 iate methods or resources to communicate with limited English
proficient mm
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The Guidelines also include student competencies.

Career Dovelopment Competencies by Area and Level
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Figure 1.4

To master these competencies, a variety of self-awareness activities are
completed. The next step is to relate self-knowledge to the many
available careers.

According to Meyer (1988), the glut of information prohibits us from
stopping once we locate the information. Information only has meaning
if it is evaluated in light of what individuals know about themselves.
Ensuring that it is collected in a manner that best serves the individual
is the critical step. First, it is important for those seeking career
information to sort out th relevant from the irrelevant. Second, as

ICDM 1-8
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facilitators, we need to monitor the process of collection. Third, the
information needs to be processed as it is collectedso:tbeoomespartof
the decision about to be made. Fourth, the results of this processing
need to be understood and integrated by the individual.

To illustrate, a student may be considering a career as a tobacco grower.
The student wants to know what the job will entail. What will I do on
the job? What will my income be? What kind of training do I need?
The ICDM training program will teach you about available resources
that contain answers to many of these questions.

Sample Questions to
Ask of Information:

1. How will consumer behavior affoct opportunities?

2. What public policies will impinge on this carcer?

3. How many workers are already in this Seld?

4, How many nsw workers will be nocded in the fune?
$. Whero wouid [ have to Hive to work in this occupation?
& What will my work environment be like?

7. How will technology change the industry?

Figure 1.5

What Is Career and Labor Market Information?

It is information about jobs, workers, the work place and the
preparation needed to work. It is readily available to the public through
career information delivery systems (CIDS), printed materials,
computer-based systems, videotapes, microfiche, current periodicals.
newspapers and books.

A Changing Work Place

It is important for career development facilitators not only to
understand the information about occupations but also to have
knowledge about the broader issues that result in fluctuations in our
social, political and economic systems, as well as changes in the
occupational structures. For examjle, the composition of today’s labor
market has continued to change as the population shifts and our

economy changes.
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The Middle Aging of the Workforce

1970

115,460,000

0O 18-34 W 3s-54 2 s55.

Percent Change In Population: 1880 - 2000

] -0.3% 22.4%

oﬂ.ﬂ

Figure 1.6

Another way to illustrate the importance of decision making is by
examining our national priority for informed and skilled workers. They
need basic skills, career education, and an understanding of the

changing world of work.

Conclusion

The wealth of information may seem intimidating and the process for
incorporating this information into career decision making may seem
overwhelming. This inservice program, Improved Career Decision
Making in a Changing World, will help you understand where to find
information, how to make effective use of information and how to
continually update your skills and knowledge through readily available
resources.
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The Action Plan

National Career Development Guidelines-Counselor Competencies

Skills to use career development resources and techniques designed for
specific groups.

Skills to implement individual and group programs in a variety of areas
such as assessment, decision making, job seeking, career information
and career counseling.

Skills to assist individuals in setting goals and identifying strategies for
reaching goals.

I




The Action Plan

Nothing is more terrible than activity without insight.”
Thomas Carlyls, 1795-31.

Change: A Personal Challenge

Most of us have heard the familiar saying, "There are people who make
things happen, people who watch things happen, and people who wonder
what happened.” From personal experience, we admire people who
“make things happen.” Through our own efforts, however, we realize
how hard it is to take action and make changes in our lives. We
recognize what it takes to accomplish our goals—-motivation, hard work,
;leterminaﬁon, tenacity, support from others, and sometimes, just plain
uck.

Despite the personal sacrifices that may be required, many of us do
want to change or improve certain aspects of our personal lives or work
gituations. We are motivated to make changes when we are exposed to
new concepts and ideas that can improve or enrich our lives. As a result
of these influences, we are charged with a mental and physical energy
to change our behavior in some way--to quit smoking, to lose weight, to
take a course in speed reading, or to develop a new program to better
meet the needs of our students. Unfortunately, our motivation to act
often withers, wanes and gradually subsides, due to factors such as the
time needed to achieve change, the people who may be standing in the
way, the money to implement our plans, the personal discipline that is
necessary, or simply the pressures of daily life.

Needed: A Road Map

What is often missing is a "road map” to reach our destination. By
studying persons who have achieved, psychologists have discovered that
they have two common characteristics:

1. they set goals for themselves; and
2. they write them down.

In other words, they have plans of action, which serve as detailed road
maps to their goals. The purpose of this section is to help you develop
your own road maps, or Action Plans, of professional growth as a career
developnient facilitator.
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Some Barriers To Change

What prevents us from applying what we have learned? There are three
distinct types of barriers that prevent the transfer of skills from an
inservice program to the work site:

* The participant. Because of personal standards and ideas about
how career facilitating should be accomplished, the participant
may reject the values and concepts in the training course. Or,
the participant may lack the confidence to use or apply the new
skills developed during the training.

* The participant’s supervisor. The supervisor may not
encourage the participant to use the new skills or may not
support the participant who applies what has been learned.

* The organization, The participant’s new skills may not be
accepted in the work environment due to time constraints, pay
structures, incompatible office policies and procedures, or the lack
of authority to act.

Overcoming Barriers: A Training Approach

To prevent these barriers from occurring, a comprehensive plan of action
should be initiated before the training begins. We suggest the following
approach:

Step 1.
The participant and supervisor develop mutual training
ohjectives.

Your supervisor can work cooperatively with you by communicating
hig/her needs. The supervisor who has a voice in defining the skills
that are needed will take a greater interest in the outcome of the

training.
An ex:ample of a mutual objective might be:
To develop stronger ties between the school and the business

community in order to place more students in work experience or
internship programs.

ICDM Action Plan-2
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Step 2.
Participant lists pre-training cbjectives.

Your first task in the training session is to outline what you wish to
gain from the inservice. This enables the trainer to better meet your
needs. Your objectives will be translated into an Action Plan at che
conclusion of the training session. This Action Plan will contain
activities and tasks to be completed back at yvour work site. A form
for this purpose, "Program Hopes and Personal Change,” is included
in your guide.

An example of a participant objective might be:

To become skilled in how to access locai labor market information
to better advise students who wish to work in the community.

Step 3.
The training instills confidence in the participant.

In order to instill confidence, most modules will incorporate hands-
on, work-related activities to de.elop your skills in the use of labor
market information. A written form, the "Daily Planner” can be
found in the guide. It is important that you take at least five minutes
to fill in the "Daily Planner” at the conclusion of each training
module.

An example of a practical training activity might be:

Role playing a career counseling session Juring which the
counselor is showing the client how to scan and evaluate the belp
wanted ads in a newspaper to gain a broader understanding of
the local labor market.

Step 4.
The training enables the participant to des¢ op a svpportive
network.

Your work site may need to be modified in order to accomplish
training goals. These modifications become components of your

Action Plan.
An example of a training activity to enable the participant to develop
a peer network would be:

ICDM Action Plan-3
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A brainstorming session on how to develop ties between the
school and the business community that results in the formation

of interest or support groups among the participants that would
continue beyond the training session.

Step 6.
An Action Plan is completed at the conclusion of training.

Your concluding activity will be the formulation of your plan of
action. A two page worksheet, "My Action Plan,” will help you
create a specific outline with details, such as the resources needed
and time frames required. When writing the plan, it is important
that you consider the factors that will enable you to reach the Action
Plan goals, as well as the obstacles that must be overcome. By doing
80, you can develop realistic strategies to reach your objectives.

After the Action Plan has been completed, you will have time to
discuss the plan with fellow trainees. Research has shown that
group discussion is very valuable; the “talking it over” process
creates a bond between you and your plan of action.

As a result of this training in Improved Career Decision Making
(ICDM), you will be better informed about how the labor market
works. You will develop skills in maintaining up-to-date information
about its fluctuations and changes. You can utilize these skills by
integrating information resources into your career counseling. It is
critical that the skills developed during your {raining be transferred
to the work place. By applying what you have learned, you can help
your clients make the best possible career choices.

Your Action Plan is the culmination of the training session.
Once you have achieved your training objectives, an Action
Plan needs to be developed as a mechanism to assist you in
making the important transfer of skills from the training
session t0 your work environment.

It’s Easy!

The creation of an Action Plan should not be intimidating, because the
framework for your plan already exists. You have been formulating
your plans from the very beginning of your training when you listed
your hopes for the program and possibilities for change on "Program

Hopes and Personal Change." During training, you have gradually
added pieces to your plan. A review of your notes from each training
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module will reveal this information on your "Daily Planner.” Your final
Action Plan will combine:

* your original objectives as stated in "Program Hopes and Personal
Change," :

» the actions listed in the last column of your module notes from
your "Daily Planner,” and

e any additional goals you wish to set for yourself and your
organization.

A systematic approach to writing your plan is outlined on "My Action
Plan.” Once formulated, the Action Plan becomes a self-pledge; it is a
commitment to engage in new behaviors as individuals and
organizations as a result of the training.

The plan itself should be simple, realistic, and measurable. The
plan defines what you want to do, how and when you will do it, what
help you will need, and how you will measure what you have
accomplished. An example can be found on the following pages.
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Example Of An Action Plan

As a result of my training I plan to:

* got up & resource center called "Jobs in River City,” with
information on local employment opportunities; .

* become active in the Chamber of Commerce in order to establish
ties with community businesspersons; and

» work with other facilitators to establish a work study partnership
between my organization or school and a local business or

industry.

To illustrate the complete Action Plan process that is outlined on the
participant’s worksheet, we will use the first goal, setting up a
resource center on local employment opportunities, as an
example. Some of the services this center might provide would be:

e a Career Information Delivery System (CIDS) for career
exploration and information;

* Federal, state, and local labor market information publications,
such as the Dictionary of Occupational Titles (DOT), Standard
Occupational Classification (SOC), Occupational Outlook
Handbook (OOH), Occupational Outlook Quarterly (00Q),
Standard Industrial Classification (SIC), local newsletters, etc.;

* alist of the major employers in the community, with descriptions
of their businesses or industries and the principal occupations
found within them;

* telephone numbers of personal contacts that may be helpful, e.g.,
job telephone lines, human resource departments of governmental
agencies and large employers, Job Service and JTPA contacts,
private employment agencies, etc.;

* g chart showing thc major occupational classifications within the
local labor market, with information on qualifications, wages,
hours and conditions of employment;

* cost of living information for River City: food, utilities, housing,
etc.;

* information on tax deductions taken from paychecks, employee
benefits and legal rights;

» a map showing where major employers are located, along with
local public transportation services and schedules;

* video/audio tapes of local employers describing the qualifications
they are seeking in prospective employees;
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a listing of postsecondary educational and training institutions,
with catalogs of their offerings;

a job bulletin board taken from the listings in the local newspaper
or Job Service Office;
aﬁleofjobposﬁnpﬁvmpublicinsﬁhxﬁonsandanyotherlarge
employers within the city;

instructions for resume and cover letter writing; files of sample
resumes and introduction letters;

samples of common job application forms used by major
employers in the area with instructions to follow; and

a sign-up sheet for personal counseling services.

Withthisgoalinmind,aJobsinRiverCityResoumCenter, "My
Action Plan" could be outlined in the follewing way on the worksheet:

1 Defining my concern

A.

ICDM

I have carefully reviewed my professional environment; the area
that 1 would like to see improved relates to the lack of
information our students have about job opportunities in River
City.

1 am concerned about this situation because:

1. many of our students wish to remain in River City and will be
seeking work in this area;

2. nationai and state labor market information does not always
apply to conditions in River City; and

3. our students lack job search skills.

The major facts that relate to this situation are:

1, Eilxty percent of our high school graduates remain in River

ity;

2. fifty percent have completed their education; they will not go
on to a postsecondary program; they will be looking for work
in River City;

3. students need information about where they can find work
and how to get it;

4. "Education for Employment” is a goal of our school district;
and

5. my principal supports school-wide efforts to educate for
employment.

Action Plan-7
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I1. Seeking a solution

A.

ICDM

The elements of my situation most amenable to change are:

1. having the cooperation of most teachers and the school

. administration in setting up a Jobs Resource Center;

2. leammgaboutthehbormarkatm&m(}ity,themby
improving my career counseling skills; and

3. the frustration expressed by students looking for work; they
have a need for a Jobs Resource Center.

. The elements of my situation least amenable to change are:

1. the limited availability of time to set up the Center: finding
materials, interviewing employers, developing handouts, etc.;

2. finding money in our budget to purchase some of the
publications and computer software that would enhance the
Resource Center;

3. convincing all staff members to support and contribute to the
Resource Center; and

4. assuring that all students have access to the Resource Center.

. I would use these indicators to comsider my concerns to be

satisfactorily resolved:

1. the completion of 8 Resou.ce Center within three months;

2. the Resource Center will be used by at least 60% of the
student body before the end of the school year as determined
by a record keeping procedure;

3. students, staff members and administrators who use the
Center will complete written evaluations of its effectiveness;
and

4, the Center will establish working relationships with private
and public employment agencies, such Job Service and JTPA;

5. the evaluations of the Center will be wused to
improve its future content and operation.

