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Abstract

PASSAGE, "Your Workplace and Job-Skills Information Newsletter," is a publication written specifically
for adult learners and unemployed/underetaployed individuals in Pennsylvania who seek to expand their
educational training and to improve their career opportunities in today’s everchanging workworld.
PASSAGE is written and designed by The Midland Center, Inc. and is funded in part by the Pennsylvania
Department of Education and the United States Department of Education. The PASSAGE newsletter is
published ten (10) times a year from September to June and has a monthly circulation of 2,200. Each
issue of the newsletter is six (6) to eight (8) pages in length.

In 1989, the PASSAGE newsletter was established by the Pennsyivania Department of Education’s 353
Task Force and The Midland Center, Inc. The goal of both organizations was to provide adult learners
receiving services funded by the Pennsylvania Department of Education with educational and
career-development information/resources in a newsletter format. This publication was designed to place
emphasis on the importance of life-long education and how it relates to the workplace. The newsletter
was also a response to the absence of materials (a publication tiat is produced on a regular schedule) that
were written for the adult learners seeking to improve their educational and career opportunities.

To create a newsletter that would be appropriate for a significant percentage of Pennsylvania’s adult
learners, close attention was given to the newsletter’s content (choice of articles and the relevance of each
article to the newsletter’s overall mission), readability (reading level), and design (print size and iayout).

PASSAGE is mailed to adult-basic education instructors and volunteers, employment trainers, career
counselors, librarians, and various coordinators of self-help programs (i.e., single-parent homemaker
services). Upon receiving the newsletter, it is photocopied and distributed to adults participating in
educational and/or career-development programs/activities. Also, the newsletter is designed as a tool for
educational instructors and tutors to use as a lesson plan to enhance their classroom materials.

Some of the subject areas covered in PASSACE include employer-employee expectations in today’s
workplace, job-search tools, highlighting careers, employment/educational services,
workplace-communication skills, teamwork, higher-education opportunities, technology, information for
instructors, self-help/inspirational articles, workplace terms, labor-market surveys, success stories, reader
input, on-the-job skills, and innovative classroom activities.

To provide educational and career-development information, the PASSAGE staff (an experienced team of
writers, educators, and employment trainers) utilizes their personal work experiences to create a
newsletter that is relevant, versatile, factual, and up-to-date and to network with program directors,
instructors, and business professionals across the State.

To continually improve the overall quality of the newsletter and to expand its network, PASSAGE places
great importance on reader feedback and maintains close contact with the Pennsyivania Department of
Education.




Introduction - PASSAGE--"Your Workplace and Job-Skills Information Newsletter*

Objectives

The 1991-1992 PASSAGE newsletter was designed to provide educational and career-related information
for Pennsylvania’s adult learners who are in the process of earning their GED diplomas, preparing for
college or vocational training, or planning to enter or reenter the workplace. The Midland Center, Inc.
and the Pennsylvania Department of Education wanted to create a publication that would feature
workplace and job-skills information that is prepared specifically for the adult learner. This publication
was intended to be used not only as an independent "hands-on" resource for adult learners to read and
understand but also as a classroom discussion tool and networking device for the many adult-basic
education and career-development programs across the Commonwealth of Pennsylvania.

Rationale/Background

Concerned with the lack of workplace and job-skills information written specifically for the adult learner,
the PASSAGE staff geared the newsletter toward this target audience, and close attention was given to the
publication’s content, tone, reading level, and layout. The Midland Center, Inc.’s research (reviewing
similar newsletters, books, and educational resources) revealed that very few similar publications were
available on a regular basis. (PASSAGE is published ten times a year.) There is a definite need for a

resource that speaks to the adult learner and highlights the importance of education and how it applies to
today’s workplace.

In 1989, The Midland Center, Inc. received thie approval of the Pennsylvania Department of Education to
produce the PASSAGE newsletter. The Midland Center, Inc., a nonprofit training and development
organization, has been in existence since 1983 and has provided educational, career development, and
employment services to unemployed and underemployed individuals in Beaver County. The PASSAGE
staff consists of individuals who are experienced adult instructors/counselors, job-developers, and
communication professionals (writing, editing, publication-design skills). The 1991-1992 PASSAGE
project year marks the completion of three years of providing workplace and job-skills information to
Pennsylvania’s adult learners.

Time Frame

During the 1991-1992 project year, The Midland Center, Inc. published ten (10) issues of PASSAGE.
Each issue was six (6) to (10) pages. The newsletter was scheduled to be distributed on a monthly basis
starting in September 1991 and concluding in June 1992.

* While complete issues of the publication were prepared according to schedule (written, edited, and
camera ready), other delays caused the newsletter to change its distribution schedule. Consequently,
several issues were often mailed during the same month.
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Staff/Key Personnel
The Midland Center, Inc. utilized two staff members, on a part-time basis, to organize and produce the
1991-1992 PASSAGE newsletter series. These individuals have training and professional experience in
the areas of writing, editing, computer operations, layout and design, desktop publishing, and
Youtreach/communications. The positions needed to coordinate the project were:
Managing Editor

This individual monitored the overall operations that led to the final production and distribution of
the newsletter, assigned articles, and functioned as writer/editor.

Publications Editor/Desktop Publishing Specialist/Technical Assistant

This individual worked directly with the Managing Editor to write, edit, and assemble the material for
the newsletter. Also, this individual was involved with preparing the layout/design, updating the
database, and organizing the bulk mailing of the newsletter.

Audience

Feedback received from PASSAGE’s readership, adult educators/counselors, career-development
instructors, program operators, the Department of Education, and publications such as What’s The Buzz
supports the need for a newsletter that highlights workplace and job-skill information for adult learners.
Also, feedback has revealed that PASSAGE is being used by adult learners, utilized by adult instructors in
the classroom for educational, career, and employment training, and accessed by individuals visiting
WORKPLACE Projects which are present in over 70 libraries in the Commonwealth.

Additional Report Copies
Persons interested in obtaining additional copies of this report may contact:

Dr. John Christopher, Director Clearinghouse Specialist

Bureau of Adult Basic and Literacy Education AdvancE/ ,

Pennsylvania Department of Education Pennsylvénia Department of Education Resource
333 Market Street, 6th Floor Center

Harrisburg, Pennsylvaniz. 17126-0333 333 Market Street

Harrisburg, Pennsylvania 17126-0333

Summary

After three years of providing educational/career-related information, PASSAGE continues to be a
publication which meets the needs of adult learners, unemployed/underemployed individuals, adult
instructors/counselors, program directors, and employment/career-guidance trainers throughout
Pennsylvania. This newsletter project works hand-in-hand with the training programs (ABE-GED
services) and special projects (What’s The Buzz) offered by the Pennsylvania Department of Education.
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Statement of the Problem

Beginning in the early 1980s, Pennsylvania has been greatly affected by high unemployment rates in a
majority of its counties. Many of these courties once flourished from the stability of abundant industries
which today have downsized tremendously. This situation created a great problem for undereducated,
unemployed, or underemployed individuals in Pennsylvania. To remain in competition, the workplace
demands that its employees value education as a life-long process. A large percentage of the
manual-labor jobs have given way to the service or technological-based jobs.

With this change in the workplace, the establishment of a publication which focused on workplace and
job-skills information that was of importance to the educational, training, and employment needs of
Pennsylvania’s adult learners became a concern.

The PASSAGE newsletter, utilizing an established statewide network of educators and business

professionals, highlights information that assists adult learners with their educational and career-related
challenges.

In a report from the Pennsylvania Department of Education to the Legislature, the report states that 353
special-demonstration projects are necessary to improve the financial security of many Pennsylvanians
who are benefiting from, or will benefit from, Act 143 programs (e.g., 30% receiving public assistance,
27% classified as displaced homemakers, and 36% were unemployed and available for work in 1990).

Goals and Objectives With Which to Attack the Problem

Since its beginning in 1989, the PASSAGE newsletter was proposed to provide a much needed resource
for Pennsylvania’s adult learners interested in improving their educational, career, and employment
opportunities. The overall goals and objectives established to alleviate the problem were:

Focus

PASSAGE had to be different from other publications. No other publication similar to PASSAGE was
available on a regular schedule (i.e., ten times a year). It was specifically geared toward the adult learner’s
educational/career-related concerns. While various magazines, newsletters, and books featured workplace
and job-skills information, these publications did not focus entirely on material for the adult learner. A
newsletter that complemented and enhanced other services and special projects offered by the
Pennsylvania Department of Education was needed.




Content
PASSAGE had to provide a variety of information that would be relevant to the adult learner.
Assembling a variety of information would increase the likelihood that all readers would discover
something that would help them: with their situations. Also, PASSAGE gave the reader a starting point
from which to learn more about a particular educational/career-related topic. Each article would provide
the reader with the necessary information needed to take the next step (organizational names/addresses,
telephone numbers, or places to conduct research). The subject areas covered in PASSAGE included:

¢ Overcoming Academic/Economic Barriers

* Employer-Employee Expectations In The Workplace

* Academic Preparedness And Growing Occupations/Career Fields
¢ Supportive Needs of Adult Learners

e Career/Workplace Readiness Programs For Adult Learners
¢ Counseling/Employment Concerns Of Adult Learners

¢ Technologies Impacting The Workplace

¢ Strategies For Job Search

¢ Statewide Workforce-Education Initiatives

¢ Teamwork

¢ Problem-Solving In The Workplace

¢ Academic Skills Used In The Workplace

* Reader Survey/Feedback

* Success Stories

¢ Instructor-Directed Readings

Customized Format/Design

Close ottention was given to PASSAGE's appearance. The newsletter had to have a layout and design
that wes attractive and eye catching to the reader. The body text, titles, and subtitles make the articles
easier to access. Also, the use of boxes, bullet statements, and graphics assisted in improving the overall
look and accessibility of the newsletter. In addition, to make certain that adult learners would be

comfortable using PASSAGE on a regular basis, a great deal of attention was given to the reading level of
the articles in the newsletter.

Variety of Applications

First, PASSAGE was designed to be used as a resource tool that adult learners could easily read and
understand without a great deal of assistance. Secondly, PASSAGE was designed to be used by adult
instructors, volunteers, and counselors as a classroom or small-group discussion tool to better prepare
adult leamners for higher-education and employment opportunities. Lastly, PASSAGE was designed to
establish a network of readers (educators, business professionals, and adult learners). The intention was to
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open communication channels and to highlight the innovative ideas, success stories, and concerns of

individuals and educational/employment-related programs across the State (i.e., the Workplace Project in
the public libraries).

Accountability
The Midland Center, Inc. accepted the responsibility of researching and developing information which
was accurate and appropriate for PASSAGE’s audience. During editorial meetings, the staff made ceriain

that all articles were properly researched and verified that the material presented was timely to the
readership and had statewide application.

Procedures Employed to Study/Attack the Problem

To meet PASSAGE’s intended goals, improve/update the newsletter, and provide an informative and
accurate educational/career-related resources to adult learners, the newsletter staff focused on four main
areas which included utilizing The Midland Center, Inc.’s experience with instructing adult
learners/unemployed individuals, the PASSAGE staff’s previous experience (three years of publishing
PASSAGE), educators and business professionals who agreed to submit articles or resource information,
and internal/external feedback.

The Midland Center, Inc., a nonprofit training and development organization, has been assisting
individuals who need educational/employment training since 1983. The Midland Center, Inc.’s staff has
worked with thousands of unemployed and underemployed individuals. Some of the services that have
been provided over the years at The Midland Center, Inc. include GED brush-up courses, job-search
workshops, single parent-homemaker services, career development for welfare recipients, and basic
computer-applications training. Having acquired years of first-hand knowledge and having established a
network of self-help programs, The Midland Center, Inc.’s staff became a valuable resource for producing
a newsletter that addressed the concerns of the adult learner.

Next, the PASSAGE staff examined the results of the first two years that the newsletter had been
published. During this period, the PASSAGE network of students, educators, and business professionals
was established. Also, a great deal of effort was spent creating a publication that was unique-—while
trying at the same time to learn more about the audiences’ needs. At the start of the third year of
publication, the staff had acquired much information and began to upgrade and enhance the newsletter.
For example, the 1991-1992 PASSAGE newsletter had a new look that was easier to read and more user
friendly (soft colors, pull-out boxes, feature sections, and a three-column format). This change was based
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on research and past publication experience. The experience acquired by the PASSAGE staff enabled the
newsletter to improve and further develop.

The third area of importance was obtaining articles, conducting interviews, and collecting resource
information from a network of educators and business professionals throughout the Commonwealth.
Rather than rely only on their own experiences, the PASSAGE staff encouraged educators’ and business
professionals’ participation; this added variety, credibility, and a unique viewpoint for the readers (i.e,
Sidney Elkin, Director of the Alliance for Consumer Protection of Beaver County and Law and Political
Science Instructor at Penn State University). Many individuals were contacted by telephone or letter.
Also, this networking provided the PASSAGE staff with a better understanding of what services and
special programs were being offered to adult learners and what may be of interest to the readers.

The final area of importance was feedback from the readers, the Pennsylvania Department of Education,
and the PASSAGE newsletter staff. Surveys and articles encouraged feedback from the readers. The
Department of Education was contacted on a regular basis and the progress of the newsletter was
discussed. Also, monthly editorial meetings were held for the PASSAGE staff ‘o0 analyze the

effectiveness of the newsletter. Feedback from the readers, project advisors, and the PASSAGE staff
became crucial to the success of the newsletter.

Objectives Which Were Met

To ensure that all objectives for the 1991-1992 PASSAGE newsletter project were met, the editors of
PASSAGE prepared a list of subject areas that was designed to provide the adult leamner and instructor
with a variety of educational, workplace, job-skill, and employment-related topics.

Utilizing its experienced staff of educators and career-development trainers/counselors, network of
specialists/professionals (Pennsylvania Department of Education and educational/training programs),
three (3) years of experience with this project, and feedback from the readership, the PASSAGE staff had
the resources necessary to meet the objectives of the newsletter.

Each PASSAGE newsletter contained main articles (500 to 750 words), informational sidebars (100 to
250 words), and STUDENTaccesspages (250 to 750 words). Forty (40) feature articles, (60)
short-interest articles, and (10) STUDENTaccesspages were included in the 1991-1992 PASSAGE

newsletter series. Also, all ten (10) issues (six to eight pages each ) were printed and distributed to the
readership by June 10, 1992.
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The main articles and sidebars were written to provide the reader with a basic understanding of a
patticular topic. In addition, each main article provided the reader a resource from which to conduct more
research or receive assistance. The articles served as a starting point to attain knowledge and to explore
various employment and educational opportunities.

The STUDENTaccesspage, a monthly feature, was designed to be used as a customized instructional tool.
This "hands-on" feature was written by an adult educator and was targeted to students, instructors,
volunteer tutors, and counselors. Instructors/trainers were encouraged to use this innovative insert as a
regular classroom-discussion exercise. The STUDENTaccesspage highlighted topics that are of
importance in the classroom and in the workplace (e.g., accountability and teamwork).

Below is a detailed listing and explanation of the subject areas that were established to ensure that a

variety of issues important to the educational/career-related development of adult learners were
presented in PASSAGE.

Overcoming Academic/Economic Barriers

PASSAGE prepared a collection of articles for individuals who are attending school and/or want to
establish successful careers. Obstacles they may encounter, methods to achieve success, and resources to
obtain assistance were highlighted. Articles included "GED Students’ Skills Above Other Graduates,"
October 1991 and "Reaching Your Goal By Taking One Step At A Time," May 1992.

Employer-Employee Expectations In The Workplace

Today’s employees are expected to be educated, versatile, and willing to accept more responsibilities.
With access to various labor-market statistics and a network of local employers, PASSAGE featured
information that summarizes the general concerns of all employers and what they expect from their

employees. "Making Your Job More Secure,” September 1991 and "Interviewing The Interviewer,"” May
1992 were articles that discussed this topic.

Academic Preparedness And Growing Occupations/Career Fields

This subject area focused on featuring professions that may be of interest to the aduilt learner. Each article
focused on educational requirements, experience, salary expectations, typical daily activities, personality
types, and employment outlook. Articles that highlighted this subject area included “Social Work--The

Caring and Helping Profession," November 1991 and "Interested in Entering The Medical Field?"
February 1992.




Supportive Needs of Adult Learners
This collection of articles gave adult learners information about programs or services that could assist
them during difficult times (e.g., unemployment or family problems). These articles were designed to let
them know that they have somewhere to turn, and that they are not alone. Articles included "Why Not
Form a Job Club," September 1991 and "Employee Assistance Programs Reduce Stress," April 1992.

Career/Workplace Readiness Programs For Adult Learners

Each year, PASSAGE receives information from many programs and services that provide
employment/educational assistance to adult learners. Many of the programs/services can assist
individuals who are interested in earning their GED diploma, attending college, or entering/reentering the
job market. Also, this information is useful to educational/employment program operators wanting to
improve their services or expand their network. "The Workplace Project: An Update," March 1992 and

"SchuyIkill Training and Technology Center: A Model Program,” May 1992 were articles that featured

this information.
/

Counseling/Employment Concerns Of Aduit Learners
PASSAGE featured a number of articles that provided the readers with information on how to improve
their employability and to utilize helpful guidelines when making decisions. Articles that highlighted this

topic were "Preparing For Content-Skill Tests," October 1991 and "Making Decisions--Involving Family
and Friends," April 1992.

Technologies Impacting The Workplace

This subject area provided adult learners with information on technological charpes and how these

changes may affect their future career plans. The skills taught in the adult-education classrooms including
’/ s college/vocational schools can help adult learners prepare for the challenges ahead. Articles that

discussed this topic were "Tomorrow’s Workplace," October 1991 and "Fewer Fish In The Sea," April
1992.

Strategies For Job Search

Knowing how to conduct a successful job search is just as important as receiving an education and
preparing for a career. Without knowing how to prepare a resume/cover letter, establish a network, or be
prepared for a job interview, an individual will have a difficult time utilizing his/her skills and talents.
"PASSAGE’s Resume-Writing Series,"September through December 1991, and "Where Are The Jobs?",
January 1992 were among many articles that focused on this topic.




Statewide Workforce-Education Initiatives

These articles were written specifically for instructors. Programs, services, and innovative concepts were
presented to instructors in the hope of opening communication channels and showing how education and
business can work together to better prepare adults for the work world. Articles included
"Workplace-Literacy Programs: Key Components," November 1992 and "Deaf Adult Literacy Tutor
Handbcok," May 1992.

Teamwork

Teamwork in the classroom and in the workplacs has always been emphasized in PASSAGE. Many
individuals fail to realize that the skills used ia the classroom can apply directly to the work environment.
Teamwork is important to achieving success in all aspects of life. "Tandem Jobs," April 1992 and
"Closeness and Conflict: Inseparable Outcomes of Teamwork,"” June 1992 discussed this topic.

Problem-Solving In The Workplace

Similar to teamwork, PASSAGE featured several articles which highlighted participative approaches that
can be used in the classroom and in the workplace. Many companies (labor and management) are
requesting that employees be involved in the decision-making/problem-solving process. "Quality: Whose

Job Is It Anyway?", and "STUDENTaccesspage Focus: Problem Solving In The Workpiace," June 1992
focused on this subject matter.

Academic Skills Used In The Workplace

PASSAGE has always stressed the importance of obtaining solid academic skills and k-. w these skills are
used in the workplace. These articles give examples of how skills such as writing, speaking, and
computing are used everyday in the workplace. Articles that featured this topic were "Tips for Today’s

Versatile Employee," November 1991 and "STUDENTaccesspage Focus: Management By Objective,"
January 1992.

Reader Feedback

Each year PASSAGE encourages rcader feedback by preparing surveys and listing the newsletter’s
address and telephone number. Constant communication with the readership is an essential part of
providing a useful service. "PASSAGE’s Resume Writing Series," December 1991 and

"STUDENT accesspage 1992 Reader Survey," February 1992 were included in the 1991-1992 PASSAGE
newsletter.




Evaluation Techniques

To achieve and exceed an established level of quality and to meet various set benchmarks, the PASSAGE
newsletter staff utilized external and internal evaluation methods to analyze the success of the newsletter
and needs of the readers. These exiernal and internal evaluation methods have proven to be essential
components to PASSAGE'’s adaptability, success, and growth.

External Evaluations

External evaluations consist uf encouraging the readership to write or call, conducting reader surveys, and
seeking the advice of the Pennsylvania Department of Education’s Director and Specizl Project Advisor.
This combination enables the staff to have a clearer picture of the audiences’ needz and concerns.

With articles such as "An Introduction To PASSAGE’s Resume Series,” "The STUDENTaccesspage
1992 Reader Survey," and "PASSAGE Survey Results," the PASS AGE staff encouraged readers to call
the newsletter’s 800 number or to write to the staff and discuss how the newsletter is being used, what
articles are helpful, what information should be included in future issues, and how the overall quality of
the newsletter can be improved.

A survey was conducted in the February 1992 issue of PASSAGE. Some of the questions that were
included in the survey were:

¢ What types of articles interest you or relate to your situation?

e What is your favorite article from the newsletter?

* What is your impression of PASSAGE’s content, readability, design, and utility?
¢ Can you give one example of how PASSAGE was helpful to you?

¢ Do you have any additional suggestions that would help us improve the newsletter?

The feedback received from the readers who responded to articles or the survey was positive and helped
refine this year’s look and content (e.g., new layout and design and articles on resume writing and success
stories). While written suggestions/comments and survey sheets were useful tools to measure
PASSAGE’s performance, the most effective tool utilized by the readership for communicating with the
PASSAGE staff was accessing the newsletter’s 800 Number. The readership appreciated the convenience
of the 800 Number. With the 800 Number, the PASSAGE staff was able to discuss the newsletter’s
effectiveness in greater detail and create a more personal and accessible service/product for the readership.

1
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“Recenily, a colleague gave me the October 1991
issue of your newsletter ‘PASSAGE.’ I enjoyed it
and found it to be very helpful. I am requesting
that I be placed on your mailing lis:."
Mary Mulroy, Counselos
ABE/GED Program
Central Presbyterian Church
McKeesport, PA

“I would like to request copies of your free
publication ‘PASSAGE’ for use in the Career
Development/Life Skills Program at the State
Correctional Institution at Muncy.”
Dianne E. Paroli
Job Placement Specialist
State Correctional Institution
Muncy, PA

"I recently received a copy of ‘PASSAGE,’ your
TMCI newsletter from a representative at Adult
Literacy Action, Monaca. This is an excellent
newsletter--and very appropriate for assisting many
of our residents at Penn Pavilion. Of particular
interest are articles pertaining to job-search
techniques, although the focus of the newsletter in
general makes it one that is of potential benefit to
the population we serve. Could you please send or
call with information about subscribing? I would
very much appreciate the opportunity to
incorporate this resource into our
vocational-assistance program. Thank you for your
consideration--and for a great newsletter!"

Deborah Pagani

Staff Representative

Penn Pavilion

New Brighton, PA

"PASSAGE is a resource utilized by the Prep
Project. The honest approach and
down-to-business attitude of PASSAGE are
refreshing. I utilize PASSAGE as both a staff
development and a career guidance tool. Iam
impressed with the versatility of PASSAGE. The
Midland Center, Inc. has filled a great need in
Adult Education.”

Barbara T. Kirby

Employment Prep Project

Project Manager

Waynesburg, PA

12-

Here are some brief examples of comments (letters and surveys) from program instructors, counselors,
and administrators who received the PASSAGE newsletter during the 1991-1992 program year:

"I have been very impressed with your newsletter
‘PASSAGE.’ I find it filled with useful information
and have passed copies on to public and state
prison libraries. As you know the State Library
piloted the Workplace project a few years ago with
six sites. We now have over 70 libraries offering
these services. Is it possible to ensure that every
library on the enclosed list of Workplace sites
receive a subscription? Since few public libraries
receive professional career guidance journals
‘PASSAGE’ will be of immense value.”

Stephen M. Mallinger

Library Development Advisor

State Library of Pennsylvania

Harrisburg, PA

"PASSAGE makes me more aware of adult
stidents’ special needs; therefore, it makes me
better equipped to help them.”
Joan H. Noblit
Coordinator of Community Education
Quakertown Community School District
Quakertown, PA

"From the responses to the survey and from
comments received on the survey forms, it is our
opinion PASSAGE is meeting a need for workplace
and job-skills information on the part of adult basic
and literacy educators in Pennsylvania. Further,
the positive ratings given the newsletter contents
would indicate the newsletter is meeting the need in
a positive manner."

David W. Fluke

Project Director

Adult Education Linkage Services

Troy, PA
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A final method of external evaluation included maintaining open channels of communication, on a regular
basis, with Dr. John Christopher, Ed. D., Director, Bureau of Adult Basic ard Literacy Education, and
PASSAGE’s Project Advisor, Mr. Dan Partin. Both individuals shared their input and offered suggestions
that helped enhance the newsletter and expand its network of contacts across the Commonwealth. Also,

this was an excellent opportunity for the PASSAGE staff to share feedback that has been received from
the readership.

Internal Evaluation
On a monthly basis, the PASSAGE editors scheduled a meeting to discuss feedback received from the
Pennsylvania Department of Education and the readership, to review accomplishments, to set assignments

(articles, reports, and contacts), to brainstorm for future issues, and to critique published issues of the
newsletter.

Also, input was received from The Midland Center, Inc.’s experienced staff of adult-education instructors

and career-development specialists/counselors. These individuals assisted with the writing, proofreading,
and bulk mailing of the newsletter.

Each issue of the newsletter was proofread by no less than four (4) individuals. Spell-check and
grammar-check programs were also utilized for reviewing and preparing the newsletter. In addition, all
information presented in the newsletter was reviewed and verified for accuracy and appropriateness to the
PASSAGE readership. (All guest writers or individuals who submitted information packets received a

camera-ready copy of the newsletter before it was printed. This practice ensured that information was
factual and relevant.)

This internal evaluation process was a necessary component that helped PASSAGE reach and exceed its
project goals for the 1991-1992 project year.
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Procedure for the Distribution of the Findings and the Products

For the 1991-1992 project year, ten (10) issues (each issue was six to eight pages in length) of PASSAGE
were mailed to educational/employment-related programs for adults throughout the Commonwealth.
During this year, PASSAGE had a monthly circulation of 2,200.

The mail list was assembled by securing the names and addresses from What’s The Buzz, The
Pennsylvania Department of Education, and individuals (instructors, program operators, volunteers, and
counselors) who discovered PASSAGE through a colleague or by word of mouth.

The newsletter was designed, edited, and formatted by the PASSAGE staff. The Midland Center, Inc.’s

staff assisted with the writing, bulk mailing, and up-dating of the reader data base (PASSAGE’s entire
circulation).

Camera-ready copies of the newsletter produced by the PASSAGE staff were sent to a commercial print
shop for mass production and folding. (Each year PASSAGE receives three bids from area print shops.
Price, quality, and turnaround time are all important factors in choosing a printer.)

To improve the timeliness and to increase efficiency, various software packages (Ventura Publisher,
WordPerfect, RightWriter, and Mars 800 Scanner) were used to write, edit, and design the newsletters.

The combination of an experienced staff, state-cf-the-art software, a quality commercial printer, an
pe

efficient data base, and monthly schedule enabled PASSAGE to distribute the product in a timely and
efficient manner.

Conclusion

The 1991-1992 PASSAGE project has met established goals and has continued to expand its network of
readers and contributors. After three years of disseminating workplace and job-skills information, the
PASSAGE newsletter has found its niche with adult learners, unemployed/underemployed individuals,
adult instructors/counselors, program directors, and employment/career-guidance trainers in Pennsylvania.
In addition, the PASSAGE newsletter served as a "hands-on" resource that enhanced the many programs
and projects funded and supported by the Pennsylvania Department of Education.
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Volume 3, Number 1

Special Job-Search Strategies Issue 1991

Making Your Job More Secure

To be successful in today’s
competitive job market, you must
make yourself more valuable to
your organization. Here are
some tips to help you with this
task:

« Act as if it’s your business.
Think like your employer: A
constant flow of well-treated
customers brings profits.

» Do more than you have been
doing. Take on new duties,
work extra hours, and don’t

+ Determine what skills your
company needs and acquire
those skills. Attend seminars
and classes. Act quickly so you
can show that your absence will
leave a gap the company can’t
afford.

« Give your employer what you

expect--some positive feedback.

« Never think you <an’t be
replaced. Someone with the
same experience might be
willing to work for less.

« Seek better and more efficient
ways to do things. Make sure
that management will see what
you recommend as a long-term
saving and not a new expense.

« Rid your mind of "I deserve it"
thinking. Examples: "I get in
early, so I’m entitled to leave a
couple of hours early.” "I
haven’t had a day off for
months, so I’ll call in sick."

Source: John R. Graham, Graham
Conununications, 40 Oval Road, Quincy,

wait to be asked.

MA 02170.

For some reason, many job seekers dread the

prospect of talking about themselves in the job

interview. Here are a few hints to follow whenever
. You dre in an interview:

« Be careful not to sound amrogant. Use a
confident tone of voice but avoid exaggerations
of your accomplishments. Job-search experts
suggest that you reveal something memorable
about yourself that your interviewer will think
about when evaluating you for the job. An
example might be: "I see every problem that
affects my work as an opportunity to look for a
solution.” :

+ Stay away from mformanon that is too personal.
If you are a "take-charge individual,” do not
support that self-description with the fact you

"Tell Me About Yourself."

were abandoned by your family and had to
survive in spite of a terrible childhood. Instead,
use an example from your work history that
supports why others would view you as a
"take-charge individual."

» Remember that when an interviewer says "Tell
Me About Yourself" be or she is really trying to
discover what type of person you would be as an
employee--looking for information about your
work habits, goals, attitude, and personality.

The STUDENTaccesspage provides you with an

exercise that will help you feel more comfortable

and prepared when talking about yourself to a

potential employer. Ask your classmates and

family to help you because they may find it easier
to highlight your good qualities.

jomd
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Introduction

be highlighted.

-~ PASSAGE Resume Series D

Do you need to prepare a resume for your job search? Most definitely!

If you are currently seeking employment, you need a well-organized resume to get interviews. There
are no exceptions. To help you better understand the importance of a good resume and to help you
organize and write this necessary document, PASSAGE will feature a series of articles on resume
preparation in the months ahead.

The first article in this series will examine the purpose of a resume and how you can better understand
the interviewer’s point of view and approach. In the future, topics such as different types of resumes,
content/basic ingredients, resume do s and don’ts, and organization of your information/resources will

The PASSAGE staff hopes you find these articles to be helpful. If you have any tips or information
k that you would like featured in this series, please call us at 1-800-345-5443. Thank you!

/

Understanding How Employers Use Resumes

Why does an employer require all
job candidates to submit a
resume? To answer this question,
you should try to put yourself in
the place of the interviewer or
potential employer.

Understanding an employer’s
concerns and needs will help you
understand the many purposes of
aresume and communicate the
right information. This article
explains how resumes are
important before, during, and
after the interview.

] Before the Interview

The first reason why an employer
requests a resume is because of
time limitations. The employer
simply does not have enough
time to meet (in person) with
everyone interested in a position
at his/her company. In other
words, the resume serves as a
screening device. Keep in mind
that the employer’s time is
limited, so your resume should be
powerful, short, and to the point.

The resume is your chance to get
the employer’s attention and to
convince him/her that you are the

best candidate. However, you
must remember that you only
have a few minutes, or in some
cases seconds, to catch his/her
attention. Until you get a chance
to meet with the employer in
person, the resume will be doing
most of the work for you.

(] During the Interview

When your resume interests the
interviewer enough to schedule a
personal meeting, this document
will then be used as an agenda or
a guideline for the interviewer to
follow. Many interviewers ask
questions based on the
information presented in your
resume.

So, what does this mean? This
means that by preparing a
well-constructed resume that
focuses on your skills/strengths,
you can help establish the
direction of the interview. The
resume will help the potential
employer and you to better
prepare for the interview.

[0 After the Interview

Depending on the job or number
of positions available at the
company that is hiring, the
interviewer may need your
resume as a reminder of your
skills/qualifications. During this
stage, the interviewer will review
his or her notes, compare you to
other job candidates, and
reexamine your resume. An
effective resume will serve as a
better reminder than a poorly
organized resume.

During all stages of the job
search/hiring process, your
resume serves as a powerful tool
that assists you in obtaining
employment. By understanding
why employers ask for resumes
and how they use resumes, you
can approach the resume-writing
process with confidence and
achieve greater success.

Resume-Writing Series

Next Month

"Getting The Potential
Employer's Attention®

Jms N
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Interviewing Strategies

The "Mock" Interview — A Valuable Practice Tool

The best way for job hopefuls to
prepare for employment
interviews is to practice going
through the interviewing process
in what employment counselors
call a mock interview. This can
be accomplished in any
classroom v-‘th the following
supplies » ° set up:

« A list of questions that
employers always ask in job
interviews

» A video camcorder
« A VCR

+ A television set

« A blank video tape

« Two rooms (classroom and
office)

Have someone act out the role of
the interviewer/employer. Make
certain your interviewer is
familiar with 30 interview
questions. Have an alternate
room where everyone can wait
while each person gets the
oppertunity to go through the
mock interview.

Each interview should last
approximately 15 minutes. An
actual job interview usually lasts
longer. However, 15 minutes in a
mock-interview exercise should
be enough time to get a feel for
the job candidate’s interviewing
ability. Nervousness is a normal
reaction that occurs during the
interviewing process, and the
mock interviewer has the
responsibility of putting each
interviewee at ease.

Video-tape each interview, one
after another, then preview the
tape in front of the entire class.
The instructor, as well as the
classmates, can offer constructive
suggestions. Your peers’

commerts on the quality of the
interview are as iinportant as the
instructor’s input and
suggestions.

This is a very valuable exercise,
and it clears up many fears of
interviewing and builds higher
levels of self-esteem and
confidence. Few tools do a better
job of preparing you for real job
interviews than the mock
interview and peer/instructor
critique.

Fear and apprehension are by far
the main contributors to job
candidates experiencing
difficultly during the interview.
Going through the interviewing
process is the only way to
overcome this fear and
apprehension.

The interviewees must be their
own best salespersons. Job
candidates should be in control of
the direction and content of the
interview. They must convey the
right information to the potential
employer in a positive manner. If
they don’t, who will? -~

When you are going on a job
interview, try to think of yourself
as a new car and memorize all of
the options on your "personalized
window-sticker.” This is
essential information that is
needed for disclosing all of the
options (your skills, qualities, and
experience) that make you a
better choice than the other
applicants or "models."”

So, to help you prepare for the
interview, you need to have at
least twenty statements
highlighting your unique abilities
and skills. It is your job to make
the interviewer knowledgeable of
these qualities during the
interview.