. The forces that I see as unfavorable to (or blocking) the hoped-for

change are:
1. coworkers who may not approve of the time that I will be
spending to set up the Center;

2. teachers who may be unwilling to allow their students class
time to use the Jobs Resource Center;

Action Plan-8
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3.

4.

Db DN

1ncal businesses and industries that may be uncooperative;
ana
ahckofswdentawarenessastohowtheCenmcanhelp
them.

_ The forces I see as favoring (supporting) the change are:

students looking for work;

the school district administration;

the library director;

special education teachers;

parents; and

local employers who envision the value of the Center.

_ The solution I see to my concern is:

to wo: ¥ closely with those persons who will support my efforts
to establish the Center;

to communicate frequently with persons who may oppose or
resent my efforts in order to address their concerns and enlist
their support and cooperation;

to involve local business people in the planning of the Center;
and

to askmyprincipaltoappointanadhocadvisoryeommittee
composed of teachers, parents and local business people to
assist in the planning and development of the Center.

III. An Action Plan to implement my solution

A. I see the time frame for the plan to be gperative as follows:

1.
2.

3.

Center established in three months;

student, staff and administrative evaluations of the Center in
nine months; and

Center revisions in twelve months.

B. I will need the assistance of these individuals to implement my
plan:

ICDM

Name: Principal Sam Martinez
About: Administrative and financial support of the Center

Name: Library Director Helen Han
About: Help in finding information resources

Action Plan-9
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Name:
About:

Name:
About:

Chamber of Commerce President Sue Young
Getting cooperation from local businesses

English teacher Michael Feldman
Sample resumes, cover letters and job applications

C. I will need to communicate the plan to:

Name:
About:

Name:
About:

Name:
About:

Name:
About:

Sta¥ members, administrators and students
Purpose/design/time frame for the Center

Local employers
The purpose of the Center; their employment needs

Parents of students
How the Center can help their child

Members of my own department
Duties, responsibilities, time frames, etc.

D. Iintend to follow up and evaluate the success of my plan by doing
the following:

1. reviewing, tabulating and analyzing the evaluations of the
Jobs Resource Center completed by the students, staff and
administration by the end of the school year;

2. using the findings from the evaluations to set goals to improve
the Center during the following school year; and

3. communicating these future plans to students, staff and
administration,

Conclusion

As you can see by this example, your Action Plan can be a powerful
instrument of change. Your plan outlines your goals and develops
strategies to achieve, monitor and refine them. Itis truly amazing what
people can accomplish by simply setting realistic goals and writing them

down.
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First Component of Action Plan for.

Program Hopes and Personal Change

1. My hopes and expectations for this training are. . .

2. i my supervisors could have a goal for this training, they would want me to. . .

3. If my peers or associates could have a goal for this training, they would want me to. .

4. If the individuals that | supervise could have a goal for this training, they would want
meto. ..

Adapted from The Winning Trainer, J.E. Eitington, Gulf Publishing Co., Houston, TX, 1980
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Second Component of Action Plan for

Directions: Notes should be taken by the participant on this worksheet at the end of each training session (allow 5 minutes).
When the training is concluded this Planner is used to create the Action Plan.

g Daily Planner |
Key Points of Module | Key Points Related to My Needs| Action | intend to Take
Module 1
Module 2
Module 3
Module 4
Module 5
Module 6
Module 7
g: Module 8
5
-0 Module 9
5
< Module 10

N Adapted from The Winning Trainer, J.E. Eitington, Gult Publishing Co., Houston, TX, 1@?.
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Action Plan
Developing an Action Plan

I. Purpose

The final phase of this program is designed to give you an opportunity to apply the
concepts and skills that you have leamed to an actual on-the-job concern of your choice.
This should provide real and lasting meaning to your training experience. It will also
provide you with a maximum retum from your investment of time and effort in the training
session.

il. Procedure

A. Select atopic about which you have agenuine concem; that is, an area that requires
some worthwhile improvement or remedial action. The corcarn may relate to
management, an operational matter, an administrative change, a plan for self-
improvement, an improvement n relations with others (supervisors, coworkers), etc.
it may involve overcoming a deficiency or meeting a new chaiienge or opportunity.
You alnne know where a real need for change or betterment exists.

B. Individual work (20 minutes): Use the three-part Action Pian Workshest to help you
work through the details of your problem-solving activity.

C. Small group work (30 minutes): You will be assigned to a team of three (two other
participants who share your concerns and yourself). Each of you will have the
opportunity to present your concem and plan for action to the other two members for
review, critique, feedback, and counsel. Each presenter will have ten minutes to
secure help from the other two participants. Although this is your concem, objective
"outsiders” can be of real help, because they may see things you might have
overiooked. Feedback from yourteammates will sharpenthe issues for you and help
you think through the steps outlined in your action plan.

Adapted from The Winning Trainer, J.E. ERington, Gulf Publishing Co., Houston, TX, 1990
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Actlon Pian of

My Action Plan

. Defining my concerns

1. 1have carefully reviewed my "back-home" situation, and the area | would
like to see improved relates to. . .

2. | am concemed about this situation becauss. . .

3. The major facts that relate to this situation are. . .

Il. Seeking a solution

1. The elements of my situation most amenable to change are. . .

2. The elements of my situation least amenable to change are. . .

3. 1 would use these indicators to consider my concerns to be satistactorily resoived.

4. The forces that | see as unfavorable to (blocking) the hoped-for change are. . .

5. The solutions | see to my concems are. . .

6. The major facts that reiate {0 my concern are. . .

Adapted from The Winning Traines, J.E. Eitington, Gulf Publishing Co., Houston, TX, 1990
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Action Pisn

My Action Plan cont.

l1l. An sction plan to implement my solution

1. | see the time frame for my pian to be operative as follows:

2. 1 will need the assistunce of these individuals to implement my plan:

Name: about:
Name: about:
Name: about:
Name: about:

3. | will need to communicate the plan to:

Name: about:
Name: about:
Name: about:
Name: about:

4. |intend to follow up and evaluate the success of my plan by doing the following:

Action taken: Date:
Action taken: Date:
Action taken: Date:
Action taken: Date:

Adapted from The Winning Trainer, J.E. Eitington, Gulf Publishing Co., Houston, TX, 1880
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Action Plan

My Action Plan cont.

1. An action pian to implement my solution
1. | see the time frame for my plan to be operative as follows:

2. 1 will need the assistance of these individuals to implement my plan:

Name: about:
Name: about:
Name: about:
Name: about:

3. | will need to communicate the plan to:

Name: about:
Name: about:
Name: about:
Name: about:

4. lintend to follow up and evaluate the success of my plan by doing the following:

Action taken: Date:
Action taken: Date:
Action taken: Date:
Action taken: Date:

Adapted from The Winning Trainer, J.E. Eitington, Gulf Publishing Co., Houston, TX, 1690
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Module 2

Definitions of Terms and
Concepts Related to Career
Development and Labor
Market Information

National Career Development Guidelines-Counselor Competencies

Knowledge of educa:ion, training, employment trends, labor market, and
career resources.

Knowledge of employment information and career planning materials.

:
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Definitions of Terms and Concepts
Related to Career Development and
Labor Market Information

Module 2

Terms and Concepts Related to Career Development

Career

Career is a life style concept that involves a sequence of work or
leisure activities in which one engages throughout a lifetime.
Careers are unique to each person and are dynamic, unfolding
throughout life. They include not only occupations but pre-vocational
and postvocational concerns as well as how persons integrate their
work life with their other life roles. (Herr and Cramer, 1984)

Job
A group of similar, paid positions requiring some similar attributes
in a single organization. (Super, 1976)

Work

Conscious effort, other than that having as its primary purpose
either coping or relaxation, aimed at producing benefits for oneself
and/or oheself and others. (Hoyt, 1991)

Occupation
A group of eimilar jobs found in different industries or organizations.
(Herr and Cramer, 1984)

Skill
An attribute required of the worker in order to complete a work task.
(Jepsen, 1991)

Task
An element of work to be completed. (Jepsen, 1991)

Career Development
The total constellation of psychological, sociological, educational,

phyzical, ecgnomic, and chance factors that combine to shape the
career of any given individual. (Splete, 1978)

ICDM 2-1
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Career Decision Making
The following steps constitute the decision making process:

determine the concern to be acted upon,
project possible alternative actions,
review possible consequences of each alternative action,
choose the best alternative at this time,
decide how and when to implement the alternative,
implement it,
evaluate the results of the action, and
determine whether a related decision needs to be made now or
if further planning is needed.

(Splete, 1978)

Career Guidance

A systematic program of coordinated information and experiences
designed to facilitate individual career development and, more
specifically, career management. (Herr and Cramer, 1984)

Career Education

The totality of experiences by which persons acquire knowledge and
attitudes about self and work, and the skills by which to identify,
choose, plan and prepare for work and other life options. (Herr and
Cramer, 1984)

Developmental Guidance

Developmental Guidance is based on the premise that as children
and adults mature, they pass through various developmental stages
vital to their growth. Programs that systematically address the
learning, personal/social, and career development needs of all
individuals are the basis for this preventative approach to counseling
and guidance. (Wilson, 1986)

National Career Development Guidelines

The National Career Development Guidelines are based on
developmental guidance concepts and as a result are preventative,
goal oriented and proactive in nature. (NOICC, 1989)

They reflect the national movement to improve career guidance and

counseling programs throughout the life span and to support
standard-setting efforts which:
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increase the understanding of lifelong career development

needs, based on the conceptual framework of developmental

guidancs,

* expand the definitions of comprehensive career guidance and
counseling programs,

* emphasize competency-based education and training,

* support program accountability efforts,

* heighten interest in achieving professional consensus on
program guidelines and standards,

* renew legislative support for career guidance and counseling
programs, and

* increase emphasis on certification of counselors, including

career specialization.
(See Figures 1.2 and 1.3 for a listing of the Guidelines.’

Major components addressed in the Guidelines include:

* Student Competencies and Indicators. Guidelines for
the outcomes of career guidance and counseling programs
are the basis for program development. The competencies
are stated as broad goals. The indicators describe specific
attitudes, knowledge and skills related to career
development. They are divided into five sequential levels:
elementary, middle or junior high school, high school,
young adult and adult. They are organized into three
broad areas: self-knowledge, educational and occupational
exploration, and career planning.

* Institutional Capabilities. This section provides a
statement of the necessary commitment, structure, and
support required for effective career guidance and
counseling programs including administrative
commitments, physical facilities, and supportive niaterials.

* Personnel Requirements and Counselor
Competencies. This section provid  description of the
roles of various staff members as well as specific
competencies needed by counselors to deliver career

guidance and counseling programs.

A basic understanding of the key concepts, vocabulary and measures of
labor market information is essential to its effective use.

For those engaged in education, counseling, job development and job
placement, an understanding of how to use labor market information
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effectively in career decision making is critical. Although one might not
want, or necessarily need, technical knowledge of numbers and
statistics, knowing the terms and concepts will help explain information
found in the lay press or in technical reports.

What Is a Labor Market?

Labor markets bring together buyers and sellers seeking to exchange
one thing of value for another. Sellers are individuals seeking work,
and buyers are employers offering wages and other benefits in exchange
for work., Through the operation of the market, employers obtain the
labor needed to transform raw materials into goods and services, and
workers earn an income to support themselves and others.

Labor markets are dynamic and constantly changing. They tend to be
more complicated than other kinds of markets. There are many
interacting varisbles that influence supply and demand in & labor
market. The commodity being sold, the labor supply, is controlled by
human beings with individual values and abilities who are free to make
choices about education, training, occupation and geographical location.
Moreover, workers can even choose to work for themselves and become
their own employers.

Wkat Is Labor Market Information?

Labor market information (LMI) is systematized data, produced on a
regular basis, about employment, unemployment, jobs and workers. It
includes information about people, jobs and employers.

Although many people may think of LMI as only basic employment and
unemployment statistics, labor market information is, in fact, a wide
array of employment related data on economic conditions and labor force
characteristics, such as population, education, income, occupational
descriptions and employment conditions.

Who Uses Labor Market Information?

The interpretation of labor market information contributes to the
development of public policies and programs. Educators and students
need data on occupational outlooks to make sound decisions about
programs of study and careers. Young people need information about
occupational descriptions, educational requirements, wages, and the
employment outlook to make choices about careers and training.

Managers of job training and retraining programs need labor market
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information to identify those most in need of training programs, to
develop new curricula for vocational training, to design and implement
appropriate programs and to place graduates in jobs. Employers use
labor market information to set wages, design working conditions and
evaluate alternative business opportunities.

Who Collects Labor Market Information?

The federal government is responsible for developing, maintaining and
reporting labor market information and information about the nation’s
economy. The states collect this raw data for the federal government.

Several federal agencies are involved in the collection effort. They play
a major role in data development by specifying a common methodology
for data collection, processing and reporting that results in standard
data available for each state. The major agencies are:

¢ The U.S. Bureau of Labor Statistics (BLS) collects and issues
statistics on labor market conditions and social trends that affect
the demand for iabor. BLS is responsible for the methodology
and procedures used by state agencies to collect data on the labor
force.

e The U.S. Bureau of the Census collects a wide range of
demographic, social and economic data. The Census also collects
national, state and local data to describe the size, characteristics
and status of the labor force.

* The U.8. Office of Educational Research collects and
disseminates information about educational institutions, levels of
enrollment, basic literacy skills attainment and information about
school leavers.

¢ The U8, Office of Vocational and Adult Education {OVAE)
sets standards for spending federal vocational education funds.
The planning requirements issued by the OVAE have a
significant impact on the kinds of occupational information
needed for vocational planning.

47

2-5



ICDM

Defining the Labor Force

LABOR FORCE CONCEPTS
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Figure 2.1

Civilian Noninstitutional Population

This group consists of all persons 16 years of age and older who are
not members of the resident armed forces and who do not reside in
institutions, such as nursing homes, prisons or mental hospitals.
This is the group from which potential workers are available.

Civilian Labor Force and Labor Force Participation Rate

The group consist of the total number of civilians who are employed
and unemployed. It does not include those persons employed by the
armed forces. The proportion of the total civilian noninstitutional
population, or of a demographic subgroup of that population
classified as "in the labor force,” is known as the labor force

participation rate.

Employed
The BLS definition for employed are those people who:

i

* worked for pay or profit at any time during the payroll period
which included the 12th day of the month;

* held jobs, but were temporarily absent from them for such
reasons as a vacation, weather, personal illness or an
industrial dispute; or

* worked without pay in a family-owned business for 15 or more
hours.
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The number of employed are estimated monthly through the Current
Population Survey. The employed group includes three sub-groups
of workers, wage and salary workers, self-employed workers and
unpaid family workers. :

» Wage and salary workers - People who work for wages,
salaries, commissions, tips or pay in kind from a private
employer, a non-profit employer or & governmental unit.
Nonfarm wage and salary workers make up the major portion
of this category.

o Self-employed workers - People who work for_profit or fees in
their own business, profession or trade, or who operate a farm.

* Unpaid family worker - Persons who work without pay for at
least 15 hours a week on a farm or in a business operated by
a household member who is related by birth or marriage.

Full-Time Employed
These are people who are employed 35 hours or more per week.

Part-Time Employed

These are people who are employed less than 35 hour a week. Part-
time workers are further broken down into two groups: those who
mpart-ﬁmebychoiee,andthmwhoarepartﬁmeforecononﬁc
reasons. The economic reasons include slack work, material
shortagasandtheinabilitytoﬁndaﬁm-ﬁmejob. Some of these
people are referred to as the "underemployed”.

Unemployed
This group is defined by BLS as those persons who meet the
following criteria:

o performed no work at all for pay or profit in the week of the
12th of the month;

¢ looked for a job at some point in the past four weeks; and

» were available for work in the survey week.

These people represent an unutilized but available labor supply.

Out of the Labor Force

This is a residual category of persons who are neither employed nor
unemployed. These include people who are enrolled in school, those
with family care responsibilities, persons with disabilities and those
who are retired. Many of these people may move into and out of the
labor force as economic or personal conditions warrant.
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Want a Job

These tend to be the people who want a job, but who are not actively

looking because they perceive there are no jobs available, or believe

they are not skilled ~They are sometimes thought of as
"discouraged.” This category may also include persons who want a

job, but are not highly marketable, such as those lacking skills or

who are differently abled.

Hidden Unemployment

These are discouraged workers, who for a variety of reasons think
they cannot find work and sooner or later cease looking. Example:
Unskilled workers in the ghettos of many large cities who, lacking
education and/or transportation, often cannot find jobs and become
resigned to life on the streets or on welfare.

Underemployment

This occurs when a worker is either overqualified for a job or works
fewer hours than desired. Example: A college graduate in
microbiology who can find no work in his/her field and ends up asa
clerk in a department store.

Do Not Want a Job ,
These are people who have other responsibilities, such as schooling

or caring for family members, as well as those persons who have
already retired.

Frictional Unemployment, usually for a short duration, is caused
when people are between jobs. Example: A waitress who quits a job
to look for a position that offers better wages.

Structural Unemployment arises when there is a job skill
mismatch such that the skills workers possess are not those that
employers require. Example: A football player who has been
released and who has no other job skills on which to rely.

Seasonal Unemployment is created when jobs are available for
only a portion of the year. Example: Migrant workers who "follow
the harvest” of various crops, but who have little chance of working
in the colder months.

Cyclical Unemployment is caused by boom and bust cycles in the
economy. Example: Oii field workers who enjoy plentiful and
lucrative work when the price of oil is up and suffer economic
setbacks as the price drops.
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Unemployment Rate represents the number of unemployed as a
percent of the labor force. The seasonally adjusted unemployment
rate eliminates the influence of regularly recurring seasonal
fluctuations which can be ascribed to weather, crop-growing cycles,
holidays, vacations, regular industry model changeover periods, and
the like, and therefore, more clearly shows the underlying basic
trend of unemployment.

What Are Industries?

Industries are groups of firms that produce similar goods and services.
Our economy has two basic kinds of industries: those that produce
goods and those that provide services.

industrial Sectors

GOCDS
PRODUCING
SECTOR

AG. FORESTRY
AND FISHING

SERVICE
SECTOR

Figure 2.2

The goods producing industries supply everything from gasoline to
drill presses to lamb chops. These industries employ less than one-
third of U.S. workers. Major goods producing industries include:

o Agriculture (farming, food and fiber processing, and
manufacturing of farm tools and fertilizers, to name a few
elements of a basic industry)

» Mining (industries producing most of the basic raw materials
and energy sources that industries and consumers use, including
coal mining, metal mining, and oil exploration and processing)

e Contract construction (industries that build, alter, and repair
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roads, bridges and structures, such as factories)
e Manufacturing (industries that manufacture goods ranging from
miniature computer circuits to textiles to spacecrafts)

The service industries either provide services such as medical care or
haircuts, or maintain and distribute the goods listed above. More than
two-thirds of U.S, workers are employed in these major industrial
groups. They include:

¢ Transportation, communication and public utilities
(industries grouped together because they provide .. public
service. They are regulated and sometimes owned by public
agencies, such as telephone companies, power companies, airlines,
and truckers)

* Trade (industries involved in the distribution and sale of goods
from producers to consumers, such as restaurants, wholesale
textile dealers, and department stores. There are two divisions,
one called wholesale trade and another called retail trade.)

e Finance, insurm ce and real estate (industries that provide
financial services, protection, and property to businesses and
consumers; among those in this group are banks, consumer credit
agencies, insurance companies, and real estate brokers.)

o Services (industries engaged in providing a personal service to
consumers, such as private hospitals, private schools, hotels, and
the Girl Scouts)

* Government (national, state and local agencies including public
schools, the postal service, police and fire protection, the Army)

There are several groups of industries in each division. For instance,
under "services” one would find business services, legal services,
educational services, health services, etc. Health services includes
hospitals, offices of dentists, medical and dental laboratories, outpatient
care facilities, nursing and personal care facilities. it is important to
understand this type of industry breakdown because it provides a useful
means for analyzing labor force activity.

Industries, like people, are highly dependent on each other. For
instance, the trade industry depends upon the manufacturing industry
to provide the goods it sells, and manufacturing depends upon the
finance, insurance and real estate industries for the loans needed to buy
goods and to expand. The manufacturing sector also depends on the
finance industry for insurance and for the land and buildings needed for
warehouses and stores. In turn, the trade industry relies upon public
utilities industries for transportation, electricity, telephones, and s0 on.
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Industry Definitions According to the Standard Industrial
Classification (SIC)

In an economic context, industries are groups of firms that produce
essentially the same goods or services. The Standard Industrial
Classification (SIC) system of the U.S. Office of Management and
Budget provides definitions and coding of industries based on their
products or services. Narrower definitions of products or services are
used to distinguish industries from one another at finer levels of detail.
The SIC system is based on an ordering of producte and services,

arranged at increasingly greater levels of detail.
What Is an Occupation?

An occupation is a group of similar jobs found in different industries
or organizations. With hundreds of thousands of meaningful differences
existing in the overall marketplace, it is important to be able to
recognize major categories of occupations when performing human
resources planning, vocational counseling and economic development
activities.

Data on occupational employment are needed to generate insights into
the types of jobs held by workers, the characteristics of the job duties
performed, and the skills and abilities required to function within the
job in an acceptable manner.

Not only do jobs differ in their skill requirements, but all jobs are not
available to all potential workers. Arising from attempts to restrict the
entry of unqualified workers or other potential competitors, job
qualification b : rriers reinforce the skill distinctions that exist naturally.
Such barriers may include certification or registration guidelines,
occupational licensing and apprenticeship requirements.

Occupational Shifis

Occupations undergo change. There are at least three designations to
describe this change process.

1. A new occupation is an occupation in which major tasks, skills
and duties are not included in any currently existing occupation,
or in which tasks are combined in significantly different ways
that preclude workers from other occupations performing the
work without training beyond a short demonstration.

2. A changing occupation is an existing occupation that has

e
Ca
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experienced change in duties, skills or tasks significant
enough to require training beyond a short demonstration, but not
significant enough to classify into another occupation, or to create
a new occupation.

3. An emerging occupation is an occupation (defined by a
reasonsbly well accepted descriptive phrase) that is growing
rapidly from a small base either within an economy as a whole,
or within a particular industry, and has significant education or
training implications.

Occupational Definitions and Coding Systems

Occupational definitions and coding systems were developed for the
purpose of assembling and simplifying detailed data on the skill and
performance requirements of jobs. There are many ways to classify
occupations. Each is designed for a different audience to meet a
different need. Each system is based on functional differences in the
work done and the work settings where work is performed.

The Dictionary of Occupational Titles (DOT) is probably the most
familiar occupational classification system and contains the greatest
level of detail. The DOT was first developed in the 1930s. It provides
concise descriptions of job tasks for over 17,000 separate occupational
titles. The system tries to describe jobs based on the nature and content
of the specific tasks a worker needs to perform. Formal education and
training requirements for individual occupations are also described.

The Standard Occupational Classification (SOC) system was
developed by the U.S. Department of Commerce. The SOC provides a
mechanism for cross-referencing and aggregating occupation-related
data collected by social and sconomic statistical reporting programs.
The system covers all occupations in which work is performed for pay
or profit, including work performed by unpaid family workers.
Oceupations unique to volunteer settings are not included. The SOC is
hierarchically structured on four levels: division, major group, minor
group and unit group. Subsequent levels represent finer levels of detail.
Residual categories are included where needed to handle groups of
occupations that do not warrant separate identification or do not fit into

one of the specific groups.

A third occuational classification system developed by the Bureau of
Labor Statistics is the Occupational Employment Statistics (OES)
system used in the OES survey. This schema is closely related to the
SOC and is used to collect occupational staffing patterns from employers
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and to develop occupational projections. The OES contains over 750 job
titles and definitions that specify job tasks and functions for individual
occupations, sometimes on an industry specific basis. The OES system
combined with benchmarked industry employment data, is capable of
identifying and measuring the level of employment for specific categories
of workers engaged in similar job tasks.

The OES helps to develop an accurate profile of occupational
employment by industry, to provide basic data for projecting future
occupational requirements, and to identify new and emerging
occupations and declining occupations.

The QOES survey is a mail survey which includes a sample of nonfarm
establishments reporting to the state’s Unemployment Insurance
program. The survey collects data on both full- and part-time
employees. The survey cycle covers a three-year period. Manufacturing
industries are surveyed in one year, selected nonmanufacturing
industries another year, and the balance the next year.

The pr.mary source of occupational employment information is the
OES/Matrix program generated with state and national data
(Micro-Matrix). 7This program is designed to provide very detailed
information on the occupational employment outlook for use in career
guidance and plenning amployment and training programs. Outputs
from the Matrix program show base year employment, projected
employment in the target year, and the estimated number of average
annual job openings. Job openings consist of new jobs expected to be
created by growth--or job loss due to projected employment declines-
-plus openings likely to be created by mortality and labor force
withdrawal, Matrices may be available statewide and for selected
LMAs.

The projections are a key element in assessing the employment potential
of different occupativns and making an informed judgment on which
training programs to provide. The projections show which occupations
are expected to grow most rapidly and which are trailing or declining.
The projections also provide estimates of the number of job openings
likely to be created in each occupation. The number of future job
openings is a function of the size of the occupation and the demographic
and age structure of the workers in the occupation, in addition to
projected economuc growth.