Some sample interview questions
that many employers use:

» Why should we hire you for
this position?

» What are your strongest skills?

» How would you describe your
personality?

+ Are ycuo y ople or task
orientc?

» What is the minimum salary
you would accept?

» What can you do for us that
someone else cannot?

» How can you apply your
experience to our
operations/business?

» Why do you want to work for
our company?

These are just some of many
interview questions. Keep in
mind that interview questions are
divided into four main categaries.
They are:

[ skills, Qualifications, and
Experience

[ Education, Knowledge,
and Intellect

[] Personality and Work
Traits

[ Requirements,
Aspirations, and Interests

Remember, resumes get you
interviews, and only successful
interviews get you jobs. So
prepare, rehearse, and get the
proper attitude to make a great
impression on potential
employers.

3"
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Interviewing Strategies

What Are Personality Tests?

When you begin your job search
and obtain an interview, the
individual conducting the
interview may ask you to take a
personality test. Although not all
employers use this test in the
ixterviewing process, it is to your
advantage to be prepared for this
pre-employment test. The
personality test is unlike most
tests that you have taken. In fact,
there are really no wrong or right
answers. You cannot pass or fail
this test.

The Purpose

What exactly is a personality
test? A personality test is a tool
an employer may use to measure
a job applicant’s behavior
patterns (actions and reactions to
certain situations) which are
needed to complete on-the-job
duties. These written tests ask
many personal and confidential
questions. The tests may suggest
which applicants are at risk for
substance abuse, unfit for
stressful jobs (power plant
operator), or poorly suited for
positions that may have rejection
(salesman) or physical threats
(police officer) associated with
them.

These tests examine the
applicant’s positive and negative
behavior patterns. The results of
the tests will provide the
employer with a general idea of
each candidate’s level of loyalty,
productivity, punctaality, and
honesty.

The Labor Market
Today’s labor market has seen

the rise of many small businesses.

These businesses typically hirc
less than twenty workers. In this
type of workplace, employees

must get along well together to
maintain productivity and morale.
You may face a personality test
when applying for a job that
demands close interaction and
cooperation with all employees.

Larger companies also make use
of the personality test during the
interview. Companies that deal
directly or indirectly with public
safety are likely to conduct these
tests before hiring. Some
examples include bus driver, train
engineer, airplane mechanic, and
child-care worker.

Test Questions

The types of questions are
usually yes/no or true/false. The
format is usually one short
question or statement. Once
again, these questions can be
quite personal; however, it is
important to remember that these
tests are kept confidential.

Here are some examples of
personality test questions that

you may see:

People generally hate strangers.

I am more important than anyone.
T am less ambitious than most.

I like dangerous sports.

I do not sleep most nights.

My parents were good people.
Poetry makes me angry.

I like snakes, spiders, and bugs.

Test-Taking Tips

If you are asked to complete a
personality test by a potential
employer, here are suggestions
tuat you can follow when taking
the test:

- Be honest. Answers that are
not accurate can be detected
and could be used to disqualify
you from further employment
consideration.

» Answer all questions.
Unanswered questions send a
warning sign to the potential
employer about your ability to
fulfill the requirements of the
position.

« Use your own answers. Do not,
under any circumstances,
attempt to copy someone’s
answers.

» Remember that personality
tests are looking for behavior
patterns. The same question
may be repeated several times
during the test (using different
words and phrases). Be
consistent when answering
questions; give the same
answers to repetitious questions.

The personality test is just one of
many tools or methods an
employer can use to choose the
right individuals for his/her
organization. Understanding the
interviewing process and
knowing what to expect during
an interview will help contribute
to your successful job search.

The activity which is the subject of this publication was supported in part by the
Pennsylvania Department of Education and the US. Department of Education.
However, the opinions expressed herein do not necessarily reflect the position or
policy of the Pennsylvania Department of Education or the US. Department of
Education, and no official endorsement by the Pennsylvania Department of
Education or the U.S. Department of Education should be inferred.
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Interviewing Strategies

Always Be Honest

Those who succeed at work are those who are
honest. Always tell the truth and support your
opinions with facts and true examples.

Initiate and Participate Fuily
When we display a willingness to lead, we are
providing a preview of how we would
perform on the job.

if In doubt, Check It Out

Never underestimate the value of an
intelligent question. Show the courage to ask
for more information.

Think Like An Owner
If you owned the company, would you want
somebody like you as an employee? Make
sure the answer is yes.

The Seven Rules of Interviewing

Flex, Bend, and Rebound

Read the interviewer’s needs and respond to
those needs. But as you shift your style,
maintain your honesty and integrity.

When in Trouble, Return To Purpose
When the person across from you doesn’t
seem to listen or care about you, remember
why you are there and stick with it.

Continue Learning Every Day
Wherever you are in life, you will be using at
least some of your interviewing skills again,
probably to get another job.

Source: Daniel Marsula, Pittsburgh
Post-Gazette

So, You Want To Be A Boss!

If you had the opportunity to select your boss, what
type of individual would you want to work for?
PASSAGE’s writers did a very informal survey
which yielded some very consistent responses.

If you aspire to the position of "boss," examine our
findings to see if you would be a good boss!

« Be fair minded and accessible to employees.
- Be interested in the employees’ work.

« Be willing to compliment employees who do a
good job.

« Be willing to constructively criticize and help
employees who do not work well.

« Have a vision for the organization.

« Know how to share the organization’s vision with
the employees.

« Be humble about your own accomplishments.

Well, how did you rate? Are you prepared to live
up to these expectations?

Being the boss is not easy. It requires patience,
understanding, knowledge, commitment, and the
ability to hire employees who judge themselves
according to the same standards of behavior.

What Should You Take To
The Job Interview?

There are many opinions about what items you
should take with you to a job interview. You must
decide from the following suggestions which items
are best suited to support the position you are
seeking.

Whatever items you decide are necessary, please
have an organizer or small briefcase in which to
carry them. You do not want to appear unorganized
when asked to present certain documents to the
interviewer.

[J ExtraResumes

O Pen, Pencil, and Notebook Paper

0 Typed List of References

0O Cenificates, Diplomas, and Transcripts

0O Examples of Your Work (i.e., a special report
you completed)

O Personal Documents such as your driver’s
license and social security registration number

%y
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Focus: Tell Me About Yourself.

Introduction

The job interview provides an opportunity for you
to sell yourself (attitude, skills, interests, and
abilities) to an employer. You become the
product; the employer, in a real sense, is the
potential customer. There are many reasons why
you want and heed a job; however, you need to
first address why the employer should pick you as
the candidate most likely to succeed if given this
opportunity of employment.

Here is a self-discovery exercise for you to
complete before the interview. Take ample time to
answer each question carefully. Then, you will
need to make accurate conclusions about yourself,
based on your responses to the questions.

Tell Me About Yourself.

1. How can | use each of these words in a
sentence which describes my work habits?

Successful

Eager

Education

Attitude

Flexible

Teamwork

Challenges

Stress

Communication

2. What three words best describe my
personality? Why these words? Give an example
of a situation to support each word choice.

Word Choice #

Example

Word Cholce #2

Example

{Continued on page 7)
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Word Cholce #3

Example

4. Are there patterns in the type of responses you
wrote and received from others while completing
your self-discovery exercise? If your answer to
this question is yes, list the comments which were
consistently reported about you. If your answer is
no, describe why you feel that the responses were
so different.

Write your conclusions here:

3. What would others (including former coworkers,
family members, teachers, and friends) say about
me if they had to write a recommendation letter?

To complete question three, ask no less than five
(5) individuais to complete the following sentence:

insert your name is the best candidate
for the job because | personally know of
his/her

Employer Expectations — You Should Not Be Surprised.

If you were to ask an
employer what he or she
values in employees, the
following responses should
not surprise you.

Employers expect employees
10:

* Read well enough to do their
jobs effectively and safely

 Write well enough to
communicate properly to
customers and coworkers

« Compute well enough to
tackle numerical tacks in the
workplace

e Listen well enough to
identify workplace problems

employees encounter many
new challenges which their
workplace predecessors did
not have to handle. These
challenges require workers to
think more creatively, employ
negotiating skills, and
continually seek higher levels
of skill and knowledge.

Employers expect employees
to have high self-esteem,
pride in their work, and the

- motivation to achieve their

individual goals, as well as
the organization’s goals.

If you are considering a
first-time career choice or

surprised by your employer’s

expectations—instead, you’ll
find ways to surpass those
expectations!

PASSAGE Staff

Editors
Bernadette Mangie, Director, Education
and Support Programs, TMClL
John S. Goberish, Communications
Officer

Consultants

Richard Carland, Coordinator of
Educational Services, TMClL

Jim Dolmovich, Gaest Writer, TMCI
Robert Drogus, Trainisg Coordinator,
T™CI

Judy Dzumba, Trainer, TMCT
Alice Green, Technical Advisor,

that need to be addressed changing careers, you should BoaLMe
« Think well enough to find zgilgeb\)\,/hi ch ofgf;sc:rgi that Greg Hill. EAPC Coodinator, BCALMC
solutions to those problems . . . .. Dan McCall, GED Instructor, TMCI
is interesting and exciting (0 Cathy Schweitzer, Secretary/Assistast
* Speak well enough to relate you. In addition, you must Toior SPOCIAVE. TM Clm‘
andlc 5 COE 832’;::: 10 customers recognize the importance of Melissa Taylor, Trainer, SPOC/SAVE,
finding work in a field that ™C
In order to provide a good will help you meet your Zhis uwslztllgr was produced iaternally
; A TMC), 617 Midland, Avenue,
living for their families and employer’s expectations. Midiasd, PA 15059, (412) 643-1350
themselves, today’s Then, you will not be or 1-800-345-5443
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Job-Search Assistance

Why Not Form A Job Club?

There are many ways to make the community aware
of your career-guidance services for adult learners.
The formation of a Job Club is one responsible way
that many organizations like yours have used to
recruit and help others make decisions about their
future employment possibilities. Do you have the
staff, knowledge, and resources to form a Job Club
within your organization? Job Clubs are generally
organized to offer group and individualized
assistance to special-needs populations. .

Group activities include:

- Field trips to local college and training
institutions to learn firsthand the benefits of
acquiring marketable skills

- Presentations by area employers who have
knowledge of their industries’ workforce needs

. Films, videos, and demonstrations which promote
job-search techniques

- Meetings among the job-search candidates to
share information and emotional support with their
fellow Job Club members

Individualized activities include:

. Assistance with filling out applications and
writing resumes

- Practice exercises to refine the techniques needed
to conduct a good interview

- Counseling opportunities for addressing problems
and barriers that impede training and employment

. Vocational testing to discover career options

In addition, you may want to create a Job Board. A
Job Board can be used to list the positions available
to your club members. Many unemployed persons
cannot afford the delivery of their local newspapers.
Copies of the want ads from different newspapers
can easily be cut and posted on a Job Board. Job
leads from other sources, such as employers who
prefer to call your agency rather than use public
advertisements, can also be typed and posted for
others to use. Job Club members may also have job
leads which are not right for them but useful to their
fellow job seekers. Many jobs are found through
this method which is known as the "hidden-job
market."

Support services for an effective Job Club are very
important. For example, you should have resource
persons who can write and type well. Word
processing and duplicating equipment will also be
needed to prepare the documents Job Club members
will need to conduct a successful job-search
canpaign. Vocational-resource guides listing
employment outlooks, salaries, and education and
training expectations are invaluable tools for your
Job Club library.

The formation of a Job Club does not have to be an
expensive venture for your organization. There are
many community members who already have the
persor:nel and resources to help your organization
start a Job Club. Invite them to an informal meeting
and discuss how your organization wants to work
with them to help the unemployed find work.

BCALMC

PASSAGE Newsletter
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GED Students’ Skills Above Other Graduates

Some employees are embarrassed
because they didn’t graduate
from high school but received
General Education Development
(GED) diplomas instead.

Now they have a reason to hold
their heads high. Accordingto a
report by the American Council
on Education, GED graduates are
likely to have literacy skills that
are higher than those of
high-school graduates.

The study describes the job skills,
choices, incomes, and
employment and educational
goals of GED candidates. The
report’s authors found that
average scores of GED graduates
on tests for social studies,
literature and the arts, and science
were higher than those for
graduating high-school seniors.
The scores for all GED
candidates, including those who
did not pass, were equal to the
scores of seniors.

The report also showed that in
1989, four out of five GED
candidates were either employed
or looking for jobs. Half were
employed for pay and 30 percent
were looking for work. The
report found that male candidates
were more likely to be working

than were female candidates (55
percent versus 45 percent). But
22 percent of the women,
compared to 11 percent of men
who took the tests, were not
seeking employment.

More than three out of five
candidates who worked said
their jobs required average to
high levels of literacy.

Most of the candidates’ jobs fell
into three categories: sales,
administrative support, and
technical occupations (24
percent); labor, machine
operation, and transportation (20
percent); and service occupations

(17 percent). Women candidates
who worked were likely to be
employed in sales, service, or
administrative support positions
(50 percent). Forty-nine percent
of the men said they were
employed as laborers or machine
operators, or in service or
precision production occupations.

The report also found that many
GED candidates had plans to
enroll in postsecondary programs.
Three in ten planned to attend
community colleges during the
following year; one in four hoped
to enroll in a technical, trade, or
vocational school; and one in ten
intended to enroll in a four-year
institution.

Source: Training & Developmen, Nov. 1991

10 love, and 10 long life.”

Quotes

"Learn the ant of patience. Apply discipline to your thoughts when they
become anxious over the outcome of a goal. Impatience breeds anxiety,
fear, discouragement, and failure. Patience creates confidence,
dccis:venes:, and a rational outlook, which eventually leads o success.”

Brian Adams

"One must not lose desires. They are mighty stimulants 10 creativeness,

Alexander Bogomoletz

 *The grcamt pleasure in lzfc is doing what people say you cannor do.”

Walter Bagehot
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How can you make your resume stand out from all
the others? What steps/precautions can you take to
keep your resume from being screened out?
Unfortunately, there are no quick and simple
answers to these questions. To prepare a powerful
resume and cover letter, you need to understand
where your materials will be going and how ycu can
make them better than the rest.

When you start your job search, realize that your
job-search materials do not always go directly to the
employer’s desk. Why is this so? Because of the
great number of resumes an employer receives for a
job opening, the employer often needs the help of
support staff to screen all resumes. The main
function of these "screeners” is to find job
candidates who should not be interviewed.

It sounds cruel. However, this is one of those "job
search facts-of-life." Many employers just don’t
have the time to review every resume. They instruct
their support staff on what qualifications are needed
for each job opening. So, the next question
is--"What can you do to get past the first screening
and to get the employer’s attention?"

Here are some suggestions that will get your
resume/cover letter to its intended destination (the
interviewer's desk) and help you get an interview:

« Be certain that your resume and cover letter
answer this question for the employer--"What can
this candidate do for me?" Imagine you are the
employer Ask yourself, "what qualities/skills
would I look for in an employee?"

Know how to market yourself. If you have
experience or knowledge in more than one specific
area or field, prepare a different resume for each
field that you plan to target. Make certain that
your resume is written specifically for th= job you
intend to secure. Be specific; employers will
discard most resumes that seem to be unfocused
and written for "just any job opening."

Include the name of the employer/interviewer
in your cover letter and on your envelope.
Make your materials personal. If you talked to
someone who works at the company
(interviewer or manager), mention the
conversation. The person screening materials
will be less likely to discard your resume/cover
letter if they believe the employer may know
you or may be expecting your materials.

Resume-Writing Series

Getting The Potential Employer’s Attention

« Create a design that is easy to read. The
interviewer should be able to have a basic
understanding of your skills, experience, and
educational background just by briefly scanning
your resume. Eliminate the clutter; use titles,
subtitles, bullets, underline, bolding, and white
space (the spacing between lines of text and
paragraphs). An unorganized resume is likely to
be discarded.

- Make sure you use quality paper for your resume.
The paper should be white, ivory, or light grey;
avoid flashy or bright colors. The paper should be
a little heavier than regular typing paper. (24
pound paper is a good choice.) Quality paper adds
a needed touch of professionalism and will help
your materials stand out from the rest of the pack.

- Have your resume printed, using a computer word
processing package and laser printer (if possible).
Use a high-quality photocopying machine for all
your copies. If you do not have access to this
equipment, look in your yellow pages under
Resume Service, Word Processing Service,
Secretarial Service, or Copy Center. Also, try to
have your resume stored on a computer disk.
Resumes that are stored on a computer disk can be
updated quickly and cost-effectively. If you are
on a tight budget, use a typewriter to prepare your
resume; avoid, at all costs, preparing a handwritten
resume.

« Send your resume and cover letter in a white 9" X
12" (catalog) envelope. An attractive resume
should not be folded. (Remember this envelope
requires extra postage; however, the end result
should be worth the investment.)

With a good game plan (see page 3), the extra effort
you put in your job-search materials will provide
you with the opportunity to prove yourself in the
interview.

Next month’s
Resume-Writing Series
will highlight what to
include and not to
include in your resume.
Also, a resume
worksheet will be
provided for you to
organize your ideas.




During the Interview

Preparing for Content-Skill Tests

Previous issues of PASSAGE
have taken a look at the different
methods that employers use to
select the best candidates. Past
articles have discussed topics
such as completing an application
for employment (March 1991),
taking a personality test , and
preparing for the interview
(Special Job Search Issue 1991).