In evaluating employment prospects, it is important to consider the level
of job openings, as well as the growth rate of the occupation.

2-13



ICDOM

Sometimes, there is a preoccupation with growth in ranking occupations
for training. This can be misleading since some slower-growth
occupations may be generating a large number of job openings, or,
alternatively, only a small number of workers may be employed in
high-growth occupations. (For a fuller discussion of the projections, see
Module 5.)

The survey questionnaire includes a list of occupations appropriate to
each industry in the survey. Each surveyed employer is asked to give
information about the number of full- and part-time employees for each
occupation represented within the establishment. Employers are asked
to list any occupations that do not fit under the titles provided in the
questionnaire. Larger employers are asked to include information about
new occupations in their firms that require substantial training or are
emerging due to technological changes in the industry. This information
provides valuable data for improving future occupational lists and for
identifying occupations that are changing in nature or are new
altogcther. Currently, occupational employment estimates by industry
are developed for approximately 760 occupations.

A fourth system for classifying occupations is used by the Bureau of the
Census. This system over time has come to look much like the
Standard Occupational Classification.

Definitions of Terms and Concepts Related to Career Development and Labor Market Information
Module 2
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Module 3

Demographic Trends That
Impact Career
Decision Making

National Career Development Guidelines-Counselor Competencies
Knowledge of changes taking place in the economy, society, and job market.

Knowledge of changing gender roles and how these impact on work,
family, and leisure.
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Demographic Trends That Impact
Career Decision Making

Module 3

Introduction

There are a number of relatively predictable factors that will have a
direct bearing on the future labor force in this country. Many are
demographic in nature; this refers to the number of births, deaths and
the distribution of the population across the country. Demographics
help us understand a great deal about the workers in our labor force:
How many young adults will enter the work force over the next 10
yeart? How many workers are likely to retire during that period? Will
there be a labor shortage or surplus? In this module, we will discuss
demographic trends that can help answer these kinds of questions.

1 he three demographic trends that will be discussed are:

1. the maturation of America;
2. the increasing diversity of our population; and
3. the increasing number of women in the labor force.

Demographic Trend #1: The Maturation of America

There are few demographic forces at work in our society that are as
powerful in their consequences and as predictable and certain in their
outcome as the aging of our population. Over the coming decade, a
shrinking pool of younger people will be available to enter the work
force due to prior trends in lower birthrates. In addition, people are
living longer; there is an increase in life expectancy.
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Figure 3.1

There are two separate components to this phenomenon. The first is the
increasing number of people at the upper end of the age spectrum. This
effects the age of the work ‘orce and a. so the occupations and industries
that provide goods and services to the elderly.

The second component involves what is commonly referred to as the
aging of the "baby boom" generation. Between 1946 and 1965, 75
million babies were born in this country; 70% more than the number in
the preceding 20 years and around 25% more than the number in the 20
years following 1965. Since their arrival, this generation has placed
enormous strains on the institutions of American society and will
continue to do so.

{0
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The Middie Aging of the U.S. Work Force

1970

Today the peak of the baby boomers is well into middle age. Right on
the heels of the baby boom bulge is a much smaller generation
sometimes referred to as the "baby bust.” In this population lies the
impending deficits in our work force.

This shortage will be with us during most of the 1990s. To add to the
problem, many of the workers entering the labor force have a deficit in
their basic skills. This will affect the labor market in several ways.
There will be a greater need for training and retraining and new sources
of entry level workers will come from segments of the population such
as young minorities, older people, and persons with disabilities. Some
say this labor shortage will be the number one factor guiding business
decisions in the near future.

Demographic Trend #2: The Increasing Diversity of Our
Population

Not only is the work force older, but its composition is changing.

Blacks, Hispanics and other minorities will make up a larger share of
the expansion of the labor force.

61
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NON-WHITES ARE A GROWING SHARE

OF THE WORKFORCE
(numbers in millions)
i 7] 1885 2000

Working Age Population 1371 184.1 213.7
{16+)

Non-White Share 10.0% 13.6% 15.7%
Labor Force 829 1158 1404

Non-While Share 11.1% 13.1% 15.6%
Labor Force increase
{Over Provious Period) X 327 25.0

Non-White Share X 18.4% 20.0%

Source: Workiorte 2000, 1867

Figure 3.3
The small net growth of workers will be dominated by women, blacks

and immigrants.

Most New Entrants to the U.S. Labor Force will be
Non-White, Female or immigrants
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At the same time, it is expected that the passage of the Americans with
Disabilities Act will result in an increased number of persons with
disabilities in the work force.

By almost every measure of employment, i.e., participation rates,
carnings, and education, blacks and Hispanics suffer great
disadvantages. Of particular concern is the decline in labor force
participation rates among minority males.

Smart managers who want to maintain a talented work force are
beginning to court and train qualified but underutilized blacks,
Hispanics, Asians, women and others who have often been discounted
because of stereotyping or occupational segregation.

Demographic Trend #3: The Increasing Number of Women in the
Labor Force

The last demographic trend discussed in this module is the increasing
number of women in the labor force. By the year 2000, approximately
47% of the work force will be women. It should be noted that labor
market activity has become the norm rather than the exception for most
women today, and this is true for all colors and all marital statuses.

Women are a Growing Share of the Workforce
{numbaer In thousands, x0ept paroent)

0 1M 45 M 2w ax
WorenintheWorkiors 18300 2340 91,543 48487 5720 08670

Female Labor Forde
Participation Rate N9 2.7 43 8.5 875 81.1
Famale Share of the
Workioroe -1 N4 1 428 458 478

Changes in women’s work patterns have increased attention to issues
such as dual career families, adequate child éare and caring for aging
parents. Despite the improved status of women in the work force,
barriers still exist. For a discussion of these issues, see Module 8.

Summary

We live in a changing labor market. In order to make sense of the many
changes, we need some "handles” to grasp. One of these handles is the

63
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body of information gieaned from a number of relatively predictable
trends in our population. By understanding demographics, we can
understand some of our labor force needs.

The trends discussed in this module are national in scope. Local trends
may or may not follow these patterns. Understanding these trends and
how they appear in a local, regional or state labor market is valuable
when making career decisions.

Demographic Trends That Impact Career Decision Making
Module 3
References
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Module 4

Theories of Career
Development and
Decision Making

National Career Development Guidelines-Counselor Competencies

Knowledge of developmental issues individuals address throughout the
life span.

Knowledge of counseling and career development theories and techniques.
Knowledge of decision making and transition models.

Skills to use appropriate individual and group counseling techniques to
assist individuals with career decision and career development concems.

Knowledge of basic concepts related to career counseling, such as career
development, career progressions, and career pattemns.

b




‘Theories of Career Development
and Decision Making

Module 4

Goal, Purpose and Scope

This module focuses on theories of career development and career
choice, with special attention to information resources, decision making
and career counseling. This discussion of theories and their uses for
facilitating career development is designed for the purpose of
stamulat:mg and refining the knowledge and skill of practicing and
aspiring career counselors, other career development professionals,

paraprofessionals and their colleagues. In this module, career
development and the role of the career development facilitator will be
discussed. A rationale for using theories in the career development
process will be presented. Highlights of selected theories of career
development will be summarized. Finally, a career counseling model
will be offered to provide an overview of the career counseling process
and to serve as a tool to illustrate how various theories can help in the
process of facilitating career development.

Introduction

In the United States and much of Western Society, people are expected

and encouraged to work for a living. Substantial resources are directed

to making education and work opportunities available and valuable to

all citizens. Because numerous individual, social and other barriers may

interfere with human and constitutional rights and ideals, people often

m various forms of assistance to find work opportunities to enrich
ir lives.

What Is Career Development?

Career development has been defined as the interaction of psychological,
sociological, economic, physical and chance factors that shape the
sequence of jobs, occupations or careers that a person may engage in
throughout a lifetime. Career development is a mgjor aspect of human
development. It includes one's entire life span and concerns the whole
person. Career development involves a person’s past, present and future
work roles. It is linked to a person’s self-concept, family life, and all
aspects of one’s environmental and cultural conditions.

ICDM 4-1
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What Is a Career Development Facilitator?

A career development facilitator is a person who is trained to assist
people in their career development. Career development facilitators
work wi't people of all ages; from young children, adolescents, their
parents and teachers; through young, middle-aged and older adults; to
others preparing to retire and retirees seeking vocational and
avocational pursuits. To serve these diverse populations, career
development facilitators work in a wide range of public and private
educational, social and fraternal environments such as schools, Scouting,
4H, Young Men’s and Women’s Christian Associations, local chapters of
the American Association of Retired Persons; in public and private
sector agencies and private practices and in business and industry
settings.

Career Development Facilitators Need to be Competent in Using
Theories

Career devclopment professionals and paraprofessionals have special
competencies for planning, organizing, implementing and administering
career development programs and services to individuals and groups in
a wide variety of settings. Among the most important competencies of
career development facilitators are knowledge of and skill in using
career development theories.

What Are Career Development Theories?

Counseling theories are conceptual frameworks for describing or
understanding complex human developmental processes. Theories
describe, explain, generalize and summarize what we do in counseling
to help clients make constructive changes that lead to success and
satisfaction. Theories of career choice and development are points of
view, conceptual tools, or road maps for counselors to use in working to
help people choose, create, design, refine, develop and/or manage their
careers,

Why Do Career Development Facilitators Use Theories?
The "why " we do something rather than the "how” we do it is explained

through the use of theories. The reason we use theories is to help us
reduce or manage uncertainty and make more responsible decisions,
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In a field such as career development, where the unknown may
outweigh the known, theory can help the counselor and client make
informed efforts to reduce uncertainty and its impact (Herr, 1977).

How Do Theories Help Career Development Facilitators?

Theories help make sense of experiences; they bridge the gap between
knowledge and the unknown. Career development theories offer
rationales, guidelines, directions and goals for facilitating career
development. While rauch professional knowledge in the field of
counselinghasbeengenemted,themremainsagreatamountof
uncertainty and uudiscovered knowledge. The most dependable,
efficient bridge to that potential knowledge lies in the realm of theory.
Career development theory helps to:

make sense of what we experieuce and learn;
bridge gaps between knowledge and the unknown;
summarize information;
explain information;
make predictions;
point out relations between means and ends;
formulate goals; and,
stimulate research aimed at improving the knowledge and skill
bases for career counseling.
(Shertzer and Stone, 1974)

What Theories Do Career Development Facilitators Use?

There are many theories of career development and career choice. How
does an understanding of career development theories help me as a
counselor? How can theories help me use career and labor market
information more effectively with individuals and groups? How do
theories help me provide career exploration and decision making
assistance? How do they help me work with individuals who need help
finding a job? To answer these and similar questions, a brief description
of some selected theories of career development and a model of the
counseling process follow. The model is presented as one example of a
structure to help career development facilitators in their work with
clients. Additionally, the model provides a format for illustrating how
theorics can help with various aspects of facilitating career development.
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Selected Career Development Theories

While there are many ways to categorize career development theories
Jepsen (1984) has constructed a global classification system that will be
used in this module. Career development theories can be divided into
two major classes: Structural and Developmental. Numerous theories
could be included in each area, however, coverage in this module will be
abbreviated to highlight some major points of selected theories.
Structural theories focus on individual characteristics and differences
among and between persons. The structural theories discussed in this
module are: Trait and Factor Theory, Holland's Theory of Vocational
Personalities and Environments, and Socioceconomic Theories.

Trait and Factor This theory originated with Parsons (1809) who
believed that the best way to choose an occupation was to know one's
self and the world of work and make a connection between the two
sets of knowledge. Williamson (1939) and others expanded this
theory through the use of tests and other assessment tools to
measure people’s traits and the traits required in certain
occupations. Two major assumptions of trait and factor theory are
that individual and job traits can be matched, and that close matches
are positively correlated with job success and satisfaction.

Holland’s Theory of Vocational Personalities and
Environments Over a series of years, Holland (1966, 1973, 1986)
presented his theory, which is based on assumptions that: people's
occupations are extensions or manifestations of their personalities;
that people working in an occupation have similar personality
characteristics; and that human personalities and work
environments can be classified into six categories of vocational
personalities and environments. The six personality types and work
environments are labeled: realistic, investigative, artistic, social,
enterpriging and conventional and share the acronym RAISEC.
Holland suggests that people can function and develop best and find
job satisfaction in work environments that are compatible with their
personalities.

Socioeconomic Theory Sociologists and economists provide
detailed explanations and descriptions of how one's culture, family
background, social and economic conditions and other factors outside
an individual’s control, strongly influence one’s identity, values, and
overall human and career development. Socioeconomic theoryis also
known ‘as the chance or accident theory. This approach to
understanding career development suggests that many people follow
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the path of least resistance in their career development by simply
falling into whatever work opportunities happen to come their way.

Developmental theories focus on intrapersonal differences across the life
span of an individual's human development. The dsvelopmental
theoring that will be discussed are: Super’s, Krumboltz’s, Decision

Mzgking and Cognitive.

Super’s Theory Super (1957) and other theorists of career
development recognize the changes that people go through as they
mature. Career patterns are determined by socioeconomic factors,
mental and physical abilities, personal characteristics and the
opportunities to which persons are exposed. People seek career
satisfaction through work roles in which they can express themselves
and implement and develop their self-concepts. Career maturity, a
main concept in Super’s theory, is manifested in the successful
accomplishment of age and stage developmental tasks across the life
span. Super pays close attention to the interrelationships among
and between career stages and life roles, such as child, spouse, and

parent.

Krumboltz’s Social Learning Theory Krumboltz (1979, developed
a theory of career decision making and development based on our
social learning, or environmental conditions and events, genetic
influences and learning experiences. People choose their careers on
the basis of what they have learned. Certain behaviors are modeled,
rewarded and reinforced.

Decision Making Theories Some decision making theories
hypothesize that there are critical points in our lives when choices
are made that greatly influence our career development. These
decision making points are such events as educational choices, entry
level job positions, changing jobs, etc. Other decision making
theories. are concerned with ongoing choices across the life span. The
decisions that we make are influenced by our awareness of the
choices that are available to us and our knowledge of how to evaluate
them.

Cognitive Theories These theories of career development are built
around how individuals process, integrate and react to information.
The ways in which individuals process information are determined
by their cognitive structures. These structures influence how
individuals see themselves, others and the environment. Cognitive
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theories suggest ways to help clients build or refine a hierarchy of
thinking skills and decision making skills that influence career
development.

The selected theories that have been very briefly highlighted can be seen
as representative of the majority of career development theories. At the
same time, however, it must be noted that theory development and
expansion need to continue to appropriately address the career
development needs of specific populations, especially women and
minorities.

Emerging Career Development Theories New theories must be
developed that address the needs of specific populations, such as
females, the gifted and talented, people of color, ethnic minorities, ex-
offenders and persons with disabilities. It should be noted that while
emerging theories exist and are being developed, they are beyond the
scope of this module. Readers are advised to consult the works cited in
the References List, most notably works by: Brooks (1990); Atkinson,
Morten & Sue (1989); Greeley, (1975); Ivey, (1987); Pedersen, (1988);
Gottfredson, (1981, 1984);

Schlossberg, (1984); Gilligan, (1982a, 1982b); Sue (1978, 1981); Heinrich,
Corbine and Thomas (1990); and Lea and Richardson (1991); for
coverage of these vital developments.

Promoting Decision Making in Life and Career Development

Knowing how to identify opportunities for choice and how to make
responsible choices can empower people to enrich their lives and careers.
Unfortunately, many people have neither taken the time nor made the
efforts to logically think through and plan their career development. An
abundance of research (Fredrickson, 1982: Isaacson, 1987: Zunker, 1986)
indicates that the sociceconomic "chance” or "accident” theory is the
single best descriptor of most people’s career development. Many people
fail to notice opportunities and responsibilities for choice in life or look
to others to choose for them. Career development facilitators need to
provide their clivnts with guidance and assistance in the decision
making process.

The career development facilitator is frequently faced with clients who
are unaware or ignorant of their career opportunities. Clients often say
"tell me what to do” or "I want to take that test that will tel' me what
to do." Counselors do not tell their clients what to do. The goal of most
counseling is to help clients become aware of opportunities for choice
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andtoasdsttheminlearningtomakeimportantchoices. Therefore,
mostmsdmmadvommfordeddmmkinmformforme&
knowledgeable, responsible and wise choices as 8 primary means of
positive self-governance.

The Process of Career Counseling: A Model

A number of writers have described what is involved in the career
counseling process. Building on the work of these authors, especially
Gysbers and Moore (1987), an outline of the career counseling process
follows that has two major phases:

* jdentifying the clients goal or problem; and,
» resolving the goal or problem

The Process of Facilitating Career Development and Career Counseling

I. Client goal or problem identification
A. Establishing a client-counselor relationship, including client-
counselor responsibilities
B. Cathering client self and environmental information to
understand the client’s goal or problem
1. Who is the client?
a. How does the client view himselfherself, others, and
his’her world?
b. What?language does the client use to represent these
views
c. Whattbemesdoestheclientusetoorganizeanddirect
" his/her behavior based on these views?
9. What are the client’s current status and environment?
a. Client's life roles, settings, and events
b. Relationship to client’s goal or problem
C. Understanding client self and environmental information by
" sorting, analyzing, and relating such information to client’s
goal or problem through the use of:
1. Career development theories
2. Counseling theories
3. Classification systems
D. Drawing conclusions-making diagnoses
I1. Client goal or problem resolution
A. Taking action with interventions selected based on diagnoses
1. Counseling techniques
2. Assessment, personal styles analyses
3. Career and labor market information



B. Developing an individual career plan

C. Implementing an individual career plan

D. Evaluating the impact of the interventions used: Did the
client accomplish the goal or resolve the problem?
1. If goal or problem was not resolved, recycle.
2. If goal or problem was resolved, close counseling

relationship.
(Adapted from Gysbers, N.C. & Moore, E.J. (1987)

These phases and elements in the career counseling process may take
place during one interview or may unfold over two or more sessions.
While the steps logically follow one another on paper, in actual practice,
they may not. There often is a back-and-forth flow to the process; some
clients may only need limited counseling and may choose to terminate
it at any point, preferring instead to work alone or with other resources.

Client Debriefing/Processing and Related Concerns

Goal of Problem Identification

Establishing the Client-Counselor Relationship

Gathering Client Self and Environmental Information
Understanding Client Self and Environmental Information
Drawing Conclusions - Making Diagnoses

Client Goal of Problem Resolution

Using Career and Labor Market Information in Career
Counseling

In this phase of goal resolution or problem solving, career and labor
market information can be used to:

* help clients gain current and accurate information about

occupations and the world of work;

instruct individuals about the realities of the work world;

help clients expand their occupational and career horizons;

help clients narrow their range of potential occupations;

help clients obtain and interpret subjective career information,

such as how it feels to work in career fields and specific

occupations;

* motivate individuals to explore new options; and

* helpindividuals develop a balancz between their needs and wants
and occupational supply and demand in the labor market.

ICDM 4-8



Developing, Implementing, and Evaluating an Individual Career
Plan

When clients begin gathering and organizing information, they can
relate and apply it to their career planning and decision making. By
putting information together in certain ways and categories,
relationships become more apparent. This tight focus can help clients
identify and commit to clear career goals with specific objectives, such
as the education, skills or training they will need. Clients can then draw
up strategies and specific plans for accomplishing their goals.

The final phase of goal or problem resolution is assessing the behavioral
changes that may have occurred during counseling and evaluating the
impact of the interventions used during the process. One way to
accomplish this is to have the client review and summarize what has
taken place and generalize beyond the counselir~ process into the
future. This is the point in the counseling process where maximum
debriefing is essential, especially to tease out implications for future
plans, actions ard client success. Was the counseling effective? What
steps have we taken toward the goal? Are we on the right track? Have
we reached our goal? What steps could be taken in the future? Finally,
the counselor and client can mutually review, summarize, and draw
conclusions and implications from the counseling relationship and
process.

How Do Career Development Theories Help in Making
Diagnoses?

Diagnoses are based on all available client data and information, such
as achievement tfests, interest inventories, etc. In counseling, all
available data are analyzed in terms of the models of human behavior,
that best help the counselor understand the client’s goals or problems,

The career development facilitator and client analyze the data through
the lens of career development theory, searching for clues and ideas t¢
help them identify goals or resolve problems. Human beings and their
behavior, however, are highly complex. There is no exact science to
define them. Nevertheless, theories are guideposts to human behavior.

Sccioeconomic theories can also be helpful in making diagnoses. These
theories provide ideas concerning what to look for in people’s growth,
development, and environment that will help in understanding how they
discover. refine and maintain their identity. For example, an

ICDM 4.9

-2
|



understanding of clients’ family values could help us understand the
value structure underlying their choices in terms of gender stereotyping
and occupational selection.

How Do Career Development Theories Felp in Setting Goals? -

During goal or problem identification, clarification, and specification,
Crites (1981a) suggests that "the client and counselor collaboratively
identify the attitudes and behaviors in the career problem that are
interfering with the decision making process and together they survey
the range of possible solutions.” During this period, career theories can
be helpful.

All career development theories contain ideals and goals that can help
to guide career development. For example, decision theories can help a
client make a specific choice, such as a short-term goal. Decision
theories also can help a client learn a process of decision making, which
the client can use to set long-term goals to enrich all aspects of his/her
life.

By inference, every career theory can be seen to have some concept of
self-actualization, competence or career maturity that can serve as an
ideal or long-term goal to aim for in counseling, Holland’s concept of
congruence, consistency and

identity, Super’s concept of career maturity, and Miller-Tiedeman and
Tiedeman's concept of being captain of the ship of one’s "lifecareer” can
serve as long term goals or ideals to aim for in career counseling.

How Do Career Development Theories Help Clients?

Crites (1981a) suggests that there are at least three major outcomes of
career counseling - - making a choice, acquiring decision making skills,
and enhanciag general adjustment. Knowledge gained from theories can
be helpful in dealing with each of these outcomes.

To enable counselors to help individuals make career choices, trait and
factor theory offers interest, aptitude, values and career maturity
assessment. Trait and factor theory helps . lients assess their
personality traits that might be desirable in certa. . car+ers. Personality
and developmental theories also suggest possible patierns of previous
behaviors that may facilitate or hinder choice making. Socioceconomic
theory offers clients an understanding of possible environmental
pressures (parents, peers, spouses) and how they affect career
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development. Cognitive theories provide insight into how individuals
process and use information in choice making. Cognitive theories can
illustrate the need for clients to develop skills in processing the
information that is available to them. Decision theories and strategies
provide clients with specific and general approaches to making choices
and to overall decision making ability and responsibility.

The second outcome of the counseling process is acquiring decision
skills. Counselors’ abilities to assist individuals in acquiring decision
making skills can be increased by the knowledge provided by career
development theories. Decision making theory provides possible models
to use and outlines and explains the decision making process so
counselors can use and share this knowledge with their clients. While
some clients may need direct help in seeing how to go about making a
decision, others may need help in how they process information as they
make decisions. In the latter cases, cognitive theories may provide some
answers concerning how to help work with the problems clients may
have in processing information.

The third outcome is general adjustment. Because work roles, work
settings, and work-linked events play a substantial part in people’s
lives, attention to adjustment is crucial. A number of theories provide
good insights into this issue. Holland’s theory, especially his concept of
congruence, can help one understand and assess relationships between
personality and work environments. Developmental theories, such as
Super’s, can also be helpful, particularly the concept of developmental
tasks at certain stages of life, such as selecting a mate, rearing children,
etc. Understanding developmental tasks to be mastered at different
ages and stages across the life span and how the person has performed
them can provide insight into the nature and quality of a person’s
adjustment. A related developmental concept is career maturity, or, for
adults, career adaptability. Instruments are now available to help
obtain measures of career maturity or of the general adjustment and
adaptability of individuals to their work roles.

Decision making theory can be helpful in promoting a person’s general
adjustment. Tiedeman and O’'Hara’s model examines the processes that
lead up to choice as well as what happens once a person is on the job.
Tiedeman and O'Hara use such terms as induction, reformation, and
integration to describe the phases a worker may go through as he/she
deals with job adjustment and advancement. Similarly, the concept of
life career roles and role conflict can be useful to help explain and
remedy life and job adjustment problems and issues.
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Conclusion

In this module, discussion has focused on career development theories
and their importance in facilitating career development. Career
development theories were classified into structural and

categories. Highlights of selected theories from each classification
scheme were briefly described. A model of career development was
presented to offer some guidelines and structure for the process of career
development facilitation. Illustrations of how career development
theories fit into the counseling model were presented. Special attention
was paid to decision making and career and labor market information
as major aspects and tools in facilitating life career development.
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Module 5

What Is Information?
How Can It Be Accessed?
How Can It Be Used?

e —

National Career Development Guidelines-Counselor Competencies

Skills to assist individuals in setting goals and identifying strategies for
reaching goals.

Knowledge of changes taking place in the economy, society, and job market.

Knowledge of education, training, employment trends, labor market, and
career resources,

Knowledge of basic concepts related to career counseling, si'ch as career
development, career progressions, and career patterns.

Knowledge of employment information and career planning materials.

Skills to use career development resources and techniques designed for
specific groups.

Skills to use computer-based career in‘ormation systems.
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What Is Information?
How Can It Be Accessed?
How Can It Be Used?