In a continuing effort to provide
tips that will help you to prepare
for the job interview, this article
examines the "hands-on tests” or
content-skill tests that many
employers ask job applicants to
complete during the interview.

Because every job requires a
certain set of skills to complete
the day-to-day assignments,
employers often administer tests
that measure the various skills
that are needed to complete a
particular job. Skills
(content-skill tests) are much
easier to measure than behavior
patterns (personality tests).

The skills needed to fulfill
requirements of a job are defined
by office managers or shift
supervisors. Top management
then takes the information
prepared by the office managers
or shift supervisors and seeks to
find a test that measures the
necessary job skills. Each
individual who applies for a job
is given the test, and the test

scores are placed on file by the
personnel department.

A content-skill test usually has a
reading comprehension section
that is critical to job performance.
This section may ask you to read
package contents, directions for
use of chemicals, emergency
posters, or any other job-related
poster, flyer, sign, or message.

Another part of the test is usually
math. This section tests your
ability to perform calculations or
solve various problems which .
might arise on the job. Some
problems include ratios, square
roots, measurements, and
metric-English conversions.
Here are some examples: If a
kilometer is 3/5 of a mile, how
many miles are there in 10
kilometers? What is the square
root of 367

Sometimes, these tests include a
general section that measures
your mechanical abilities or
measurement skills. For
example, problems dealing with
gear ratios or volume, area, and
calculations can be found in this
section. Often particular skills
are tested. Typing speed,
spelling, welding, blueprint
reading, circuit repair, and
computer applications are
examples.

You have to remember that many
people are competing for the
same job. Tests are only part of
the process by which an
employer determines the best
person to hire. Besides looking at
test scores, an employer will
consider your interview results,
level of education, length of
employment history, past
accomplishments, and references

to obtain a better idea of your
skills and abilities.

Expect these tests before the
interview. Interviewing is a time
consuming and expensive
process. An employer only wants
to interview the top candidates.

Here are some heipful hints that
may help you to be a top
candidate:

« Keep your confidence, relax,
and get a good night’s sleep.

+ Read each question carefully;
questions may be tricky or
complex to test your
concentration.

» Keep your wits about you; do
not panic if you are timed. If
you do not know the azswer to
a problem, go to the next one.
Some tests are not meant to be
finished; this is a built-in stress
factor.

« Do your best, and do not leave
the room looking defeated.
Employers watch for applicants
with positive outlooks.
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Job-Search Techniques

The Job-Search Diary: Your Map To Success

Competition is fierce, and job hopefuls need to
establish an edge over the competition. To increase
your chances for success in your job search, you
must be organized. One tocl you can use to achieve
this goal is a job-search diary.

Function

The job-search diary is a valuable part of your job
campaign. In fact, this diary is similar to a map.

It shows where you are; it shows where you have
been; and it provides information that is needed to
get you to your intended destination--securing
employment. The diary is a tool that is used to help
you stay organized and establish a game plan.

Contents

When you start to organize your job-search diary,
you should :

« List potential employers’ names, titles, addresses,
and telephone numbers. Also, include the names
and titles of all staff members at each company
(secretaries or personnel representatives) who you
have met.

Show the date and time of completion for all
written communications (resumes, cover letters,
and thank-you letters) and verbal communications
(telephone inquiries and follow-up calls). Keep
track of when the information was sent and what
organizations you targeted in each mailing.

Write notes to remind yourself when to make
follow-up calls (three to five days after you submit
a resume/cover letter), and to send thank-you notes
(the same day you complete a job interview).

« Record any networking information that you may
have obtained. (Talk to friends, relatives, and
acquaintances. They may be aware of job-
openings, or they could give you the names of
emrployers you can contact and send your resume.)

+ Be certain to record all useful information that you
obtain during conversations with potential
employers and their staff. Examples include
names, titles, telephone numbers, dates,
background information on a company, good/bad
times to call, and information about the job
openings and job requirements. This information
can be used to show the potential employer that
you have done your homework. An employer will
be more impressed with an individual who has
conducted research and who has a basic
knowledge of the company’s operations.

Formats

Job-search information for your diary can be
recorded in a notebook, calendar, or daily planner.

If you have access to a computer, it can serve as an
excellent way to maintain your job-search
information. For some individuals, a combination of
several formats (i.e., notebook and daily planner) is
more effective. Experiment with different formats,
and try to find a system that is comfortable for you.
(See the STUDENTaccesspage for formatting ideas.)

Once again, remember that seeking employment is a
full-time job. The job-search diary is an efficient
method that will help you to establish your daily,
weekly, and monthly plan of attack, improve your
organizational skills, and keep you on the right track.

- L .
Reducing Stress With The Right Attitude
Deadlines can create high levels Here are suggestions to help you + Smile. (Don’t underestimate
of stress for employees. Sp, what combat stress in the workplace. this one.)
can en;ﬁg)yee.s do tomal!e;xatfm « Make an effort to listen when « Understand your coworkers’
:;rgss mamtz;m eir hica someone needs to vent his/her concerns. You don’t always
productivity frustrations. have 10 agree, but always let
One solution is for employees to . Ci . . your coworkers know their
make an effort to create the right 9}'{;;30 G":g;'l?gg:s such as: opinions are important.
atmosphere. A positive attitude ) ' o,
is contagious and is just as » Tell an occasional and Alhough hese Suggeations ma
beneficial to the sender (you) as it appropriate joke. Humor, when will add up to increase% ey
is to the receiver (coworkers). used at the right times, can be or P o 2 o
wonderful medicine. productivity ¢
enjoyable workplace.
4
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STUDENTaccesspage Focus: Sample Job-Search Diary

Position Available: Administrative Assistant Date: (From: 2-12- 92 to )
Company Address Telephone Number(s)
XZY Unlimited 123 Wilbury Avenue, Newtowne, PA 19999 (412) 999-9991
Names/Titles Of Contacts Names/Titles Of Contacts

(Manager, Personnel Director, or Interviewer)

Mr. Richard Tandy, Department Supervisor
(Mr. Tandy referred me to Mr. Lynne)

‘/Mr. Jeff Lynne, Personnel Director
(He conducts all interviews for XYZ Unlimited.)

{Support Staff - Secretary or Personne! Department)

Ms. Bonnie Railte, Receptionist
{Referred me to Mr. Tandy)

Written Communication
(Include Dates)

» Sent resume and cover letter on
Wednesday, February 12, 1992.
The information was sent to Mr.
Jeff Lynne.

» Gave Mr. Lynne a copy of my
reference list (past employers,
coworkers, and business
associates).

o Thank you letter was sent
Wednesday, February, 19, 1992.
(The same day of the interview)

Verbal Communication
Content of Conversations (Include Dates)

On Wednesday, February 12, 1992, I talked to
the Receptionist about the position advertised in
the Sunday paper; she referred me to Mr. Tandy.

Contacted Mr. Tandy on Wednesday. February
12, 1992. He gave me Mr. Lynne’s name and
suggested I send my material to him.

Contacted Mr. Lynne four days after I sent my
resume. I asked him if he had a chance to
review my resume, and I «.sked him for an
interview at his convenience.

Interview scheduled_for Wednesday, February
19, 1992, at 9:00 a.m.

Had an interview on Wednesday, February 19,
1992. (I believe that it went welll) I asked Mr.
Lynne if I could contact him in a week. He
complimented me on my assertiveness.

Follow-Up To Be Made

ve Call Mr. Lynne on Wednesdau, February 26, 1992. Remind him of my skills and strengths
and how I can benefit XYZ Unlimited. Emphasize that I am still interested in pursuing a career at this
organization. Also, I must remember to mention my sincere interest in the new project that was
highlighted during the interview.

+ XYZ Unlimited is an Advertising Agency.

Miscellaneous

« The company was founded in 1972. Forty-two individuals are employed at XYZ Unlimited.
v . Thebest time tocall Mr. Lynne is betiween 7:30 a.m. and 9:00a.m. (Monday through Friday).

a0




Trends In Technology
Tomorrow’s Workplace?

Throw away your railroad pass. telephone, with fax machines, only seconds away from the

Disband the car pool. Cash in and with computers), and it’s office.

your subway tokens. Americans changing the iature of the . .

are staying home in droves...to American workplace. The power to telecommunicate is

work. If staying home for . - the power to take greater gontrol

recreation was the major personal $tud1es show productivity of your qally re§p0nsxb1ht1es.

trend of the 1980s. then unprove.s.»\.'hen employees have B.oundanes of time and space

“telecommuting” r’night be called the ﬂexxbxhty to change the work  disappear. Tpe reality of the

the comparable business trend of environment as needed. marketplace is that it is no longer

the 1990s. Growing businesses Sometimes it is better to stay at a.9 to 5 world. Telecommuting

across the country are jumping on home and pattle the projecton a gives you the ability to creatively

the bandwagon. computer instead of battling the use resources in ways that keep
traffic on a freeway. Also, with you ahead of the game.

In fact, it is predicted that by electronic mail (sending and .

1992, more than 30 million receiving messages through the Adapted from MCI Connections

Americans will be part of a use of a computer), you can be

work-at-home business, and these

numbers are expected to multiply The activity which Is the subject of this publication was supported in part by the
dramatically by the turn of the i’!ennsylvan&fa Dle'ﬁartment ;ed Eguuido: and the Uﬂ.Sl. rl:eﬁparlg:ex;tod c:’l Edum(t)il?m
: L owever, the opinions expr erein do not necessa ect the on or Cy

century. TeChn,OIOgy 15 dnvmg of the Pennsylvania Depal?unent of Education or the US. [y)epartment of Educadog, and
the telecommuting phenomenon ln)o official enog%:;eme;t by the l;enin;ylvania Department of Education or the US.
(conducting work on the epartment ucation should be inferred.
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Writing Tips for Today’s Versatile Employee

Writing letters, reports, and other
workplace documents is an
acquired skill. As an employee,
you may have to periodically
write documents (even if it’s not
one of your regular day-to-day
job duties) to chients, prospective
customers, and even coworkers.

» Get your message across to the
reader in the first (introductory)
paragraph. The reader should
know what the document is
about when he/she has finished
reading the first paragraph.

(Be sure to answer: Who, What,
Why, Where, When, and How.)

To write business documents, + Avoid words, phrases, or
you have to consider your reading sentences that can be
audience and what response you misunderstood by the reader.
hope to receive from them. The
manner in which you use and
organize words, sentences, and
ideas is important as you learn to
write effectively.

« Create a writing style that fits
your company’s image while
keeping your own unique
approach to writing (Work at it;
it takes time.)

» Keep your dictionary and
thesaurus nearby. They are
your friends; never let them
leave your side when you are
writing.

Resume-Writing Series
What To Include In Your Resume

Here are guidelines that can help

you improve your documents:
+ Proofread your materials and

always have another individual
review your materials before
they are completed.

Pay close attention to the
accuracy of dates, dollar
figures, and other information
that contains numbers. You
wouldn’t want to misplace a
decimal point.

Check your documer : for
words and ideas that are overly
repetitive. Keep it short and
simple and eliminate excess
words.

Many of us dread the idea of
composing a resume, but with the
following basic guidelines, your
resume can be an impressive
advertisement of yourself.

Your Resume Should
Include:

+ Name, address, and telephone
number

+ Job objective or career goal

« Educational history (degrees,
certificates, courses, and
asccomplishments)

o Work history (skills/experience)

+ Work-related honors or
achievements

» Any knowledge of foreign
Janguages that you may have

« Ability to travel or relocate

* A listing of career-related
activities or hobbies (show your
diversity)

+ Military service (if any)

« Security clearance (if any)

Your Resume Should Not
Include:

+ Reasons for leaving past jobs
o References (names and addresses)

+ Past salaries or present salary
requirements

* Your photograph

+ Information about your age,
height, weight, marital status,
or health status

.S




STUDENTaccesspage

Focus: Resume Work Sheet

To help you organize and prepare your resume,
use this work sheet to write basic information
about yourself. When you are finished, use this
work sheet to assemble your resume. Additional
work space for some sections will be needed.

Name:

Address (Include street, city, state, and zip code):

Home Phone:

(Include area code.)

Buslness Phone:
Your option; be careful. (Include area code.)

Job Objective: The job objective briefly describes
what type of job you are seeking and what you can
contribute to the potential employer (skills,

strengths, and experience).

Educatlonal History (Schoollocation, courses, area of
study, and dates):

Employment History (List your most recent
employment first—reverse chronological order.)

Name of Company:

Address of Company:

Job Title:

Dates - From: To:

(month/year) {month/year)

Description of Responsibllities:

Misc. (Personal Information, Major Achievements,
and Associations):
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For Instructors - Marketing Tips

PSAs and Success Stories: Taking Advantage
of Free Publicity

Does your organization take advantage of free
publicity and marketing opportunities?

In these tough economic times, you will find that
many of your local and regional radio and
television stations and newspapers are happy to
provide, free of charge, broadcast time or print
space for nonprofit organizations to make
announcements.

Here’s how you begin:

1. Study how your fellow organizations advertise
their programs and services in the media. Cut out of
the paper public-service announcements (PSAs)
which ycu feel gained your attention either because
they were effective or poor examples of outreach.
Emulate the good examples, and use the poor
advertisements to remind you of what not to do
when writing your public-service announcements.

2. Call or write to your newspaper, television, and
radio representatives and ask them if they accept
public-service announcements. Request a copy of
their guidelines for submitting materials. If they do
not have specific written guidelines, ask them the
following questions:

« How long (number of words) can our PSA be?

« Are there specific deadlines for dated
announcements?

« What format do you prefer?

« What department receives PSAs, and to whom
should the PSA be addressed?

3. Make a public-relations’ list of all newsletters,
newspapers, and radio and television stations that
accept PSAs. Send a personalized copy of your
announcement to each of them.

4. Be sure to recognize in your PSA the funding
source(s) which permit you to operate your
career-guidance program. Check with your funding
source(s) to see how they would like this
information presented to the public.

5. Review your PSA for mistakes in sentence
structure, grammar, spelling, and punctuation.
Always check any numbers that appear in your PSA
for errors (e.g., dates, time schedules, addresses, and
phone numbers).

Here is a PSA example for you to follow:

Public Service Announcement
For Immediate Release 1/5/92
Contact: Linda Smith

New Midland Job Club Seeks Members

The Midland Center, Inc., 617 Midland Avenue,
Midland, Pennsylvania, is recruiting unemployed adults
who would like to join a Job Club. The Job Club,
supported by funds from XYZ Corporation, will begin
offering job-search assistance on January 22, 1992.

Monday through Friday, from 8:00 a.m. to noon, new
Job Club members will receive help with writing

resomes, completing applications, and conducting
interviews.

If you are unemployed and have little or no chance to
return to your former place of work, call 566-1222 for
more information. There are no membership fees or
costs for materials and supplies; however, Job Club
membership will be limited to fifty (50) adults.

HHt

6. Check your PSA to see if it answers the most
important questions about your program and
services: Who, What, Where, When, How, How
Many, and How Much.

7. Send PSAs to local media on a regular schedule.
According to many advertising firms, most people
need to see your organization’s name and services
on several occasions before there is special
recognition.

Continued on page 4




Continued from page 3

Those Powerful Success Stories

Never underestimate the power of a success story.
One of the most effective outreach and recruitment
strategies involves the use of success stories. If a
student from your organization finds employment
with your assistance, you may want to ask him/her
to serve as a role model for o.hers. Most students
who find employment are anxious to help you
recruit others into your career-development
program. Be sure that the individuals being
interviewed have a clear understanding of how you
plan to use their story to reach and recruit other
students for your program.

The interview format is always an excellent method
of highlighting the success stories for the public.
You can write questions which the individuals being
interviewed can review in order to prepare their
responses.

When you write these questions, word them so that
you are asking the morc common questions that are
most likely on the minds of others who have not yet
sought your services. The following questions are
examples to use:

- What made you decide to join TMCI’s Job Club?

« How did you feel when you first came to the Job
Club?

- What were the benefits of Job Club membership?

« Why should others seek help through the Job
Club?

For Inst uctors -

Marketing Tips

There are many more excellent questions for the
success-story interview and more diverse ways of
wording them. However, always outline your
questions so that the interiewees are comfortable
answering you and more likely to relate the
inforimation you need to recruit others to the
program.

Once success-story interviews are completed, type
them using a question and answer format. In
addition, include pictures which complement the
interviews. Finally, map out another outreach and
recruitment strategy using these completed
interview packages.

Send the completed interviews to your local
newspaper(s). Many small newspaper companies,
being short staffed, will print your interview with
little or no editing. Other newspapers may decide to
send a reporter and photographer te your
organization for more informatior: ubout your
program and the success-story candidates.

Another way to use these powerful success stories is
to prepare a special booklet which you can
distribute in outreach and recruitment situations
such as those provided in libraries and at social club
meetings. Also, your organization should have
written approval from former students to use their
names, information, and pictures in these situations.
You should consult someone who understands how
release forms can best be worded to avoid any
misunderstandings between your organization, the
individuals interviewed, and the intended use of the
information gathered for outreach and recruitment.

Reader’s Digest (9/91) reprinted dialogue by Kermit
Moore in American Way. We hope you enjoy our latest
humor hunt winner, Kermit Moore, as he presents a new
employee’s dilemma.

The new employee stood before the paper shredder
looking confused. - -

“Need some help?” a secretary, walking by, asked.
"Yes," he replied, "how does this thing work?"