Module §

Introduction

Career decision making is a complex prucess. One step in the process
is to relate self-knowledge to the available opportunities in the world of
work. To do this successfully, one must be able to locate, access,
evaluate and use information that defines options and opportunities.
Career decision making using labor market information is based on the

on that the more knowledge one can obtain about themselves
and the world of work, the better the career choice.

We are surrounded by career and labor market information. Our
challenge is to understand the information, help others understand their
information needs, and integrate that information into the process of
career decision making. In this module career and labor market
information will be defined. Then the questions, how can it be accessed?
and how can it be used? will be answered. At the end of the module,
one kind of career and labor market information will be examined: labor
force, industry, and occupational projections.

What Is Career and Labor Market Information?

In a very narrow sense, labor market information refers to data about
people, jobs and employers. It can also include demographic, economic
and educational data. It provides us with an understanding of the labor

market and the economy.
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Two Exampies of Information

Labor foros antrants, 1968-2000
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Figure 5.1

Career information and occupational information is synthesized labor
market information. Most published sources of career and labor market
information can be characterized as containing numbers, words, graphs
and/or pictures. It ulso can be deccribed as existing on a continuum
from pria ary data, to synthesized information, to knowledge.
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A Continuum fom Primary Data to Knowied(e

Figure 5.2

As analysis and synthesis are added to primary data, it becomes easier
to understand and integrae inte the process of career dacision making.

How Can Career and Labor Market Information Pe Accessed?
How Can It Be Used?

When we talk about "access” we are talling about informatioa delivery
syscems. When we talk about "veing” information, we are referring to
the process of integrating inforniation into career decision making,

'To ba effective, the career decision making process must be client
centered. A client’s interest in labor markst information frequently
begins with perscnal interosts, experience and apttudes, Tho goal is to
help a student or client achieve a better understanding of hisher
ahilitics, experiences and interests as they relate to occupations.
Following a better understar.ding of self, the client can begin the procuse
of occupationsal and job exploration,

There are three key decision areas that use information in the career
development prcess. They represent poris of entry into & wide variety
of information resources. The decision areas are:

¢ Choice of an occupation
o Choice of @ work setiing (business ¢ industry)
¢ Choice of 8 geographic area

Decision Area: An Occupation

Career and lusor market information. helps people explore a variety of
occupsational opportunitiss. The informaticn is used to:

e analyze the tasks completod by people in the occupation;
» exami:.e yroj-tad employment oppertunities;



learn about job openings;

become informed about preparation and training reqmrements
discover advancement opportunities and career ladders;
determine wage levels within an occupation; and

find out where and how to locate more information.

Resources for occupational information include:

Career Information Delivery Systems (CIDS)
Occupational Qutlook Handbook (OOH)

Dictionary of Occupational Titles (DOT)

Guide to Cupational Exploration (GOE)

Military Career Guide, and

Standard Occupational Classification System (SOC)

Career Information Delivery Systems (CIDS)

CIDS are systems that provide individuals with current, accurate and
locally relevant occupational and educational information. CIDS use
computer programs, print materials and videos that allow individuals
to search for and access information about themselves and career
options. Figure 5.3 and 5.4 illustrate the type of information found in
CIDS.

CIDS Files and File Cross References

ICDM
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This chant ifusirates ths type of information found in C106 programs.

Figure 5.3
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Example from a CIDS Printed Resource

3620.2
Ultrasound Technologists

Work Description

Ultrasound techaologists use special kinds of
sound waves to help people who are {ll. They are also
known as diagnostic medical sonograpbers. They use
machines known as ultrasound scanpers to find med-
ical problems in patients,

A technologist carefully places a patient against
the machine. Only the area of the body that must be
tested is put against the machine. A technologist then
starts the scaaner. This points high frequency souad
waves at the correct part of the patient’s body. Sound
waves go through the outside of the body and bounce
off the patient’s body orgass and tissues. Shadowy
pictures, called images, can be recorded on a screen or
film. The images show the shape and position of body
parts such as the heart, kidaeys, or muscle and tissue
masses. These images can show places where liquids,
called fuids, are building up in the body. They can
also show the rate of growth of a baby while it is
Inside of its mother. Then doctors study these images
to find out what kind of treatment the patient needs.

Asp ultrasound technologist must first study the
results of other medical tests, called diagnostic tests,
that have been done on the patient. They look for
informatioa that will help them choose the right ultra-
sound equipment. This information also helps them
find which . ea of the patient’s body to treat. Tech-
nologists explain to patients how each test works and
what it is for. They make sure that the images the
machine makes can be read and understood dearly.
Only then do they record the test results.

Some nltrasound technologists specialize in brain
testing, heart testing, eye testing or testing how ba.
bies develop in the womb. To become certified to
give a special type of test, an individual must pass a
national exam in each specialty area.

Working Conditions

Ultrasound techoologists generally work 40 honrs
per week. Some work rotating shifts. Others must be
ready to go to work at any time.

Work Places
Ultrasound technologists work ja hospitals and
cligics. They may also work in some doctor’s offices.

Workers' Comments

Ultrasound technologists like working with pa-
tients. They like giving ultrasound tests because
the tests are painjess and do not expose patients or
themselves to any harmful effects. Ultrasound tech-

ICDM

nologists like being members of health care teams.
They think doctors respect them and the work that
they do.

Gelting the Job

Some hospitals bave training programs im ultra-
sound technology. Training programs generally last
one year. To get into one of these programs, ultra.
sound techaicians must finish two years of college or
a two- year vocational schoo!l program in allied health.
After finishing the one-yeas training program, an ul-
trasound technologist may become certified by taking
an exam. The American Registry of Diagnostic Med-
Jcal Sonographers gives this exam. Techaicians may
be certified in one or mere specialties and are then
known as registered diagnostic medical sonographers.

Applicants must have good grades In math,
physics, biclogy, soology, and English. Some uader-
standing of how to use computers may be valuable in
the future.

Pay and Employment

Typical salaries range from about $19,700 to
$32,900 per year.

Salaries vary a great deal from hospital to hospi-
tal. Ultrasound techsologists are _ften paid on the
same salary scale as X-ray technicians,

The national outlock for this occupation is good.
Job openings may axceed the number of qualified ap-
plicants thronghout the 1980's.

Moving Up

Ultrasbund tachnalogists may be promoted by be-
coming certified to give more thaa one kind of ultra-
sound test. With more work experience, a technalo-
gist may be promoted to a supervisor or educational
coordinator. Some technologists earn college degrees
so they can teach nltrasound technology to others.

Where fo Write

You may be able to get more information about
this occapation by writing to:

American Soc of Radiclogic Technicians

15000 Central Avenue S.E.

Albuquerque, NM 87123

Figure 5.4
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A typical CIDS describes 250 or more occupations. They are designed
to digest a multitude of local, state and national carcer and labor
market information. Each state has its own program of collection,
analysis, synthesis, organization and linkage of data. The following
types of information are included in a CIDS.

® & & o o ® ¢ »

Occupational Descriptions
Wages, Hours, and Fringe Benefits
Local
State
National
Employment Trends and Qutlook
Local
State
National
Method of Entry, Qualifications
Advancement Opportunities
Educational/Training Programs
Military Training and Employment
Type of Industry or Business
Educational
Financial Aid Packages
Occupational Classification Systems Based on Similarities in
Work Performed Interests
Occupational Characteristics
Aptitudes
Industry Designation
Environmental Conditions
General Educational Development (GED)
Reasoning
Mathematics
Language
Physical Demands
Specific Vocational Preparation (SVP)
Temperaments
Work Fields (Work Methods)
Worker Functions (Data-People-Things)

Many CIDS also have developed print, computer and video materials to
supplement the occupational and educational data files. These might
include computer programs that teach the user how to write a resume,
career tabloids, and videotapes on subjects such as career exploration,

career planning and decision making.

(o
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CIDS implements a significant number of the competencies in the
National Career Development Guidelines (See Figure 1.4). Each state
has its own plan for adopting the Guidelines and using the CIDS to
interface with the Guidelines. Some materials have been developed for
classroom use that are keyed directly to the national guidelines and can
be used in any state. Examples are include in Figures 5.5 and 5.6
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Sample Classroom Activities

INTERVIEW A WORKER

OBJECTIVE
Students will obtain {nformation about careers they are interested in.

MATERIALS
* chalkboard
* chalk

ACTIVITY

1. Askeach student to identify a career that they would like to know more
about. Record thefr answers on the chalkboard.

2. Ask the class if they know anyone who works in any of these careers.

3. Have students interview someone who i8 in the career that they are
interested in.
a. What do they do on thetr jod?

b. What education/training fs needed?
¢. How did they find this job?
d. Other by class

Ssuggested
Have students report the results of their faterview back to the class.
Discuss with the class, "Are you more 01 ummmm.:mer
as a result of this mterview?”

o

COMMENTS '
This exervise may be repeated 2 gumber of times throughout the year. Work and

Career Information .| @
PERFORMANCE INDICATORS M“Mm
The middle/Jjuntor high school student will be able to;
12.4: Descride skills needed tn 2 variety of occupations, including self-

employment.

Decision
EVALUATION mmm
Each student has personally interviewed someone engaged in a career of Occupational Roles
taterest to the student.

Career Planning ®

RESOURCES
Career Exploration Workbook. [VSC)

Schrank, Loutse, Lifepian: A Practical Guide to Successfid Career Planning.
{(Workbook)

PG Activity 38

Figure 5.5
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Sample Index

NATIONAL CAREER DEVELOPMENT GUIDEU!.cS COMPETENCIES
AND STUDENT PERFORMANCE INDICATORS

Eachcompetency is broken down into its corresponding student performance indicators. The number(s)
in parentheses following each performance tndicator dencte the activities in this book {for grades 7-9)
thot address that specific pesformance indicator, Note: while each activity addresses several perform-
ance indicators only the key indicators are listed on the activity page under “Performance Indicators.”

NATIONAL STUDENT PERFORMANCE INDICATORS
FOR MIDDLE/JUNICR KIGM SCHOOL

Self-Enownledge
1. Knowledge of the influence of a positive self-concept.

11

1.2

1.3

14

Descride personal ikes ard dislikces,
(5, 8, 8, 18, 35, 17, 18, 22, S0, 84, £5, 44, 48, 53, 54, 58, 60, 66, 69, 70, 71, 72, 79, 83,
88, 87, 90, 53, 85, 100, 108, 109, 114, 115, 117, 120, 121, 132, 134, 137, 139, 141)

Describe individual skiils required to fulfill different life roles.

{6, 18, 19, 32, 27, 30, 38, 84, 88, 88, 60, 61, 62, &4, 63, €86, 67, 68, 69, 71, 75, 82, 83,
88, 88, 81, 99, 54, 67, 100, 1093, 105, 108, 109, 110, 114, 1185, 116, 117, 118, 120, 121,
123, 124, 128, 126, 127, 128, 129, 130, 134, 135, 138, 140)

Describe how one'’s behavior influences the feelings and actions of others.

(9, 23, 24, 50, 54, 88, 61, 62, 79, 80, 84, 83, 86, 67, 89, 90, 91, 84, 57, 88, 101, 103, 105,
108, 111, 114, 115, 118, 117, 120, 122, 124, 126, 128, 129, 130)

1denttfy environmental influences oa attitudes, behaviors, and aptitudes.
(18, 38,57, 78, 80, 81, 82, 84, 90, 52, 94, 96, 97, 99, 101, 102, 108, 108, 107, 108, 110,
112, 114, 118, 119, 122, 123, 1285, 127, 133, 134)

2. Skilis to tnteract with others.

2.1

22

2.3

2.4

25

28

2.7

Demonstrate respect for the feelings and bellefs of others.

(14,17, 29, 41, 54, 59, 82, 83, 70, 72, 79, 80, 84, 885, 86, 87, 61, 83, 96, 97, 69,100, 101,
102, 103, 105, 111, 112, 114, 1185, 117, 120, 122, 123, 124, 128, 126, 127, 128, 137,
139)

Demonstrate an appreciation for the similarities and differences among people.

(17, 23, 24, 84, 62, 62, 83, 71, 79, 86, 87, 88, 63, 68, §7, 89, 100, 101, 103, 109, 110,
112, 113, 114, 117, 121, 133, 127, 139)

Demonstrate tolerance and Dexibility in interpersonal and group situations.

(9, 14, 28, 29, 38, 39, 41, 61, 62, 89, 69, 71, 72, 79, 88, 87, 91, 92, 83, 95, 99, 102, 103,
105, 108, 110, 111, 112, 113, 114, 115, 117, 120, 122, 125, 126, 127, 128, 130, 131,
137, 189

Demonstrate skiils in responding to criticism.
{69, 80, 84, 81, 100, 103, 111, 122, 131, 134)

Demonstrate effective group membesrship akills.

{9. 14, 28, 27, 36, 39, 41, 50, 81, 84, 88, 89, 61, 62, 63, 69, 70, 71, 72, 74, 76, 79, 83,
84, 88, 86, 88, 89, 91, 92, 93, 85, 96, 97, 98, 99, 101, 102, 103, 104, 108, 108, 107, 108,
114, 118, 118, 117, 119, 120, 122, 122, 124, 126, 127, 128, 129, 130, 134, 137, 138,
138, 140)

Demonstrate effective soctal skiils,

{9, 21, 88, 88, 44, 84, 62, 72, 84, 88, 89,03, 97, 68, 108, 113, 114, 115, 116, 117, 120,
123, 124, 126, 129, 137, 138)

Demeonstrate understanding of different culturcs, lifestyies, attitudes, and abilities.

nv xso “v ss. “o 70.72. 7‘. 79. 83, ”' ”o 100, ;03. ‘09. 1101 1121 llsv 1190 123' 127'
132, 133, 1239, 141) '

Figure 5.6
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Occupational Outlook Handbook (OOH)

The Occupational Outlook Handbook is an affordable reference on
current and future occupational prospects. It gives greatest attention
tothoseoecupaﬁonsthatareprojecmdtogrowtbemostmpidlyor
require lengthy training and/or education. In addition, a major section
discusses employment trends and projections. The remainder of the
book describes the nature of work: working conditions; employment,
training, and advancement opportunities; job outlook; earnings; and
sources of additional information. The information is nontechnical, and
easily accessed.

This reference will answer many general questions about occupations.
It describes what workers do, the training and education they need,

earnings, working conditions and expected job prospects.
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Example from the OOH

1 ]
Teacher Aides

WO OT 09912701k 219 467010, and 249 36704, and -088)

ricty and clerical tasky.
They grode testy and papers, check nomework, kesp health snd anse-
dance reconds, (ype, fis, and duplicate materisly. They may alio

A sumber of 2-year and comanumily collages offer associsse degres
programs that prepare gradustes © work as toacker sides. Nowgver,

wmdnmmm“ﬁm.
children and e adle 1o
mwmmmummh
iring may bo given o previous experienat in working with
children. Aides also must demonstrate initistive and g o
follow s reecher’s directions. They must Bave good oral and writing

a8 some aides ere calied, (n special edpeation,

Advancsment for teschor aides, useafly in the form of higher sam.
ingz or Increased responsidility, comes primarily with experience o
additions] edvestion. Some schoo! districts provide releass time so
that pides may take cofizge courses. Aides who cam bachelor's degrees
may decome certificd tsachers,

Job Cutlook
Employment of teacher aides is expected % increase faster than the
sverage for all tho year 2000, primarily reflecting

oceupations through
rising savollments and increases in e ratio of teachar sides o teachery.
Enroliment growth will not occur ot s samo mip in all pares of
e country. Largely decause of migretion ro the South and Wess,
ewrollment increases are expested 1 e greater i thass regions s

fs ssitive o changes in State and local
expendinures for cdocstion, Pressures on aducation dudgets an greater
in some Siates and focsfities than in others. A sumber of tescher aide
positions are fingaced through Foders! programs. For cxampls, & 1986
baw requires o public sehools prevido special educstion serviers
afl ehildren between the ages of 3 end 6 who need it, This wi®® simalsre
the demand for eschor aldes who work wish special cducation isachers.

Beosuse of o relasively high tarmover in the occupetios, sost apen-
0 aceur a3 & resull of Reneed o
repisce workers who Tansfer o other occopations or who laave the
isbor force o tssumme full-time housckesping respoesibilitics, sonm
to school, or for other restany.

In 1988-59, sides Invoived in teachisg activities camed an sverags of
:gﬁx%m mwmwmw
sn hour.
mmwmmn:mm»m
Sargaining sgresments Besith and pension benofits similar to
thass of the teachary in their schooly,

Retated Occopations )
The educational soppert activitiss that teacher sides perform demang

organizstional skifls, cosperstiveness, . and s
e R e

clsms, home health aides, ffdvery ssendanss, rocord tchni-
ciany, cwrsing &k 4, moepeionisis, and st sales clerks.
Sources of Additions) Informstion

Informaticn o8 kacher sides 1 wall a3 on & wide reoge of edusation.
rolated subjects, brcluding teacher 2ide unlonixation, can be chisined

mm Foderstion of IMI”MMAW.NW.. wﬁm

e 2001,
School md Stas departments of education exn

6-11



ICDM

The Dictionary of Occupational Titles (DOT)

The Dictionary of Occupational Titles (DOT) is the most comprehensive
document containing occupational information. It not only contains
descriptions of over 20,000 occupations, but also has a unique coding
number that is indexed, or cross classified, with many other frequently
used sources, such as the Standard Occupational Classification, the
Guide for Occupational Exploration (GOE) and the Military Career
Guide.

The DOT provides information on the structure of work, particularly the
data-people-things functions of an occupation. It describes the
relationships among occupations and gives a suminary of what
particular workers do. A companion publication, Selected
Characteristics of Occupations Defined in the Dictionary of Occupational
Titles, provides detailed supplementary information about occupations
in the DOT. It describes physical demands, environmental working
conditions, and the amount of training time required. Many find the
DOT overwhelming and difficult to manage.

Because of the technical style used to describe occupations, the
voluminous amounts of information, and the complexity of accessing the
information, the DOT is not used as frequently as the OOH.

The DOT enables the user to learn facts about occupations to
incorporate into the decision making process. It can be used most
effectively to determine the following:

specific tasks and skills required of occupations;

purpose of the occupation;

the machine, tools, equipment or work aids used;

service, products, materials and academic subject matter
included;

* industries with which the occupation is typically identified;

* worker/function requirements; and

* location of work for each occupation.
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The following are examples of key questions about the occupation,
Recording Engineer.

Question Answer

What are the typical work Operates recording machine

activities performed? Listens for imperfections
Keeps record of recordings
Services and repairs machines

What skills are needed to Listening, recordi.ng, observin.g,.
perform the required work?  manipulating equipment, repairing and
servicing

What is the typical industry  Radio and TV Broadcast
where the job is performed?

What are the work aids Recording machines, microphones,
typically used? earphone machines to adjust volume,
log book

Example from the DOT
526.688-014

526.685-014 COOK, FRY, DEEP FAT (can. & +; hotel & rest.)
T deep-fat cookers to fry mests, vegetables, or fish in cooking
oil: Empties consiners or opens valves to fill cookers with oil. Sets
thermostat to heat oil 10 specified temperature. Empties containers of
meat, vegetadle, or fish into metal basket and immerses basket into vat
manually or by hoist. Sets timer. Observes color at end of frying time
to determine cosformity to standards and estends frying time ac-
cordingly. Removes basket from cooker, drains it, and dumps contents
gw tray. May dip ff:oo? into batter or dyei:;fmffrying. ay special-
in a particular uct for canning or freezing or may fry
variety of foods for 'nnmcmemmpﬁm.
$26.685-018 COOK, VACUUM KETTLE (can. c:)zm.)

Tends vacusm cooker and open kettie to fruit and berries
preparatory to making jams and jellies: Observes thermometer, turns
rheostat and steam valve, or p switch or lights bumer to heat
vacuum cooker and open kettle 10 specified tempersture. Tums valve
to transfer contents of kestle into vacuum cooker. Observes refractome-
ter on vacuum cooker to determine sugar content and adds ingredients
according to formula. Places container under discharge outlet of distil-
lation jacket of cooker to reclaim esters. Opens valve or stans pump
to transfer contents of vacuum cooker to holding tank or filling
machine.

§26.685022 COOKER {cereal)

Tends steam-heated pressure cookers to cook cracked and tempered

m for further processing into cereal products: Presses button to joad

cooker with measured smount of grain and liquid flavor. Clamps
lid of cooker in place, using wrench. Moves dials and tums - ves t0
attain specified temperature and pressure’in cooker. Remo .s lid of
cooker » | yumps cooked grain onto conveyor after determining that
grain has reached specified color and consistency. Records cooking
time and number of batches ooﬂrepared. May start automatic equipment
that admits steam, rotates cooker, and stops cooker after specified time.

Figure 5.8
ICDM

0
l:\’

5-13



ICDM

The Guide for Occupational Exploration (GOE)

The Guide for Occupational Exploration (GOE) is designed to assist job
seekers find occupations that are in accord with their interests, skills,
values and abilities. Information is presented to assist users in
evaluating their own interests and potential.

The GOE is a rich source of material for career exploration and decision
making. The authors identify a five step process for using the GOE. The
first step directs the individual to relate their interests to job titles. In
the second step, one or more work groups are chosen to exrlore and
investigate. Step three focuses attention and information on the most
interesting work group. Step four involves exploring subgroups in
specific occupations. Step five involves thc process of integrating the
information into the decision making process. Details on the most
effective way of using the GOE are included in the preface of the book.
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Example from the GOE

Safety snd Law Enfcreement 04.01

04.01 Safety and Law Enforcement

Wo.kers i this group are in charge of enforcing laws and regulations. Some investigate crimes, while others
supervise workers who stop of arrest lawbreakers. Others make inspoctions to be sure that the laws are not broken.

Most jobs

are found in the Federal, State, or local governments, such as the Police and Fire Departments. Some

are found in privatc businesses, such a3 factories. stores, and similar places.

What kind of work would you do?

Your work activities wouid depend upon your specific
job. For example. you might

—sot procedures, prepare work schedules, and assign
duties for jailers.

—direct and coordinate daily activities of s police
force.

—direct and coordinate activities of » fire depani-
ment.

—hirs, assign. and supervise store detectives.

—investigate and arrest persons suspected of the i-
fegal sale or use of drugs.

—patro} an assigned srea in 2 vehicle or on foot end
fssue tickets, investigate disturbances, render first
aid, and arrest suspects.

—patrol 3a assigned area to observe Nunting and
fishing activities and warn or arrest persons violai-
ing fizh and game laws.

Whast skills and abilities do you need for this kind of
work? .

To do this kind of work you must be able to:

~—work with laws and regulutions, sometimes written
in jegai language.

—usc practical thinking to conduct or supervise in-
vestigations.

—suparvise other workers.

—plan the work of a department ‘or activity.

—dea) with various kinds of people.

—work under pressure or in the face of danger.

—patrol an essigned ares to observe Bunling and
fishing activities and warn or arrest persons violat-
ing fish and game laws.

—Kkeep physicaily fi1.

—use guns, fire-fighting equipment, and other safety
devices

How do you know H you would like or could learn
to do this kind of wos &?

The following questions may give you clues about
yourseil as you coasider this group of jobs.

—Have you had courses ip government. civics, or
criminoiogy? Did you find these subjects interest-
ing?

—Have you been a member of a voluateer fire de-
partment or emergency rescue squa“? Were you
given training for this work?

Figure 5.9

ICDM

—Have you watched detective television shows? Do
you read detective stories? Do you try to solve
mysteries?

—Have you been an officer of 2 school safety patrol?
Do you like being responsible for the work of
others?

—Have you used s gun for hunting or in target prac-
tice? Arc you & good shot?

---Have you spoken at & civic or community or-
ganization? Do you like work that requires
frequent public speaking?

—Have you been s military officer?

How can you prepare for and enter this kind of
work?

Occupations in this group ususlly require cducation
and/or training extending from one to over ten years, de-
ponding upon the specific kind of work. Local civil ser-
vice regulations ususlly control the selection of police of-
ficers. People who want to dc this kind of work must
meet certain requirements. They must be U. §. ciiitens
and be within certain beight and weight ranges. In addi-
tion, they may be fequired to take written, oral, and
physica) examinations. The physical examinstioas ofken
include tests of physical strength and the ability to move
quickly and casily. To work in these jobs. versons should
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Example from the GOE continued

04.01

have the physical condition to use fircarms or work on
dangerous missions. Personal investigations are made of
all applicants.

Most police departments prefer 1o hire people who
have a high school education or its equal. Howsver, some
depantments Rire people if they have worked in related
activities, such 83 guarding or voluntoer police work.

Jobs with feders! law onforcement agoncies usvally
require 8 coflege degree. For example, t0 be hired as
customs oaforcement officer, a degree or three years of
rolated work experience Is required. FBI Special Agents
are required to have s degree in law or accounting. Ac-
¢ounting dogrees should be coupled with at least one
year of related work experience.

Most management or supervisory jobs in this group are
filled from within the ranks. Promotions are usually dased
on written examinations snd job performance and are
usually subject 10 civil service laws,

What else should you consider about these Jobs?

Most workers in these jobs are on call any time their
scrvices are necded. They may work overtime during
emergencies. Many of these jobs exposs workers to great
physical danger.

if you think you would like to do this kind of work,
look at the job titles listed on the following pages. Selsct
those that interest you end read their definitions in the
Dictionary of Occupational Titles.