"Simple,” she said, taking the fat report from his hand
and feeding it into the shredder.

"Thanks, but where do the copies come out?"
In the same issue of Reader's Digest, our PASSAGE

Humor Hunt also revealed ten wonderful poetic lines
from Richard Armour who had written this piece for the

PASSAGE’s Humor Hunt

Wall Street Journal. We hope you enjoy One for the
Seesaw.

One for the Seesaw
This I have never understood:

‘We chop down trees but chop up wood;
We draw down wrath, we draw up wills,
We run down foes, we run up bills;
We eat food up, we down a drink,
Which is a little strange, I think.

We turn down offers, turn up noses--
Just one last thought and then this closes:
We should remember, we poor clowns,
That life is full of ups and downs.




- For Instructors

Workplace-Literacy Programs: Key Components

Defining A Philosophy

Every workplace-literacy
program needs a philosophy. The
most widely accepted philosophy
includes the key principle of
relevance--that is, adult learners
should be able to relate what they
are learning in the classroom to
the tasks they perform on the job
or in their personal lives. Even
the most abstract learning
concepts become more
recognizable when you find ways
to give adults basic applications
they can recognize.

If you are involved in teaching
workplace-literacy students, you
should study their workplace
responsibilities. By doing so, you
will learn how to apply textbook
knowledge to the workplace.
Your students can help you in
this learning process by assuming
the instructor’s role. Give them
time to explain what they do at
work and how they accomplish
their tasks. This practice of
teacher-student reversal will help
you find ways to make academic
skills more relevant to the
students’ performance on the job.

Analytical thinking and problem
solving are important skills which
employers value in their
employees. There is a need for
employees to analyze problems
and produce solutions that
improve their quality, health,
productivity, and safety on the
job. Workers should be able tc
read, write, do mathematical
computations, and speak well in
order to meet workplace
demands. As a workplace
literacy instructor, you have the
opportunity to encourage
employees to improve their
analytical and problem-solving
skills through relevant learning
experiences.

Seeking Cooperation

Labor and management
cooperation is imperative to the
success of any workplace literacy
program. There is no substitute
strategy for ongoing discussion
among the key decision makers
within the organization. Key
decision makers include everyone
involved in the education and
training program, including the
workers themselves. This is
important whenever the extent of
the workplace-literacy problem is
being identified.

Most often, the joint-decision
makers can help you conduct
surveys and interviews that yield
important information about what
the employees identify as their
workplace-literacy training
needs. Basic academic tests and
employee/employment data can
also give you insight into the
scope of literacy problems which
can be solved through
constructive workplace
curriculums.

You must recognize that even
with the best cooperation among
all parttes, there will be elements
of distrust and suspicion among
workers who fear job loss should
they be identified as candidates
for a workplace-literacy program.
You may want to minimize their
stress by mainstreaming them in
to classes with managers who
have voluntarily and publicly
admitted similar
academic/performance
deficiencies; however, you must
realize that you may never dispel
every workplace-literacy
student’s fear of reprisal for
participation in your classes.
You can only respect their
feelings and anticipate that time
and success within the classroom
will override their anxieties.

Selecting Baseline
Curriculums

You already have learned that
workers comprehend and retain
written materials that are relevant
to their responsibilities. You can
use basic reading concepts and
skills that are easily applied to
written materials used on the job.

The identification of main ideas
and supporting details can be
used to better understand training
manuals, health and safety
information, and directions for
equipment operation. The
practice of making accurate
inferences from reading materials
can be encouraged by explaining
how context clues, further
knowledge, and research can help
workers draw conclusions about
what they read.

An understanding of cause and
effect is also important to
workplace performance.
Workers can define how their
work performance affects the
work performance of their
coworkers and ultimately affects
the success of the organization.
You have the opportunity, when
discussing cause and effect, to
demonstrate that effective
teamwork requires individual and
group cooperation.

Also, access to new vocabulary
words gives workers better ways
to express themselves. You can
help workers acquire words and
definitions that are relevant to the
tasks they perform. This does not
mean that you instruct them to
learn multi-syllabic words that
can be substituted for more
concrete, understandable terms.

Give them a choice. If they
prefer or need more technical
Continued on page 6

5

36




Continued from page 5

terms to do their jobs more
effectively, you can promote
learning by showing them that
there are many acceptable ways
to express concepts or ideas.

If math skills are relevant to the
success of your workplace
literacy students, you may want
to begin with a review of basic
mathematical computations.
Adults will often relate that they
can add, subtract, multiply, and
divide--with the help of a
calculator. You can take them

exercises that require them to
compute without the calculator.
Most adults, after some review,
are prepared to tackle more
complex computations using
fractions, decimals, and
percentages. You can also
introduce them to
statistical-analysis methods for
defining and projecting
work-related data.

Soliciting Ongoing
Feedback and Evaluation
Teaching in a workplace-literacy
program offers many rewards and

successful instructor if you
recognize that adults respond to
learning that is relevant to their
work and personal lives. The
best way to assess your teaching
style and technique is to utilize
feedback and evaluations
provided by your students. You
can request formal feedback
through classroom evaluation
forms and/or make observations
based on how well your
workplace-literacy students are
learning the material and
responding to your teaching style.

through some pencil and paper

challenges. Youcanbe a

Business Correspondence

Understanding the Importance of Grammar Rules

Whether you have speaking engagements or writing
responsibilities, you need to always find ways to
improve your communication style and knowledge
of the English language. Zacharias Rosner, founder
of The Grammar Group, a Chicago-based company,
offers you some basic grammar and language-usage
rules to follow whenever your job requires that you
communicate with customers and coworkers. Here
are his top-10 grammatical errors:

1. The use of the word myself. I or me is sufficient
when referring to your actions or thoughts. I did my
work instead of I did my work myseif.

2. Never write or say between you and 1. The
proper word here is me.

3. Remember how to use the words fewer and
less. If you can count items, use fewer. The
checkout counter should read: 10 items or fewer.

4. Irregardless is nonstandard English.
Regardless is the appropriate word choice.

5. Do you really feel badly? Unless you are
complaining about your poor sense of touch, you
probably just feel bad.

6. Something will happen on February 12th.
Mr. Rosner says that when the day follows the
month, omit the th. February 12 is correct.

7. Capitol and capital are often confused. A
capitol is a building; other usages involve the word
capital. :

8. Stationary or stationery: which is correct?
Mr. Rosner gives us a tip to remember. Pens,
letters, and envelopes all have Es and Ss; when you
use them your are using stationery.

9. Did you imply or infer that I did not
understand you? Imply means to hint or suggest,
while infer means to conclude, surmise, or assume.
When you imply, you send a message; when you
infer, you receive one.

10. Are a group of employees meeting after
work? No. A group of employees is meeting after
work. The word group is a collective noun and
requires the use of the singular verb is.

If you have weak grammar skills, perhaps you
should borrow a grammar text and learn more about
avoiding errors that will hamper your
communication style. The more you study and use
correct grammar, the more confident you will
become when asked to speak or write on the job.

An Excellent Resource Foir You: Eighth Edition of
Practical English Handbook by Watkins/Dillingham

This handbook provides additional practice in
mastering grammar, sentence structure, punctuation,
mechanics, diction and style, and paragraphs.

The activity which s the subject of this publication was ‘sl:?poned in
er by the Pennsylvania artment of Education the US.

pariment of Education. However, the opinions expressed herein
do not necessarily reflect the tion or policy of the Pennsylvania
Department of Education or the US. Department of Education, and
no official endorsement by the Pennsylvania Department of Education
or the US. Department of Education should be inferved.
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Exploring CareerOptions

Social Work - The Caring and Helping Profession

"When even one personis a
victim of loneliness, hunger,
discrimination, poor housing or
clothing, domestic violence, or
emotional upset, there is a need
for social work,” -- Armando
Morales and Bradford W.
Sheafor, authors of Social
Work--A Profession of Many
Faces. If you are interested in
helping individuals improve the
overall quality of their lives, then
perhaps a career in social work is
worth researching and
considering.

To better understand this career
field, PASSAGE had the
opportunity to interview Donna
Young, a Caseworker in the
Acute Care Psychiatric Inpatient
Unit at Aliquippa Hospital
Mental-Health Services in
Rochester, Pennsylvania. Ms.
Young has a Bachelor of Science
degree in Social Work from
Slippery Rock University and is
currently working on a Master’s
in Social Work at West Virginia
University.

What are your day-to-day
responsibilities?

In general, I am responsible for a
caseload of 15 to 20 clients a day.
While I am not a doctor or a
therapist, I do meet with clients
on a one-to-one basis and listen
to their problems. Listening is an
essential part of a caseworker’s
job. When meeting with the

clients, I encourage themn
and help them through the
entire process. This
process involves
introducing clients to our
staff which includes
doctors, therapists,
nurses, and other
caseworkers. The staff
works together to create a
safe environment for the
clients and to help them with
their problems.

Another important responsibility
is meeting with the patient’s
family members. Ieducav: the
family members about
illnesses/treatments, explain what
they can expect, and provide
support during times of difficulty.

I also contact other agencies that
may assist in helping the patients
receive specialized care.
Examples include drug and
alcohol services and
personal-care homes. So, part of
my job is to refer the patients to
the appropriate services.

In addition, I must keep accurate
records of my meetings with
clients, family members, other
agencies, and staff members.
Records are needed to chart each
patient’s progress and establish
accountability. Because of all the
communication that is involved
with the job, there is a great deal
of paper work.

What are the different
specialized areas in which
social workers can assist
individuals in need?

In addition to the mental-heaith
field, social work can be found in
a variety of specialized areas
which include mental retardation,
aging, child welfare, substance
abuse, pregnancy-crisis centers,
family services/counseling, crime

and delinquency, disability and
physical handicap, health
services, youth programs,
community/neighborhood
services, housing, and
homemaker services. While this
is not a complete list, it can
provide you with an idea of what
type of clients or populations
social workers assist.

Although there are 2 variety of
specialized areas in the field of
social work, each social worker’s
function or responsibility remains
the same. The social worker
must use his/her knowledge,
skills, values, and resources to
help create positive change.

What type of educational
training is needed?

A Bachelor’s Degree in Social
Work or a related helping
profession such as Psychology is
usually required for entry-level
positions in social work.
Typically, four years (full-time)
are needed to obtain this training.
If you are interested in this
career, be sure that the school of
your choice is accredited by the
state. This means that graduates
from these schools are adequately
prepared for entry-level positions
in social work.

Two year Associate of Arts
degrees are available from
community colleges; however,
these degrees place great
limitations on the graduate
{where they can work and job
duties). The two-year degree
could serve as a starting point for
individuals interested in this
career, but a four-year degree
should eventually be obtained.

In fact, a master’s degree in
social work has become a
requirement for social workers

Continued on page 8

7
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wanting to advance in this career
field to become supervisors,
consultants, or therapists.

In addition, experience and
knowledge are helpful for
obtaining employment.
Volunteer work can help you
decide if this career is right for
you, and it will help you gain
work experience.

What are you required to
learn in college?

Course requirements include
introduction to social work,
psychology (understanding
human behavior), methods
(dealing with individuals, groups,
and communities), and statistics
(the ability to understand the
meaning and results of studies).
A good college program will
have volunteer activities and
internship/field placement for
students to receive credit for
hands-on experience. Also, basic
courses such as writing, speaking,
social science, math, and science
are required by four-year
colleges, and they play an
important part in your success in
this field.

What type of person is best

suited for this career?
An individual who wants to be
successful in this career field

Exploring Career Options

should be outgoing, caring,
flexible, honest, and able to
listen. A sense of humor and the
ability to deal with stress are
extremely important.
Additionally, solid writing skills
(preparing reports and records)
and presentation skills (speaking
with staff, families, agencies, and
patients) are necessary.

What are the rewards of
working in this profession?
You can make a difference no
matter how small it may be.
Being able to help people in a
time of crisis is a great feeling.
There is a sense of
accomplishment when a patient is
feeling better and back on the
right track.

If someone were interested
in this field, where could
they obtain information?
Contact area colleges and ask for
the social work department, or
call one of your local social
service agencies. Find out what
education is required for
employment and what college
programs are the best suited to
your interests. Also, make the
effort to get involved in volunteer
work. Experience coupled with
an education will improve your
chances for employment.

What is the general salary
range for individuals
starting in this profession?
In Pennsylvania, the salary range
is $12,000-$18,000 a year for an
individual with a bachelor’s
degree in social work. The main
motivation for individuals
entering this profession should be
the desire to use their talents to
help others in need.

Any advice for people
interested in this career
field?

Understand that the availability
of jobs in social work shifts at
different times, but the need for
social workers will always be
present. Know that it is a field
that is always changing. It’s not
the same thing day-to-day. Make
furthering your education a life
long commitment, earn your
degree, attend conferences, and
obtain certificates. Finally,
become involved in volunteer
work. It will expand your
network and will provide
valuable experience. Volunteer
experience, along with my
education, helped me obtain
employment with Aliquippa
Hospital Mental-Health Services.
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Meeting Deadline Pressures

Whether you are attending school, working at your - Avoid deadline changes whenever possible.

job, conducting a job search, or taking care of a Deadlines--when they become negotiable or too
family, you have to deal with deadlines on a daily flexible--lose their effectiveness.

basis. - Commit only to realistic deadlines. Don’t set a
Some common examples of deadlines include date for a deadline based on what you'a like to do;
studying for a final exam, organizing a report for set one based on what you can do.

your boss, or contacting potential employers for an

P ; + Consider a series of shorter deadlines instead of
upcoming job opening.

one big one. Break a project into smaller tasks.

As we all know, these constant deadlines can be This approach will make the project seem less
quite stressful. However, by using the following intimidating.
guidelines, you can learn to reduce stress and to . Allow some time after the deadline has been met
manage the many pressures of meeting deadlines: (if possible) to relax. People need to physically
. Set priorities. Communicate to coworkers, family, and emotionally relax.
or friends that the dqadline ona panicqlar task or . Praise people who work with you to meet a
assignment is more important (at this time) than deadline and plan a celebration if it's in order.
your other responsibilities. Then people can
understand and work with you, or they can focus Adapied from Employee Relations and Human Resources
their energies in different areas. Bulletin, 24 Rope Ferry Road. Waserford, CT 06386.

3 |
Seeking Employment |
In "The Ultimate Interview, " business consultant and author John Caple offers three basic but tragically
overlooked rules on finding work that is right for you.
Caple’s suggestions include:

Ruie Number 1: Use contacts to get your foot in the door. Most jobs are found through people you've
met and through connections--networking.

Rule Number 2: Know as much as you can about the company you're approaching. It’s basic advice, yet
it is often ignored.

Rule Number 3: Value your potential. Be sure to promote yourself. Be persistent about any job that you
really want.

Adapted from “Asthor Tells How To Go Afser Job You Like," Sally Vallongo, Block News Alliance.




Are you
conducting a job
search?
Contemplating a
career change?
Deciding
whether to
enroll in
college? If so,
what research

When vou are planning a major change in your life,
it is wise to researchi v~ir options. One book that
can make your rese .’ - asier is the Occupational
Outlook Handbock. : - nandbook, published
yearly by the U.S. Department of Labor, can be
found in the -areer section of most libraries.

The handboox is arranged in a logical manner and is
simple t~ nse. For example, the table of contents has
a Speciai . catures section that highlights topics such
as how to understand what is in the handbook, how
to find information leads, how to locate state and
local job-outlook information, and how to access
other related resources.

In addition, to assist you in finding the appropriate
information for a given career, the table of contents
is arranged under the following headings:

« Executive, Administrative, and Managerial

« Professional Specialty (including subheadings
such as Engineer, Lawyer, Scientist, and Teacher)

« Technicians and Related Support Occupations
« Marketing and Sales

« Administrative Support (including Clerical)

« Service Occupations

- Agriculture, Forestry, Fishing, and Related
Occupations

« Mechanics, Installers, and Repairers

. Construction Trades and Extractive Occupations
+ Production

- Transportation and Material Moving

« Handlers, Equipment Cleaners, Helpers, and
Laborers

« Job Opportunities in the Armed Forces

PASSAGE Book Review
Occupational Outlook Handbook

If you have difficulty finding a particular occupation
under the given headings, there is an index in the
back of the book which lists all of the occupations
alphabetically.

Once you have located a career that sounds
interesting to you, the book provides a thorough
introduction and description that explains what an
individual interested in a particular career field can
prepare for and expect.

Here are the many areas addressed:

1. The nature of the work - This section explains
typical tasks of a particular occupation, tools or
equipment used, type of supervision, the final
product, and advances in the field.

2. Working conditions - A description of the
physical environment and the working hours is
provided.

3. Number of people employed in this
occupation- This section indicates how many jobs
there are in this occupation and how they are
distributed throughout the United States.

4. Training, other qualifications, and
advancement - Information on the different types of
educational experience a job may require and on
whether a person will eventually have to obtain
more education to keep the position is listed.

S. Job outlook - This section indicates what factors
(economic, social, national defense, etc.) will affect
employment in this occupation until the year 2000.

6. Earnings - The salary ranges and benefit
packages a person may attain working in each
specific occupation are provided.

7. Related occupations - Lists that highlight
several occupations similar to your chosen
occupation are provided. Also, requirements for
each position such as education and training,
interests, and aptitudes are given.

8. Sources of additional information - This
section provides the names and addresses of
organizations that can offer you additional
career-related information.

If you are planning your professional future,
consider conducting occupational research--it is an
imponant step towards finding the career you'll love.
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Resume-Writing Series

Putting The Pieces Together

Which Resume Style Is
Right For You?

Hopefully you have followed the
Resume-Writing Series up to this
point and are familiar with how
an employer uses a resume, how
to get the employer’s attention,
and what information to include
in your resume. (If not, please
review PASSAGE's Special Job
Search Edition and the October
1991 and November 1991 issues).

So, you have a basic idea of what
information is important to the
employer when he/she evaluates
aresume. Also, you have written
a rough draft of what you want to
include in your resume.

Now you are ready to put all of
the pieces together and to write
your resume. However, before
you prepare a final copy of your
resume, let’s look at two resume
formats that you can follow.

Although there are many
different ways to organize your
resume, the two most widely used
and successful resume formats
are the chronological resume and
the functional resume. Both have
different approaches that are
designed to:

« Get the employer’s attention

« Focus on your strengths and
abilities

+ Advertise the most positive
aspects of your employability

Many factors such as work
experience, changing careers,
employment history, education,
and reentry into the workplace
affect your choice of a resume
format. The following
explanations will help you to
decide which format is best for
you and your job search.

Chronological Resume

The chronological (order of
events/dates) resume format is
used by individuals who have
practical work experience and
have an established career. This
format is not recommended for
individuals who lack
career-related work experience,
have been unemployed for a long
period of time, have done a
considerable amount of job
hopping {i.z., five different jobs
in four years), have decided on a
career change, or have just
completed school/training.

The chronological resume is
designed to highlight your many
on-the-job accomplishments and
responsibilities. In addition,
previous employers, employers’
addresses, dates of employment,
and job titles are listed. Be sure
to list your most recent employer
first and continue to go
backwards (reverse order) for any
other employer listings. (See
page four.) The same steps
should be followed for any
educational experience or
training you may have received.

When using this format, be
certain that you sell your past
work achievements/experiences
and show how they directly relate
to the position you are targeting.
The chronological resume should
give the employer a solid idea of
your accomplishments, abilities,
experience, qualifications, and
career goals.

Page four provides an example of
a chronological resume. This
resume will provide you with a
better understanding of how to
construct this type of resume.
Also, a detailed description and
evaluation of each section of the
resume are given on page Six.

Functional Resume

The functional resume format is
used by individuals who are
interested in finding a new career
direction, entering the job market
for the first time, reentering the
job market after a long absence,
or leaving the military.

The main purpose of this forma:
is to focus the employer’s
attention on your skills, talents,
and abilities. Take your present
knowledge (even if you think it’s
not job specific) and show how it
relates to the position you are
seeking. At the same time, place
less attention on your past
experience, job titles, employers,
and dates of employment. This
information is not removed from
your resume; however, it should
not be emphasized in the resume.
In this format, information that
does not focus on your skills,
talents, and abilities should be
placed at the end of the resume.

Be careful when designing a
resume in this format. The
employer may become concemed
if information such as previous
work history is not included in
the resume. He/she may feel that
you are trying to hide something.
The functional resume is not
designed to lie to the employer.
It is designed to focus attention
on your more marketable areas
and to focus less attention on
your work history.

Page five contains an example of
a functional resume. Pay close
attention to the way the
information is presented and what
methods are used to attract the
employer. Also, a detailed
description and evaluation of
each section in this style of
resume are provided on page
seven.
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Resume-Writing Series

Sample Resume #1 - The Chronological Resume

Lisa Simpson
102 Hamer Drive

Springfield, Pernsylvania 91919
{919) 919-9191

Obiective

To obtain a position in Sales that will utilize my skills and experience and
provide opportunity for growth.

Expe ce

Sales Representative

The Home Improvements Company . springfield, PA July 1988 to Present
Responsibilities and duties include:

+ Contacting potential customers and selling home improvement products and
services to customers.

. Assisting in the development of new strategies to increase sales and
customer awareness.

« Writing weekly sales reports for the district office.

. Organizinglistsof potential customers, addresses, and telephone numbers
on a computer data-base program.

. Sc?eduling appointments and meetingd with interested clients on- and
off-site.

2Achievements include:
. Salesperson of the Year (1990)
. Exceeded myyearlysales goalby at least 50% during eachyear of employment.

Salesperson
Alon Beauty Products, Newtowne, PA May 1986 to July 1988
Responsibilities and duties included:

. Selling beauty products door -to-door and educating the customer.

. Distributing catalogs and brochures door-to-door.

. Organizinghome beauty gatherings at interested clients’ homes.

. Establishing a solid relationship with customers which resulted in
excellent repeat business.

« Creatinga solid game plan for marketing the products.
Achievements included:

. Alon Sales Recognition Award (1987)

. Increasedpersonal salesby 80% in second year of employment.

Education
Springfield Community College
Associate Degree in Business (In Progress)

springfield Center for Adult Education and Training
High School Diploma/GED studies Program April 1986

Activities /Compunity involvement

« Non-Traditional Student Representative, student Government Association,
springfield Community College

. Fund-Raising Sponsor, Girl Scouts of America, District 38

Important:
See page 6
for more

information.

References Available Upon Request




Resume-Writing Series

Sample Resume #2 - The Functional Resume

Barbara Flanders
129 Capital Avenue
Springfield, Pernsylvania 91919
(919) 919-9191

Obijective

To obtain a position in Sales that will utilize my public-contact skills and
training and provide opportunity for growth.

Career-Relat gs/Strengths

Communication
« Possess solidwriting and public-speaking skills.
. Can speak effectively togroups or in a one-to-one situation.

Planning/Time Management
« Able to set goals andmeet strict deadlines.

+ Capable of developing personal strategies for selling products and
services.

. Comfortablewithmaintaining a complex schedule withmany deadlines.

Motivation

+ Produce positive results in work settings that are self-directed or
team-oriented.

+ Provide the extra effort needed to meet and exceed goals.

. Motivate others by setting a good example and meeting the employer's
expectations.

Problem-Solving

« Relyonpersonal creativeabilities to findnew approaches andtoeliminate
obstacles.

+ Utilize techniques such as brainstorming and management by objectives to
increase effectiveness on the job.

Education
Springfield Center for Adult Education and Training
High School Diploma/GED Studies Program April 1989
Specialized areas of interest and training included:
« Intensivewriting
+ Public speaking

« Math skills that canbe applied to the workplace .
Exnerigngg
Tutor Trainer 1990 to Present

Volunteers In Service To America, Springfield, PA

Ac /comm tv Inv

+ Fund-Raising Sponsor, Girl Scouts of America, District 38
« Job-Club Member, Springfield Center for Adult Education and Training

References Available Upon Request Important:
See page 7
for more

information.
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Resume-Writing Series

A Closer Look at Sample Resumes #1 and #2

Let’s review the different sections included in the chronological resume and the functional
resume and look at what information each resume is revealing to the employer.

Sample Resume #1 - The
Chronological Resume

Contact Information

This section should always
include your name, address, and
telephone number(s). Make it
easy for the employer to get in
touch with you.

Objective

The objective is one or two
sentences that explain what type
of position you are seeking and
what you can contribute to the
potential employer. Because
Sample #1 is a chronological
resume and Lisa Simpson has
work experience, the objective
highlights her current skills and
experience. In Ms. Simpson’s
case, her experience (job
specific) is a major selling point,
and she wants the person
reviewing the resume to be aware
of this strength.

Experience

This section should list previous
employers, company locations
(city and state), dates of
employment, responsibilities,
duties, and achievements This
information should be in reverse

order, starting with
the most recent
employrieit
experience. As
mentioned above,
Ms. Simpson’s best
approach is to sell
her job experience
and show how it
directly relates to

. the position she is
targeting. In writing
this resume, she
reviewed all of her
skills/responsibilities and listed
all of the examples that she felt
would be important to a new
employer. Her resume clearly
states that she has solid
communication, organizational,
creative, and problem-solving
skills, and it mentions her
achievements on the job. Also,
she effectively uses short bullets
(example statements) to give the
employer effective examples of
her experience, skills, and
background.

Education

In the education section, you
should include educational
experience such as high
schoolV/GED, college, or
vocational training. Also, the
name of the school, type of
degree or certificate, and
attendance dates should be
included. In this resume, Ms.
Simpson’s work experience is a
greater selling point than her
education. If she had no practical
work experience and had just
completed college or a training
school, this information might
have appeared after the job
objective, This resume shows

that she has a high school
diploma (this is important to
employers). Also, it mentions
that she is working on an
Associate Degree in Business
(which shows that she is
interested in improving her skills).

Activities/Community
involvement

List all activities that can
possibly relate to your career and
show you are a responsible
individual. In Sample Resume
#1, both activities indicate
responsibility, and they show that
she is helping others and
improving her job-related skills.

References

This section informs the
employer that you have a list of
individuals (managers,
coworkers, instructors, or
business associates) who can
provide information of your skills
and abilities. Also, it signals the
end of the resume.

(Continued on page 7)
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Continued from page 6

Sample Resume #2 - The
Functional Resume

Contact Information

As stated before, this section
should always include your
name, address, and telephone
number(s}. Again, make it easy
for the employer to get in touch
with you.

Objective

The objective is an important
section in the functional resume.
Because this style of resume
focuses on skills, talents, and
abilities and focuses less attention
on experience, work history, and
dates, the objective must be
written for a specific job. In
Sample Resume #2, Barbara
Flanders (having little job-related
work experience) states that she
wants a Sales position and that
she has public-contact skills and
training. Remember, this section
should be one or two sentences
that explain what type of position
you are seeking and what you can
contribute to the potential
employer.

Career-Related
Skills/Strengths

This section should highlight all
of the skills and strengths tha are
related to the position that yru
are targeting. Under this section,
create subtopics that focus on
your skills and strengths (at least
three). In Sample Resume #2,
Ms. Flanders creates four
subtopics which were
Communication, Planning/Time
Management, Motivation, and
Problem-Solving. She feels each
subtopic is an important part of
being a successful salesperson
and is important to the employer.
Also, she provides short example
statements (bullets) which
support each subtopic. These

Resume-Writing Series

statements provide detailed
examples of her skills, abilities,
and talents. Ms. Flanders makes
certain that every item listed in
this section directly relates to the
job she is seeking.

Education

Similar to the chronological
resume, this section should
include educational experience
such as high school/GED,
college, or vocational training.
Also, the name of the school,
type of degree or certificate, and
attendance dates should be
included. In Sample Resume #2,
Ms. Flanders places more
emphasis on her areas of interest
and training in the education
section. She has received
specialized training in three areas
that directly relate to her
objective, and she wants to
highlight this information. The
resume Shows how her
educational training relates to this
career field. Keep in mind that
educational training is important
to the employer.

Experience

In this section, the functional
resume is quite different from the
chronological resume. While
job title, employer, location (city
and state), and dates of
employment are listed (year
only), no examples of work
experience and responsibilities
are listed. Again, this resume
format is designed for individuals
who have not worked in the
career field they are targeting.
Skills, abilities, and talents
should be listed under the
Career-Related/Strengths and
Education sections.

Activities/Community
Involvement

The guidelines for this section of
a functional resume are the same
as the chronological resume.

Although Ms. Flanders lacks
practical work experience, her
volunteer work and community
involvement show the empioyer
that she is willing to learn,
network with others, and help the
community. Because both
examples in this section can be
career related, she sends a very
positive message to the potential
employer.

References

The guidelines for the reference
section of a functional resume are
the same as for the chronological
resume.

The editors of PASSAGE hope
this issue and previous issues
have been helpful in preparing
your resume. If you have any
questions, comments, or ideas
about this topic, please call
1-800-345-5443. Also, we would
like to thank all of the readers
who have already provided
valuable feedback for this series
and other topics presented in
PASSAGE. Thanks again!

Quotes

"A problem is a chance for you
1o do your best."
Duke Ellington

"Mistakes are the portals of
discovery."”
James Joyce

"What one great thing would you
do if you knew you could not
fail?”

Robert Schuller
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STUDENTaccesspage Focus: Proofreading Your Resume

Wait! Don’t mail your resume to
employers just yet! Did you
proofread your work? Make sure
you and at least one other person
check your work before it is sent to
an smployer. You wouldn’t want
any grammatical, content, or speliing
errors to be included in your final
draft.

To help you proofread your resume,
use the following checklist to ensure
that your hard work will be
impressive and error free:

0 Have you checked for spelling
errors? Make sure your
dictionary is nearby and pay
close attention to the correct
spelling of names. (Tip: Try
reading your resume backwards
and look for misspelled words
only. It works--reaily!)

O 1s your resume ‘oo long? Try to
fit your resume on one page (no
more than two pages).

O Have you included all of the

information the employer needs
to get in touch with you for an
interview (name, address, and
telephone number)?

Does the information in your
resume focus on your strengihs
(experience, skills, or ability) and
show the employer how you can
bensfit histher company?

Did you choose the correct
resume format (chronological or
functional) for the job you are
targeting? (If you are uncertain,
review pages three through
seven.)

Is your resume easy to read?
Each section of the resume
(Objective, Experience, or
Education} should be easy to
access. The employer should
be able to have a good
understanding of your abilities in
less than a minute.

[0 1s your educational and work

history listed in reverse order
(most recent employer or training
listed first)?

Have you eliminated any
information that deals with your
reason for leaving a job or with
your past salaries?

Are your sentences and
paragraphs short and to the
point? Avoid writing long
sentences (no more than 22
words) and lengthy paragraphs
(no more than three sentences).

Do you have any volunteer
experience that you can add to
your resume? If you lack
experience, this is an excellent
way to get some hands-on
experience and to meet people
who can help you with your job
search.
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"Where Are The Jobs?"

“I always read the classified
advertisements in the daily
newspaper, and I send out
resumes every week. Why am 1
having such a difficult time
finding employment?”

How would you answer this
question? This is not an easy
question to answer. Perhaps the
best approach to answering this
question would be to explore the
many different ways a job seeker
can learn about job openings.

The biggest mistake job seekers
make when conducting a job
search is to limit their
possibilities or areas of
exploration. The classified
advertisement section in your
newspaper is just one of many
different sources of job leads.
Other sources besides classified
advertisements inClude the
networking process, employment
agencies, government agencies,
volunteer work, job clubs,
temporary services, job fairs, and
personal investigation.

A truly successful job search is
the result of focusing on several
different areas (at the same time)
that can generate job openings.
When you are conducting a job
search, ask yourself, "Am I using

all the tools and resources that are
available to me?"

Let’s take a closer look at the
different options that are
available to job seekers wanting
to discover new job leads:

Classified Advertisements

Unfortunately, statistics reveal
that only 3% of all job openings
are advertised in newspapers and
publications. As you can see,
limiting yourself to using only the
classified advertisements can put
you at a great disadvantage.

However, in addition to a listing
of recent job openings, there is
valuable information contained in
the classified advertisement
section of your newspaper. For
example, employers often list job
duties, salary expectations, and
qualifications for employment.
This information serves many
purposes. It lets you know what
the employer expects from new
hires, what overall duties,

experience, and responsibilities
are required of individuals in
your career field, and what salary
range you can expect with your
qualifications.

Also, become familiar with the
titles that employers give to the
position you are targeting. For
example, public relations
assistant can be listed as
cormunications person,
public-contact representative, or
media representative.

Use classified advertisements for
your job search, but make certain
that it is not your only method of
obtaining job leads. Be aware of
the strengths and weaknesses of
using the classified advertisement
section of your newspaper.

Networking

Take a survey. Ask people you
know how they obtained
employment. What you will

Continued on page 2

The activity which is the subject of this publication was supported in part by the
Pennsyivania Department of Education and the US. Department of Education.
However, the opinions expressed herein do not necessarily reflect the position or
policy of the Pennsylvania Department of Education or the US. Department of
Education, and no official endorsement by the Pennsylvania Department of
Education or the U.S. Department of Education should be inferred.
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Continued from page 1

probably discover is that most of
the people you talk with received
their jobs through networking.
Networking is probably the most
effective tool for uncovering job
openings and obtaining
interviews.

Networking means "getting the
word out." Let everyone know
that you are looking for job leads.
You can start by contacting
family, friends, and neighbors.
Prepure a list of everyone you
know and keep expanding the list
each week as you meet new
people.

When networking, you ask
people to keep their ears open for
new job leads. The majority of
job openings are not published.
In fact, statistics reveal that 85%
of all job openings are
unpublished.

Often companies will announce a
job opening to their employees
before they decide to advertise or
use other methods such as
employment agencies. The
advantage of networking is that
you will know about an opening
before it is announced to the
general public. Also, the fact that
you know somebody who works
at the company that is hiring
gives you a great advantage. An
employer often feels more
comfortable when a job candidate
is referred by a valued employee.
(Caution: Make certain the
person who gives you a job lead

is comfortable with you
using his/her name. Always
ask for permission before a
using someone’s name as a
reference.)

Always have your resume
ready when you begin
networking. If a friend or
acquaintance mentions your

Available Job Openings

Advertised Openings (3%)

Recruiter Openings (12%)

availability to an interested : Unpublished Openings (85%)

employer, the employer :
will most likely ask for

your resume. Getting your
resume to the interested employer
in an efficient manner will
impress him/her.

Finally, networking techniques
can be used to research
companies and career fields.
Your network of friends,
relatives, and acquaintances can
provide you with valuavle
knowledge that you can use to
become more informed and
prepared for your job search.

Start building your network today
and keep in touch with everyone
in your network on a regular
basis. People will be happy to
help you because, at some point
in their lives, someone probably
helped them obtain employment.