Safety and Law Enforcement

04.01.01 Mansging
Fire Manbha! (any ind.) 373.167-048
Guard, Chisf (any ind.) 372.167-014

Managor, Interna! Sccurity (bus. ser.) 376.137.010
Battalion Chief (gov. ser.) 373.167010

Capain, Fire.Prevention Burcau (gov. sor.) 173.167-014
Commanding Officer, Homicide Squad (gov. ser.) 375.167.

o
Commanding Officer, Investigation Division (gov. sar.)
375.167-014
Commanding Officer, Motorized Squad (gov. ser.)
375.163-010

Correction Offiees, Head (gov. ser.) 372.137-010

Deputy, Court (gov. sor.) 377.137.018

Deputy Sheniff, Chisf (gov. ser.) 377.167-010

Deputy Sheriff, Commander, Civil Division (gov. m~.)
3771379010

Deputy Sheriff, Cox marcer, Criminal and Patrol Division
{gov. ser.) 377157014

Dosk Officer (gov. ser.) 375.137.014

Detective Chief (gov. ser.) 375.167-012

Fire Assistant (gov. ser.) 169.167-022

Fire Captain (gov. ser.) 373134010

Fire Chicf (gov. ser.) 373.117.010

Harbor Master (gov. ser.) 375.167-028

Jailer, Chief (gov. ser.) 372.167.018

Launch Commander, Marbor Police (gov. ser.) 375.187
030

Park Supsrintendent (gov. ser.) 188.187-062

Police-Academy Instructor (gov. ser.) 375.227-010

Polics Captain, Precinct (gov. ser.) 375.167.034

Police Chief (gov. rrr.) 375.117.010

Figure 5.9 continued
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Police Commissionsr (gov. ser.) 1 188.117-118
Police Imspector (gov. ser.) 1 375.267-026

Police Licutenant, Patrol (gov. sar.) 375167038
Police Sergoant, Prosinct (gov. ser.) 1 375.133-010
Sheriff, Deputy, Chisf (gov. ser.) 377.117.010
Traffic Lisutonant (gov. ser.) 375.167-046

Traffic Sergeant (gov. sor.) 375.137.026

Spocial Agont-in-Charge (r.r trans.) 376.167.010

04.01.02 Investigating
investigator, Private (bus. ser.) 376.267.018

Fire Wardon (forestry) 452.167-010

Accident-Provention-Squad  Police
375.263-010

Customs Patrol Officer (gov. sor.) 168.167-010

Deputy Sheriff, Civil Division (gov ser.) 377.667.018

Dotcctive (gov. ser.) 375.267-010

Detoctive, Narcotics and Vice {gov. ser.) 375.267-014

Firo Marshs! (gov. ser.) 373.287.014

Fish and Cams Warden {gov. ser.) $79.167-010

investigator, Narcotics (gov. ser.) 375.267.018

Investigator, Vics (gov. ser.) 375.267-022

Pilat, Highway Patrol {gov. ser.) 375.163-01¢

Polics Inspsctor (gov. ser.) 1§ 375.267.030

Police Officor {gov. ser.) 1 375.263-014

Sherifl, Deputy (gov. ser.) 377.263-010

Specisl Agent (gov. ser.) 375.167-042

Special Agont, Customs (gov. ser.) 188 167.090

State-Highwsy Police Officer (gov. sor.} 375.263-013

Wildlifs Agent, Regiona! (gov. ser.) 379.137-018

Officer (gov. ser.)

Investigator (light, heat, & powsr) 376.387.022

{0
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The Military Career Guide

The Military Carcer Guide provides descriptive information on various
military jobs. It is a compendium of military occupational and training
information. It is a single reference source for the diverse employment
and training opportunities in the Army, Navy, Air Force, Marine Corps
and Coast Guard It contains descriptions of 134 enlisted and officer
military occupations arranged in 12 broad career groups.

This resource cross references occupations with DOT codes so
information on related civilian occupations in the DOT can be accessed.
Also, if a student has taken the Armed Services Vocational Aptitude
Battery (ASVAB), they can identify military careers related to the
highest composite scores.
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Example from the Military Career Guide

* instruct patients on how $o Qperals
home respiratory therapy equipment

Figure 5.10
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Training Provided Civillan Counterparts
Job training consists of between 32 Civillan therspists work in
and 41 weeks of classroom instruction, m’?m clinics and for ambulance
Including practics In providing respira-  Sesvices. Their dutioss are similsr 1o
mw.mmmﬁaﬂy *hoso of military respiratory therapists.
: Civilian respiraiory therapists may be
) cafled inhalgtion therapists or putmonary
» Procedures for operating respiratory  thomapists.
therapy equipment
. w for providing emergancy Opportunities
- Techniques of respiratory therapy Ths has atout 310 respiratory
T of thanpists. “averaqe. me.sef\::;s
Further training cccurs on the job and "“"Wm new thorapists
through advanced courses. mmb:mmdkwmda
With experisnce, they ad
vande from caring for patients with minor
problems to caring for pa-
tients with more senious
may 8is0 supervise and dirsct the work
of other respiratory thoragists
et OF MEORS W APTIIOE DWLFTATOV
ﬂ::‘" FO8 Onl OR MINE SPRCIN TGS 20 N DOEAIMYEIY
" e -
: "k
200 » ._.'4 ”
woencer | =
el 2 :
] " o n e C N e m e %
~MN“MMImu

|
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Standard Occupational Classification (S8OC)

Since 1982, many federal government occupational publications have
been organized and cross referenced by the Standard Crccupational
Classification (SOC) codes. Aside from the SOC’s value as a
classification system, the SOC groups occupations on the busis of the
type of work performed. Therefore, it is a valuable reference for
identifying occupations related to each other.

If a client is interested in a particular occupation, but finds the industry
or work setting in that locale is undesirable, he or she can identify
occupaiions that are gimilar in nature, but may cross into other industry
settings through the SOC. The SOC has been particularly useful for
research and classification purposes but its value in practical
applications is unclear. |

5233 Health Aides, Except Nursing
This unit group includes o;c’:rm involving performing various duties under the direction of
trained medical practitioness, as mising th  issving medicines, labeling
mdm:aasmppues;mgduﬁnsph examinstion gﬁwmaﬁuwedﬂedoﬁum
ments, patients’ records; trestment room, inventory of and instruments;
preparing, ing and sterilizing infant May also assist in physical other therapy treat-
ment.

THATINACY BEIPET.......crrserssrrmsssssssssscsssmssesennsnssnes reetsaetses s sa steas s sasreas e b sbe s sanaserens $73.....074387010
Physical therapist assistant. " - $73.....076224010
Occupational therspy ASBSIANL.........cueeeeresrensmnsmtnsornssrone . 573.....076364010
Laboratory assistant, blood and plasma.......................... eeeeereieenresaressnrans 323.573.....078687010
Chiropractor assistant. ; 573.....079364010
Medical assistant. . 573.....079367010
Podiatric assistant 573....079374018
Physical therapy alde. . . 573.....355334010
Ambulance sttendant. 57).....355374010
Occupational therapy side . S §73.....355377010
Morgue sttendant. §7).....355667010
Graves registration specialist... eetrerrriremantaressesee i te st ra RS sar RS IR R ES b a T SR sn s aa s nsaere 574..... 355687014
Formula-room worker . - ,313-573.....520487014
Ambulance driver . §7)....913683010

Noie. See page 9 for saplanation of job title codes.
Figure 5.11
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Decision Area: A Work Setting (Business or Industry)

Information about a work setting is commonly referred to as information
about an industry. It is another diménsion of career decision making.
Clients and students need some understanding of the environment in
which occupations exist. Each type of industry or business has a
different working environment even though they may employ persons in
similar occupations. For example, a truck driver who works for a
moving and storage company will usually have to load and unload the
trucks by hand whereas an over-the-road driver may not touch the
freight. Likewise, the skills and work of a plumber will vary
considerably between residential and industrial work settings. The type
of industry or business is a major influence on the specific job
conditions, pay, benefits and numerous other conditions of employment.

Students or clients making career decisions who have seriously
considered a specific occupational area may be more interested in
certain industrial sectors. They may be interested in working at a
particular local firm, such as a health care facility or a local bank. To
assist, the career development facilitator needs to identify the industry
and help research its occupational staffing pattern. This process will
reveal the types of occupations employed in that industry, giving the
client a choice of occupations to investigate.

Two references can be used to collect this information: The Standard
Industrial Classification (SIC) Manual and Occupational Information
Systems (OIS).

Standard Industrial Classification (SIC)

The SIC can help identify industries and places of employment. Itis a
system by which an industry, or work sctting, is classified. It gives a
detailed description of the industrial division and major groups classified
within each industrial division.

The manual does not list specific companies by name but it is an
excellent resource for understanding the industrial makeup of a city,
community or state. Similar industries are listed together, which makes
it helpful when determining which firms might employ people with
skills or work experiences obtained from a similar industry.
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Example from the SIC

319

Major Group 54.—FOCD STORES
The Major Group as n Whole

This major group includes retail stores primarily engaged in selling food for horae prepa-
ration and consumption. Establishments primarily engaged in selling prepared foods and
drinks for consumptior. on the preipises are ¢lassified in Major Group 53, and stores pritaari-
ly engaged in selling packaged besrs and liquors are classified in Industry 69821,

Industry
Urowp Ind
Nor N

541 GROCERY £TORES
5411 Grocery Storves

Storey, commorly known ss supernm.arkets, food stores, and grocery stores,
primearily engaged iu the r.tail sale of all sor's of cannad foods and dry goods,
sach as tes, coffee, spices, sugar, and flour; fresh fruits and vegetublies; and
fresh and prepared moats, fish, and poudiry.

Crovanisao fixd storeo—reisil Grocery stores, with o without freeh
Food markste~-retall moes—retad
Frown food and fraesar plans, seoept Supcymarkets, groc oy ~retail
meat~potall
82 MEAT AND FiSH (SEAFOOD) MARKETS, INCLUDING FREEZER

FROVISIONERS .
8421 Meat and Fish (Seafood) Markets, Including Freeser Provisioners

Establishments primarily engaged in the retaii sale of fresh, frozen, or
cursd meats, fisk, shellfiah, and other seufoods. This industry includes estab-
Lshments primarily engaged in the retail sale, oo a bulk besis, of weat for
freezor storage and in providing home freezer p'ans. Meat roarkets may buich-
er animals on their own sccount, ¢r they may bay from o‘hers. Food locker
plants primarily engaged in renting locker apace for the storage of food prod-
ucts for individual housebolds are classified in Industry 4222, Establishments
primarily engaged in the reiail sale of peultry are classified in Industry 5499.

Fiab marhste—raiail Meost markete—roiail
Frocesr faxd plana, sust—petail Sesfood warkete--rotail
Frexar provisicnen, mest-—retail

hc::\ﬂbadmdhw»im tneat -

3

543 FRUIT AND YEGETABLE MARKETS
5431 Fruit and Vegetable Markets

Establishments primarily engaged in the retail sale of fresh fruits and vege-
tables. Taey are frequently found in public or muaicipal markets or as road-
vide stands. Howsever, sstablishrnents which grow fruils sand vegetabirs and
sell them at roadside stands are classified in Agriculture, Major Group 01.

Frovit merkets snd standr—~petail Vegotnbls markety and stands-—retail
Produce @ackets and sands—retail

Figure £.12
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Occupational Information Systems (O1S)

The OIS can help identify the industries tnat employ = given occupation
and will identify the occupations employed within o given industry (the
staffing patterns) and their demand/supply outlook.

Some State Occupation Information Coordinating Cercmittess (SOITCs)
have created computerized COccupational Information Systems (OIS)
programs which use data from the Occupationai Employment Statistics
Program (OES). These databases may provide information or the
industries that employ a specified ocrupation, as well as the occupations
employed by a specific industry.

ICDM _, 5:22
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Industry/Occupational Relationships Route

<Che.t 3>

Direct Access Selected Search “ ¥ industry/Oceupations! Training Directory

-

industries within an occupation Occupations within an Industry

Cluster code Occupational
Employment Standard industrial Qassification Code
{
List of Industrias Which List of Occupations Employed
Employ a Given Occtipation in a Given Industry

Figure 5.13
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For example, Figure 5.14 illustrates where the occupations Bookkeeping
and Accounting Clerks are employed in North Dakota industries.

Press hmm‘

'H'.gn PTLI‘ nomm &%WCE&L imtz‘:ﬁﬁ% § 8838

1) OIS OCCHPATION: [53333385) -- WR & ACCOUNTING CLIRKS

Iz
- éoc - - STM INDOSTRIAL CLASSIFICATI Tﬁw ‘%%ﬂ

B
. AR
- 882 ]

[FIGURE 27] INDUSTRIES WITHIN AN OCCUPATION REPORT {sample}

Figure 5.14
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