Employment Agencies

There are two basic types of
employment agencies. They are
the private employment agencies
and the state and government
employment agencies. (See next
month’s issue for a more detailed
description of these agencies.)

633 Third Ave., New York 10017.

Networking For Your Job Search

Meet people who can help you before you need them. Learn to be
genuirely interested in other people. Always be polite. Follow up
whenever someone gives you information or a name to call, and call
back to let the person know how things worked out--people like
being appreciated and knowing they’ve helped. Don’t ask for
favors, and don’t keep count of who "owes" you. Keep in touch
with people, and never stop building your contacts.

Belinda Plutx, partner, CareerMensors, New York, quoted in Successful Meetings,

The private employment agencies
charge a fee for finding you a job.
This type of agency will
interview you, get your resume,
and market you to potential
employers. Employment
agencies are in the businesg of
finding you employment.

In some cases, an employer will
cover the fee; however, you
should be prepared to cover the
cost. Be sure you read the
contract and understand what
your responsibilities are in this
agreement. Caution: Never pay
an employment agency before
you actually receive employment.
There are some unprofessional
and misleading agencies out there.

The state and government
employment agencies do not
charge you a fee for their
job-search assistance. These

_agencies are funded by the

government and can be found in
every county throughout the
Commonwealth of Pennsylvania.

Visit the nearest employment
office and meet with an
employment counselor. The
counselor will inform you about
job openings and will explain to
you the various job-search
services that are available--free of
charge.

One major similarity in both
types of employment agencies is
that they can provide you with
valuable information on the
current job market and on
Continued on page 3
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Continued from page 2

employer expectations. This
information will help you market
your skills/abilities more
effectively. Check the help
wanted se<tion of your local
newspaper or the Yellow Pages
(look under--employment
agencies) for a listing.

Temporary Services
Utilizing temporary services can
be an important step towards
finding employment. Although
your goal may be to obtain a
permanent job, you shouid
consider the opportunities that
temporary services can provide.

These services piace individuals
into temporary (short-term)
positions at companies that need
additional help for a brief period
of time (e.g., several days or
possibly several months). Many
companies in today’s business
world contact temporary services
for assistance when employees go
on vacation or there is a
short-term build-up of work.

The advantages of temporary
services are many. For example,
you can be working and still be
looking for a permanent position.
The time you spend as a
temporary worker need not be
wasted. You can use this
opportunity to improve your
skills, gain experience, and tap
into a new network which
includes your supervisors,
coworkers, and business
associates.

If you can impress your
temporary employer, you open
the door for consideration when a
permanent position becomes
available at the company. At the
very least, you have a group of
individuals who can let you know
about job openings that are
occurring in companies they do
business with.

Another advantage includes the
opportunity to work in different
businesses and environments.
This will help you to better focus
your interests and realize your
strengths while you gain
experience and build a network.

Even though it’s a possibility,
don’t use this approach expecting
a temporary employer to hire
you. However, you should be
aware of the possibilities this
approach can create for securing
a permanent position somewhere.
Check the help-wanted section of
your local newspaper or the
Yellow Pages (under
employment agencies) for a
listing.

Volunteer Work

Volunteer work could easily be
included in the networking
section, but it has unique qualities
that deserve special attention.

Although many people are not
interested in the idea of working
for free, there is much more to
volunteering than working for no
pay. Volunteer work provides
job seekers with the opportunity
to meet career professionals
(network), to receive hands-on
experience that can improve
chances for employment, and to
learn new skills.

Many people involved in the
job-search process make the
statement, "I can’t get a job
because I don’t have any work
experience." Volunteer work is
one possible solution to this
common dilemma.

In some cases, volunteer work
can evolve into a paid position.
Many nonprofit organizations
hire new employees from their
volunteer staff.

This approach to obtaining job
leads, experience, and
employment is a powerful
job-search technique that many
job seekers are not aware of or

simply dismiss as ridiculous.
Contact organizations (profit and
nonprofit) in your area and see
which ones use volunteers.
Using this approach can help you
to build your network, to gain
experience, and to expand your
knowledge. The end results have
pleasantly surprised many job
seekers.

Job Clubs

Often career-guidance programs
establish a job club for
individuals needing assistance
with their job search. (See the
article "Why Not Form A Job
Club," PASSAGE, Special-Job
Search Issue 1991.)

The job club members share job
leads, share employment
resources (newspapers, lists, or
books), and provide each other
with emotional support. The job
club staff provides members (free
of charge) with resume/cover
letter assistance, interviewing
tips, ways to market skills and
abilities, and career-counseling
services. Check with
career-guidance programs,
community programs, or
churches in your area to see if
they sponsor a job club.

Job Fairs

Job fairs are often sponsored by
schools, nonprofit organizations,
or businesses. At the fairs,
employers and
college/vocational-training
school representatives are present
to talk to job seckers about the
job market and career
opportunities. This is a great
opportunity to network and learn
more about your career field.
Check your local newspaper or
area job centers or
career-guidance programs for
listings on upcoming job fairs.

Continued on page 4
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Continued from page 3

Personal Investigation

Once you have your resume
completed, you are ready to
market yourself. An important
approach to finding job openings
and obtaining interviews is
organizing a personal list of
potential employers to target.

You can begin by accessing the
Yellow Pages and locating
potential employers in the career
field that you are targeting. Also,
you can contact your area
Chamber of Commerce or visit
your local library (ask the

librarian about available
job-search resources) to obtain a
list of 2mployers in your area.
Secur: complete lists that contain
company names, addresses,
telephone numbers, and contact
names. All of this information is
important to your job search.

Make certain that you send a
cover letter with each resume.
The cover letter should be written
to the contact person at each
company. (See future issues of
PASSAGE for information on
preparing a cover letter for your
job search.) After you send your
resume to a potential employer,

call him/her and ask for an
opportunity to meet.

Conclusion

Hopefully, this article gave you a
general idea of the many different
approaches you can use to obtain
job leads and "get the word out"
about your skills and abilities.
PASSAGE suggests that you take
advantage of every method and
resource available to you for
gaining experience and securing
job leads and interviews. Try not
to overwhelm yourself. Stay
organized and always be aware
of, and look for, the possibilities
that you can create for yourseif.

For Instructors

Research Statistics

To help you find volunteers,
you might want to consider the
following information:

+ Women (22 percent)

volunteered more than men
(19 percent).

About one out of every five
people older than 16 served
as volunteers in the United

States in 1989.

+ Thirty-one percent of
women between 35 and 44
worked as volunteers.
Eighteen percent of those 65
and over were volunteers,
and 13 percent under age 25
served as volunteers.

« Married men and women
served as volunteers more
than those who were not
married.

« Four of every 10 college
graduates, 25 or over,
participated in unpaid
volunteer work. Fewer than
10 percent of high school
dropouts did.

« Most volunteers worked less
than five hours per week but
did so on a regular basis.

« People with incomes over
$50,000 were about three times
as likely to volunteer as those
whose incomes were under
$10,000.

« Black and Hispanic volunteers
and those 65 or over devoted
more hours a week to volunteer
activities than others did.

Source: Howard V. Hayge, writing in
Monthly Labor Review, cited in Speaker’s
Digest, Lime Rock Press Inc., 80
Washinee St., Salisbury, CT 06068.

Suggestion

To attract more volunteers for
your organization, consider these
suggestions from Katherine
Noyes, director of program
services for the Virginia
Department of Volunteerism:

« Be sure you don’t have
stereotypes that limit attitudes
regarding what older citizens
cando.

+ Decentralize the organization
of and use of volunteers.

Attracting Volunteers—Providing Work Experience

« Attract chiidren, teens, and
college students. These
younger groups are expressing
increased enthusiasm for
getting involved in community
services.

Source: Healthcare Community
Relations and Marketing Letter, 3100
Highway 38, Wall Township, NJ
07719.
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Focus: Management By Objective

Management by objective--sounds like something
you might read in the business section of a
newspaper or magazine, Well, itis. In fact,
businesses use management by objective (MBO)
approaches every day to reach goals and achieve
success. However, did you realize that you also
use the same basic approaches every day to
complete tasks?

Without management by objective, you couldn't get
even the simplest task completed. This approach
is just as important to you as it is to a company
president.

By becoming more familiar with how the
management by objective approach works, you can
effectively use this method to help you achieve
your lifelong goals. Conducting a successful job
search, obtaining your diploma, having a
successful career, raising a family, or going to
college are all excellent examples of goals that can
be reached by effectively using the MBO agproach.

Let’s take a closer look at what MBO is and how
you can use it to your best advantage.

MBO is accomplishing a goal by completing a
series of prioritized (organized in order of
importance) tasks. It sounds difficult, but it's not.
For example, the process can be compared to
élimbing a ladder; you have to climb the ladder one
rung at a time. The goal is to get to the top of the
ladder, and the rungs are the many smaller tasks
that must be completed before reaching the goal.

When setting a goal, you have to ask yourself
many questions. Also, you have to establish a
plan. Let's create a common situation and observe
how the MBO approach can be used to achieve
success.

Situation: You have one week to study for an
important exam, and you want to earn a high score.
The exam will test your knowledge of reading.
writing, math, science, and social studies. How are
you going to use the time to study, and how are
going to make certain that you earn a high score?

Imagine yourself in this situation and review the
following exercise. ’

Step #1 - Looking at the whole picture

A. What important obligations do you have (e.g.,
family or work-related)?

B. How much time do you have to study each day?
C. Doyou have all of the materials you need?

D. Do you have a quiet place to study?

Step #2 - Analyzing your strengths and
weaknesses

A. What are your strong areas (subjects)?

B. How much time do you need to invest in the
strong areas?

C. What are your weak areas?

D. How much time do you need to invest in the
weak areas?

Step #3 - Putting your plan Into action; studying
for the exam

A. What concepts do you understand?
B. What concepts or subjects confuse you?
C. Why are you confused?

D. What method can you use to end the
confusion? (e.g., study group or tutor)

Continued on page 6
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Continued from page 5

Step #4 - Evaluating your progress

A. Do you understand the subjects you studied?
B. Have you tried taking a practice test?

C. Can you paraphrase {reword) important basic
concepts that will be covered in the test?

D. Has your anxiety (fear) lessened?

Step #5 - Conquering fear

A. Know your strengths and count on them.

B. Know your weaknesses and improve them.
C. Know the importance of reaching your goal.

D. Know when you are ready.

Step #6 - Facing the Challenge

A. Avoid being over prepared (studying too much);
this can promote confusion.

B. Try to get some rest before taking the test.
C. Be confident. Do your best.

What have you just done? You have used the
MBO approach to set up a detailed plan on how
you are going to study next week and earn a high
score on the scheduled test. Congratulations!

The MBO approach provides you with a system
that enables you to work towards a pariicular goal
one step at a time. By using this approach, you are
completing a large task in smaller steps. This
reduces stress and provides you with a structure to
follow. You have a game plan for reaching your
goals. If a project or responsibility seems
overwhelming, break it down into small parts and
create a game plan for success.

Remember, this approach is used by successful
professionals everyday. By understanding the
MBO approach and using it on the job, in the
classroom, during your job search, and at home,
you will improve your effectiveness, organizational
skills, and chances for success.
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The Path To Success Begins With Education

Betty Hazlett of Beaver Falls,
Pennsylvania, is enrolled in the
Community College of Beaver
County’s nursing program.
While being a nursing student is
not unusual, Betty’s inspirational
story, which follows, is.

Betty, tell us about the path
that led you to the nursing
program.

Ms. Hazlett: 1 guess it really
started in 1975. That year, I
dropped out of tenth grade to get
married. At the time, I thought it
was a good idea. Unfortunately, I
was wrong. By 1981, I was a
single parent with three children,
no education, no driver’s license,
and no job. To adequately take
care of my children, I had to
apply for public assistance.

What did you do then?

Ms. Hazlett: Eventually, 1
decided I didn’t want to raise my

children in this situation. I was
also sick of feeling worthless and
uneducated. Idecided I wanted
to make some positive changes,
so I took GED courses at the
local community college and
eamed my diploma in 1985. The
GED training raised my
self-esteem because I realized
that I was not dumb and that 1
could learn. Now I help my kids
with homework with no
embarrassment.

Why did you decide to go to
college?

Ms. Hazlett: Once 1 had earned
my GED and built my
confidence, I began dreaming of
entering a college nursing
program. I chose nursing
because it interests me, the
employment opportunities are
good, and the pay is high enough
for a single mother to support
herself and three children. Alss,
I received a great deal of support
and encouragement from loved
ones.

How did you start to make
your dream a reality?

Ms. Hazlett: Well, at first I got a
false start. I was accepted into
Community College of Beaver
County’s Allied Health program,

and I was doing okay in the
classes, but I ran into financial
and transportation difficulties. I
also began losing my confidence
because the course work was
hard, and I really didn’t feel
prepared. I was starting to
despair because of all these
problems.

What did you do?

Ms. Hazlett: 1 needed to find a
sensible way to achieve my goals
and solve my financial problems.
1 approached Job Training for
Beaver County Inc. JTBC), an
agency that administers
employment and training
programs. They helped me to
start over in the right direction.
(Similar programs are available
throughout Pennsylvania.)

I enrolled in their Single Point of
Contact Assessment and
Vocational Exploration Program
(SAVE) for individuals receiving
public assistance. When I
entered the program, I had low
self-esteem, but the SPOC/SAVE
program helped me build my
confidence. Iliked SPOC/SAVE
because I was openly accepted
for who I am, and I was able to

Continued on page 2




Continued from page 1

interact with others in similar
situations.

I credit the program with
showing me that I have options
and helping me to discover my
potential. I also feel more certain
that I am suited for my chosen
career and can handle the course
work because nf the program’s
vocational-testing process.

Did Job Training or
SPOC/SAVE help you in any
other way?

Ms. Hazlett: Yes. Throughout
my enrollment in different
training programs, the JTBC
agency and its network of
associate agencies have helped
me with my transportation and
child-care needs. The financial
help means I can focus on what’s
important--my children and my
education.

So, what happened after
you completed SPOC/SAVE?
Ms. Hazlett: In 1991, 1
re-enrolled in college. Since I
had finished the Allied Health
(preliminary nursing) program, I
was enrolled in Nursing II. Last
semester, I earned a 4.0 while
working in a drug and alcohol
detoxification unit. This
semester, I'm working in a
surgical urology unit, and I plan
to earn a 4.0 again.

What will be your next big
move?

Ms. Hazlett: In May 1993, 1 will
graduate with a degree in nursing.
I will take the State Boards in
August 1993 so that I can become
licensed. Then I'Hl get a job. 1
want to work as a surgical nurse
because it’s always something
different, not repetitive. 1 like
change.

What kinds of adjustments
have you and your children
had to make?

Ms. Hazlett: 1 don’t have the time
to be a homemaker. Although I
don’t have as much free time,
some benefits have come from
that. I have learned to manage
my time better, and I am setting a
good example for my kids. It
helps the kids to see me studying,
because it makes them study
harder, too. I'm trying to show
them that education is the key to
a good future.

Do you have any plans for
advanced education?

Ms. Hazlett: 1 want to get an
associate’s degree in nursing,
then work part time at night and
attend school in the day to get a
bachelor’s degree in nursing. I
would like to eventually return to
school to earn a master’s degree
as a nurse practitioner. This
might be a little easier than it
sounds, because medical

employers often provide
educational reimbursement.

How do you feel about your
future now? :

Ms. Hazlett: I'm very excited
about the future. I'm determined
to get a great job with a good
salary. Presently, nurses entering
the job market are eaming from
$16,000 to $25,000 a year, so
that’s enough money to allow me
to improve my situation. I feel I
can only go forward, and my
outlook is definitely positive.

Is there anything else you'd
like to say?

Ms. Hazlett: Yes. 1 want to stress
to everyone how important
education is. Once you get a
good education, doors start to
open, and you can pick and
choose what you want to do with
your life. The most rewarding
aspects of my education are
knowing that soon I’ll be earning
a living and making a difference
in the lives of others.

If you are interested in JTPA
sponsored and funded training
such as SPOC/SAVE, call your
local Job Training Parinership
Act Agency, your locai Private
Industry Council, or your local
Office of Employment for more
information.

the bad in good situations.

turn them into disasters.

Optimists feel they can control their destiny; pessimists
believe they are the victims of circumstance.

Opiimists turn minor setbacks into victories; pessimists

Optimists say, "If at first you don’t succeed, try, try
again™, pessimists say, "I'd prefer to watch the game
from the stands than to keep striking out all the time."

Optimists love to break through barriers; pessimists
say, "Why don’t breaks ever come my way?"

Are You An Optimist or Pessimist?

Optimists see the good in bad situations; pessimists see  Optimists see defeats as temporary setbacks; pessimists

see them as recurring events to be endured.

and complainers.

Optimists like to rub shoulders with positive-thinking
people; pessimists prefer to hang around with cynics

Optimists’ cars carry bumper stickers that read, "Isn't

Briefings

life grand?”; pessimists prefer, "Life is a drag.”

Scurce: Frank Grazian, Executive Editor, Communication

55




Exploring CareerOptions

Interested In Entering The Medical Field?

Perhaps you have considered a
career in the medical field. Many
jobs in health-related fields, such
as cardiology (study of the heart
and its functions in health and
disease), have a promising future.
If you are interested in exploring
this career option, then you may
want to get your start by
becoming a electrocardiograph
(EKG) techrician.

What is an EKG?

Electrocardiograms (EKGs) are
graphic tracings of a patient’s
heartbeat. The tracings record
the electrical charges that occur
during and between the
heartbeats. EKGs are often used
by physicians to diagnose
different forms of heart disease.
The EKG technicians are the
people who.conduct this testing.

Job Responsibilities

After explaining the procedure to
the patient, the EKG technician
attaches 3 to 12 electrodes to the
chest, arms, and legs of the
patient. These electrodes
produce tracings of the heart’s
electrical action. A stylus on the
EKG machine records the results
on a long roll of graph paper.

The EKG technician must know
the anatomy of the chest and
heart to select the exact locations
for the chest electrodes.
Electrodes placed in the wrong
locations will cause inaccurate
readings.

After the EKG recording is
completed, the technician must
prepare the electrocardiogram for
analysis by the attending
physician, usually a heart
specialist. The EKG technician
must be able to recognize and
correct any technical problems
that prevent an accurate reading.

Most importantly, the technician
must alert the physician of any
deviations or irregularities in the
recorded test.

EKG technicians are also
responsible for scheduling
appointments, typing the doctors’
reports and charts, maintaining
the EKG files, checking the EKG
equipment, and performing or
assisting in more specialized
cardiac testing.

Employment Opportunities
Cardiology is one of the most
rapidly developing fields in
medicine today. New procedures
for diagnosing and treating heart
disease are being introduced all
of the time.

There are approximately 203,000
EKG technician positions in the
United States. Research reveals
that employment prospects are
good, and the outlook should
continue to be favorable up to the
year 2000, because of the
anticipated growth in the
cardiology field.

Most EKG technicians work in
the cardiology departments of
large hospitals. Others may work
full or part time in smalier
hospitals, clinics, or a doctor’s
office.

With the proper training and
experience, EKG technicians can
advance to more specialized
types of cardiovascular
techniques and testing
procedures. Promotions to
supervisory positions are often
possible.

Education/Training
Requirements

Most technicians receive their
training on the job from a
cardiologist or a supervisor in a

clinic. Most training usually
takes from six months to one
year. Applicants should be high
school/GED graduates.
High-school courses that help
interested individuals include
health, biology, and typing. EKG
technicians should know medical
terms and human anatomy.

Other formal training programs
are offered by vocational and
technical schools and junior and
community colleges. The basic
EKG test can be learned in
courses lasting six weeks. Also,
cestification is available to those
who pass two written
examinations given by the
American Cardiology
Technologists Association.
Although not a requirement, this
can help technicians obtain
better-paying jobs.

Special Qualities

Mechanical aptitude, patience,
reliability, the ability to follow
detailed instructions, and the
ability to stay calm in emergency
situations are all helpful qualities
for those who want to become
EKG technicians. Starting
salaries range from $12,600 to
$14,800. Experienced EKG
technicians can earn up to
$24,000 per year.

Source: Occupational Outiook
Handbook, compiled by the U.S.
Departmens of Labor, 1990-1991 edition.

For more information...
contact local hospitals in your
area. For a list of training
programs in cardiovascular
technology, contact:
American Cardiology
Technologists Association,
1980 Isaac Newton Square
South, Reston, VA 22050
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Job-Search Techniques

Employment Agencies: What To Look For
And What To Look Out For

Recently, PASSAGE had the opportunity to
meet with Sidney Elkin who is the Director
of the Ailiance for Consumer Protection of
Beaver County and who teaches Business
Law and Political Science at Penn State
University (Beaver Campus). From his
experience, Mr. Elkin discusses the benefits
and drawbacks of using an employment
agency in your job search.

This article expands on the information
presented in the article "Where Are The
Jobs?" (PASSAGE, January 1991) which
briefly highlighted employment agencies.

What is an employment agency?

Mr. Elkin: It is an organization that offers
assistance in finding employment.
Basically, there are two kinds of agencies.

First, there are government-sponsored agencies (no
charge for services). The government-sponsored
agency (Job Service) can be found at local
Unemployment Compensation offices. Many
companies work through the Job Services for their
hiring ne=ds; especially new companies coming
into an area for the first time.

The PA Job Service states that their computerized
job bank system has more job listings than any
single employment agency. Also, the Job Service
carries the listings and applications for State and
Federal civil-service jobs. So, the Job Service
should be a place that you visit regularly.

Secondly, there are organizations that are in
business to make a profit. These agencies will
charge a placement fee which is due at the time you
receive employment. This fee is either covered by
the employer or by you--the employee.

The placement fees are usually a percentage of your
wages (during your first year of employment).
Depending on the employment agency, the
placement fees are secmetimes payable before the
job starts. If you have been out of work for awhile,
paying this fee could be cost prohibitive. (A
$15,000 a year job could cost you at least
$1,500--10% of the yearly earnings of your first
year of employment.)

Why do emplcyers use employment
agencies?

Mr. Elkin: Many companies like to use an
employment agency to screen the job
applicants. The employment agency arranges
interviews only for the clients who are qualified
and interested in the position.

This means the company does not have to
advertise for the position, sift through all the
responses to locate the best candidates, and call
to arrange the interviews. Because this service
is beneficial to employers, some employers are
willing to pay for the employee’s placement
fee. With the advantages of using an agency, a
significant number of employers do not
advertise job openings to the general public.

What should you look for when choosing
an employment agency?

Mr. Elkin: You must do some investigation to find
o.* if the employment agencies you are considering
are licensed by the State of Pennsylvania and how
long they have been in business. The best reference
would be a past client. Find out if the client was
satisfied or dissatisfied with his/her experience?

Also, you need to ask if the agency gets calls for
clients with your qualifications and work history.
Be sure to find out everything you can about their
fees and payment requirements.

What is your (as the client) responsibility
when working with an employment agency?
Mr. Elkin: You must have a detailed resume printed
on good bond paper (Resume Writing Series,
PASSAGE, September 1991 through December
1991) and a reference list of people who can be
reached during normal working hours and are
willing to talk about your work ethics.

You must be truthful about your skills, experience,
and the type of job you will accept (kind of
company, working conditions, driving distance,
wages, etc.).

The agency will arrange the interview, but you
must sell yourself to the employer to get the job.

Continued on page 5
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Continued from page 4

Do you have to sign a contract with the
agency?

Mr. Elkin: Yes, they will prepare a contract for you
to sign. In the contract, you will agree to keep
employers’ names confidential and to pay the
placement fee if the employer does not pay it. At
this time, you can specify that you will only accept
interviews with employers who will pay the
placement fee.

It is very important that you read and understand
what you are about to sign. Do not let them rush
you into signing the contract immediately. Take
your time; take it home to read if you have to.

If the placement fee will be paid by you, the
payment schedule will be included in the contract.
The contract should state how much you will owe
and when it will be due. As stated earlier, some
agencies require the full payment before the job
begins, and others will allow you to make monthly
payments from your wages.

Check to see what will happen if you start a job and
the job doesn’t work out. Be careful; you may still
be responsible for the payment even if the company
closes shortly after your start of employment.

What is a job-listing service?

Mr. Elkin: There is a big difference between an
employment agency and a job-listing service. A
job-listing service will charge an up-front fee which
entitles you to call the service weekly for an
updated list of employment openings in your area.
These services only provide job listings; you will
have to do all of the leg work yourself (contacting
the employer, sending a resume, and obtaining an
interview). In addition, the listings may not even be
exclusive. You could probably find many of the
same listings at a government-sponsored agency or
in the newspaper.

What are some warning signs that let you
know you are dealing with a less than
honest job-search organization?

Mr. Elkin: If a newspaper/magazine advertisement
or an employment agency asks job seekers for a fee
up-front, before any assistance is provided, then you
should avoid them. In most cases, these companies
are in business to make money--not to help you find

employment. Once they have received your money, .

they usually don’t follow through on the promises
they have inade.

Job-Search Techniques

Also, be aware of questionable for-profit schools
that promise to secure a student loan for you to
cover the expenses of receiving training. Typically,
the professional con artist sells you the program,
obtains muney (your loan)from a lending agency,
closes down, and then never fulfilis their promise to
you. In this situation, you will still be stuck with
the loan payment. If you secure the student loan
through a bank, the school must be accredited
(approved by the State), and you will be in a much
better position if something does go wrong. Take
your time and check the schools that interest you.
Don’t be pressured into signing a contract.

Finally, if you attend a job fair, be cautious of the
hard-sell approach taken by some companies that
encourage individuals to start their own businesses.
For example, they may ask you to buy a "sample
case of products” to sell door-to-door. Watch
yourself; you could lose a substantial amount of
money on these ventures.

We thank Mr. Elkin for his time and excellent
information. If you have any concerns related to

employment agencies, he can be contacted at (412)
728-7267.

The Job Seeker’s Employee
Agency Checklist

If you are about to use an employment

agency in your job search, remember that:

0 Employment agencies may give tests to

applicants to determine their skills and
personality types.

O You don’t have to be unemployed to
register at an employment agency.

0J You can register at more than one agency
if you think it will help.

O You don’t have to accept an 1nterv1ew if
you are not mterested

O You have the option to only accept
interviews for companies that will pay the
placement fee.

O There are also specialized agencies in
existence that deal in one area or career
field (e.g., medical, financial, clerical, etc.).

O Don’t give anyone money before any
services are given, and if it sounds too

good to be true, it probably is.




Job-Search Tools

Preparing a Reference List

If you are seriously being
considered for a position by an
employer, there is a good chance
that the potential employer will
ask you for a list of references.
Preparing a reference list is a
definite necessity for a job seeker
to have ready before he/she sends
the resume/cover letter.

Use the following information to
assemble your reference list and
to better understand how to use a
reference list to its full advantage.

What is a reference list?

A reference list is a well-prepared
(typewritten/quality paper)
information sheet that contains
the names, addresses, telephone
numbers (home and work), and
time of availability (possibly) of
three to five individuals who are
comfortable discussing your
positive qualities and abilities to
potential employers.

Check your resume; the last line
at the bottom of your resume
should read--References
Available Upon Request. Do not
send this list with your resume.
The employer will let you know
if he/she would like references.

Always have several copies of
your reference list available when
you attend an interview--there
may be situations when you need
more than one copy.

Who do you select for
your reference list?

The individuals you include
in your reference list will be
determined by the network
of people you know, your
past work experience, your
current status of

are in the development of
your career.

Here are some tips for preparing
a list that is custom-made for

your situation:

« Try to include individuals who
are in positions of importance
or who have some influence in
the community. Examples
include former supervisors,
coworkers, former instructors,
clergy, customers who you
have worked with, experts in
your career field or vocation,
and possibly friends who are
respectable business
professionals.

Choose individuals who can
sell you to an employer. Make
sure they can be positive,
convincing, and spontaneous
when discussing your past
experience, talents, abilities,
goals, and personality traits.
While it is important to choose
individuals who have positions
of importance or influence,
make sure the individuals you
include in your list are capable
of giving impressive responses
when an employer calls them.
Selecting an Assistant Manager
who knows your positive

.

employment, and where you

.

abilities and can sell you to an
employer with enthusiasm is
better than selecting a General
Manager who knows very little
about your history or qualities.

Do not include relatives in
your reference list. If the
prospective employer were to
discover that an individual on
your reference list is a relative,
the employer may conclude that
your reference has a biased
opinion and may disregard the
comiments.

Make sure the individuals you
include in your list can be
reached by the employer. If
they travel and are not always
available, perhaps they are not
the best choice for an effective
reference list. '

Know when not to include
certain individuals. If you are
currently employed and looking
for a new job, perhaps you
should not include individuals
from your current place of work
in your list. Confidentiality
may be your best approach in
this situation. Also, you may
not want to include your work
number in the reference list. If
you are in an organization that
is closing, or if you have been
notified that there a good
chance that you may be laid off
in the near future, then it is
acceptable to ask current
supervisors and coworkers for
references.

Continued on page 7

The activity which is the subject of this publication was supported in part by the
Peansylvania Department of Education and the US. Department of Education.
However, the opinions expressed herein do not mecessarily reflect the position or
policy of the Peunsylvania Department of Education or the US. Department of
Education, and o official endorsement by the Pemnsylvania Department of
Education or the U.S. Department of Education should be inferred.
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Continued from page 6
+ Be prepared to obtain letters of

- _recommendation from

individuals on your reference
list. In some areas, such as
nonprofit, academic, and
government organizations,
letters of recommendation will
be requested by employers.
Each letter should highligni
your abilities and show how
you are the best candidate for
the available position. The
letters are prepared in
advance--before you start
sending your resume.

Do not make the employer
wait very long to receive a
letter of recommendation.
Conduct some research (talk to
individuals in your career field)

Job-Search Tools

Communicate with
individuals on your
reference list.

Before you make a final copy of

your list, make sure that you:

« Get each individual’s
permission. Never include a
person’s name without asking

employer when the appropriate
information is given.

« Supply each individual on your

reference list with a copy of
your resume. Do not expect
your references to know
everything about you. They
can use your resume along with

him/her. Your references are
helping you, and they deserve
this courtesy. Alsc, they may
not want the responsibility of
being a reference.

Keep individuals on your
reference list informed and
updated. Let them know if they
may be receiving a call from an
employer in the near future. If
possible, review certain points
that the employer may discuss.

to see if letters of This will help your reference to
recommendation are requested be prepared and can make you
by interested employers. look impressive to the

Sample Reference List

References of John D. Smith
716 North Avenue, Newtowne, Pennsylvania 91919
Home: (991) 818-8181 Work: (991) 777-7711

Mr. Martin Crow, Accounting Supervisor

XYZ Corporation
234 Ridge Road

Bigtown, Pennsylvania 91828

Home: (991) 444-8484
Work: (991) 444-7477

M. Christopher Stofer, Borough Manager
Newtowne, Pennsylvania 91919

Work: (991) 818-2322

Available Monday through Friday
between 8:00 a.m. and 9:30 a.m.

Ms. Mary Snow, Assistant Supervisor
XYZ Corporation
234 Ridge Road

Bigtown, Pennsylvania 91828
Home: (991) 545-5484
Work: (991) 444-7466

their personal knowledge to
create a complete, consistent,
and accurate picture of your
abilities and strengths.

« Thank your references. Let
them know you appreciate their
assistance. Remember, good
references are a valuable part of
a successful job search.

Now you should be ready to

assemble your reference list. Be

sure to type your list of
references on quality paper. Try
to make sure the paper is the
same brand/color as the paper
you used for your resume and
cover letter.

Review the sample reference list
to better understand how your
reference list should look.
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1992 Reader Survey

Students, Instructors, and Program Operators

To help improve the quality of the PASSAGE newsletter,
the PASSAGE staff waelcomas your suggestions. One
method that has been baneficial to PASSAGE's

development and effactiveness is the annual reader
survey.

Please complete the following survey and mail a copy of
your responses to: PASSAGE, 617 Midland Avenue,
Midland, Pennsylvania 15059. If you would like to
discuss your thoughts with a member of the newsletter
staff, call 1-800-345-5443 (PA Toll Free). Thank you for
your time and assistance!

Your name:

Location:

Your occupation:

Name of your organization:

Is PASSAGE mailed directly to you? Yes No

Do you give PASSAGE to someone else to read?
Yes ____ No

What types of articles interest you or relate to your
situation? (For example--job-search techniques,
STUDENTaccesspage--hands-on exercises, self-help,
motivational, researching careers, success slories, labor-market
projections, academic skills used on the job)

What is your favorite article from the newsletter?

What is your impression of PASSAGE’s:

Content (information presented in PASSAGE)
Excellent Good

Fair Poor

Readability (writing style, print size, vocabulary)

Excellent Good
___ Fair ____Poor
Design {appearance)

Excelient Good
___ Fair Poor

Utility (useful to your particular needs)
—_Excellent ____ Good
— Fair — Poor

Additional comments on PASSAGE's content, design,
readability, and utility:

Can you give one example of how PASSAGE was
helpful to you?

Do you have any additional suggestions that would help
us improve the newsletter?

Thank You!

BCALMC

PASSAGE Newsletter
617 Midiand Avenue
Midiand, PA 15059

NON-PROFIT ORG.
U.S. POSTAGE
PAID
MIDLAND, PA
PERMIT NO. 10
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The Cover Letter: Customized For Success

Imagine that
you are an
employer, and
your secretary
has placed
your daily
stack of mail
on your
already cluttered desk. Keeping
in mind that you have a busy
schedule for this week, what
pieces of mail are going to attract
your attention as the employer?
Will the letters that are addressed

Manager, Director, Occupant,
Sir, To Whom It May Concern,
Personnel Officer, or Hiring
Officer be read? Maybe, but
most likely not.

The letters that are sent to a
specific person will get more
attention than the letters
addressed only to a position or
job title. This personal touch is
important to remember when you
are preparing your job-search
materials, especially your cover

The Personalized Cover
Letter

To get an employer’s attention
and to create a personal touch,
you need to always include a
cover letter when you send your
resume. As a rule, your cover
letter and envelope should
include the correct name, title,
and address of the employer or
hiring officer.

The only exception to this rule is
when a classified advertisement

. s letters.
with generic titles such as

Continued on page 2

Do you have a talent that has gone unrecognized
at work, at school, or at home? Could you
possibly be afraid of revealing your talent to
others because they may think that you are...

bragging about yourself?

challenging the way things have always been
done?

If you think you have a good reason for not using
100% of your talents, then you are not alone and
not forgiven! What?--not forgiven? Surely there
are some acceptable reasons for not giving 100%
of your talents to help others at work, at school,
or at <ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>