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INSTRUCTOR'S RECORD BOOK

JOB SURVIVAL SKXILLS PRUCRAM

Introduction

1)

2)

3)

This Record Book contains the following three parts:

Desired Student Outcomes

The Student Ouicomes for each module in this Job Survival Skills Program
are to be duplicated and handed out to students on Day 1 of the Module

One. (See that day's lesson plan for details.)

Module Performance Records

These Pecords provide you with a means of recording which students achieve
each module’s performance objectives. Write students’ names alphabeti-
cally in the column indicated, and check off the objectives each studeat

achieves, according to the criteria specified for those objectives.

Notes To The Instructor

Each module in this Job Survival Skills Program contains specific
instructional suggestions related to the module's content. The following

are general instructional suggestions related to the overall Job Survival

Skills Program:
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a)
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c)

d)

e)

£)

_Study each module's lesson plaﬁs-thoroughly.

Note the modules are geared toward students reading at a &4th to 6th

grade level, the average reading-leveliof CYA wards as a whole. For

example; the Janus Job Planner is designed -for students with limited
reading ability. For wards with a higher reading level, see the

materials required section on page 7 of the guide and section III on

page 8 for suggested alternatives.

During your lesson preparations, take notes as necessary on points
;overed in the materials presented, to assist you in following the
instructional guidelines given in the module outlines. Also take
notes during class discussions. Both sets of notes will be useful to

you in reviewing each module and the overall program.
Encourage students to take notes if they choose.

Eacourage students to keep a folder for all of the products they will
vork on during the course of the program (e.g., resume, personal data
sheet, job appiication forms, Personal Action Plan). Tell them that
these products will be useful to them when they are looking for work
and sctually working on the job. In fact, you might want to organize

a set of folders or binders for them before they begin the program.

If possible, place the Job Survival Skills reference materials ia the
library or some other place where students can refer to them on their

own outside of class.



g)

h)

Unless plans are made for the purchase of additional copies of the
reference materials, you probably slhiould not have students write in

them, so that the materials may be reused..

Record on your module outlines any comments/reactions you have as you
work tﬁrougﬁ them with yéut students. Included should Be your notes
about any ways in which you had to modify the outlines in order to
tailor them to your students’ needs and your situation's learning
conditions. A record of such notes will be helpful in any revisions

of the modules, and in their future review and use.

e



STUDENT OUTCOMES

Module One: Motivation/Orientation to Job Survival Skills

Area 1 - General Overview of the Program and the Skills Involved

Student

Outcome: 1. Students will be able to state the purpose of the Job Survival
Skills Program and what they hope to gain from participating in
it.

Area 2 - Examining Opportunities in the World of Work

Student )
Outcome: 1. Student will be able to state two jobs they would like to work
at;, chosen from among those presented in the module.

Module Two: Matching Values, Skills, and Interests to Jobs

Area ] - Examining Personal Characteristics

Student .

Outcomes: 1. Given a Work Interest Inveatory, students will be able to com-
plete the inventory items, score the.results according to direc—
tions and identify orally or in writing two work areas of
interest to them as indicated by the results.

2. Students will be able to identify at least one job they would
like to explore for each of the two-week interest areas listed
in Objective 1 and explain how those jobs fit with their
interests.

Module Three: Job Seeking Skills

Area 1 - Locating and Using Sources of Job Information

Student .
Outcomes: 1. Students will be able to state .aree sources of job information
and describe one advantage and one disadvantage of each.

2. Students will be able to define commonly used classified ad
abbreviations likely to be found in newspaper help wanted
sectiouns,

3. Students will be able to report on one occupation of interast to
them.

Area 2 ~ Developing a Resume

Student ,
Outcomes: 1. Students will be able to describe at least three skills they
have acquired in their present institutional setting or



elsewhere which they could include in either the "education" or
"work experience' scctions of a resume. '

2. Students will be able to prepare a resume describing their edu-
cation, work experience, and other information typically
included in a resume.

3. Studeats will be able to develop a personal data sheet which can
be used as a reference when completing resumes and job appli

tion forms. :

4, Students will be able to write a letter of application to accom—
pany their resume when applying for a specific job.

Module Four: Job Getting Skills

Area 1 - Contacting Prospective Employers and Filling Out Application Forms

Student
Outcomes: 1. Students will be able to list at least three items of intorma-
tion to obtain when arranging for an interview.

2. Given a list of 25 terms commonly found on employment applica-
tion forms, students will be able to correctly match at least
80Z of the terms with their meanings.

3. Studeants will be able to legibly and neatly complete at least
two out of four employment applicatioa forms.

Area 2 - Participating in the Job Interview

Student

Outcomes: 1. Given the scripts of two job interviews and a List of Rules for
interviewing, students will be able to correctly identify at
least 80X of the rules followed or broken by the interviewees.

2. Students will participate in a simulated interview and evaluate
the streogths and weaknesses of their performance.

Module Five: Job Maintenance Skills

Area 1 - Communicating and Cooperating with Co-workers and Supervisors

Student

Outcomes: 1. Students will be able to describe one on—-the-job conflicl with
co-workers and at least one method which can be used to resolve
it.

2. cStudents will be able to describe one on-the-job conflict with
supervisors and at least one method which can be used to resolve
it,



Students will be able to develop a Personal Action Plan indi-
cating at least three actions which they as workers would take
to help themselves adjust to a naw working environment, co-

workers, and supervisors; and describe the possible benefits of
those actions.



MODULE PERFORMANCE RECORD

MODULE ONE

" MOTIVATION/ORIENTATION TO JOB SURVIVAL SKILLS

OBJECTIVES

(Check off each objective achieved)

Students'ANames_
(alphabetica’ly)

. Objective 1

Area 1,

Area 2,
Objective 1

10

10.

11.

12.

13.

14,

150




_MODULE PERFORMANCE RECORD

HMODULE TWO

MATCRING VALUES, SKILLS, AND INTERESTS TO JOBS

B ' ‘ OBJECTIVES

(Check off each objective achieved) .

Srudents' Names Area 1,
(alphabetically) : Objective 1

Area 2,
Objective 2

1.

10.

11.

12,

13,

14,

15.




HODULE PERFORMANCE RECORD

MODULE THREE

JOB SEEKING SKILLS

OBJECTIVES

(Check off each objective achieved)

Students' Names

Area |1

Area 2

(alphabetically)

2

3 1 | o2 3

. 10.
11.
12,
13.
4.

15.
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MODULF. PERFORMANCE RECORD

MODULE FOUR

T

57
s,

JOB GETTING SKILLS

OBJECTIVES

To 5
gy

Ao B S

(Check off each objective achieved)

Stuadents' Names Area 1 Area 2

. ' ~ (alphabetically) -
. 1 2 3 1 2

%
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12.

13.

14,

15.
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MODULE PERFORMANCE RECORD

MODULE FIVE

JOB MAINTENANCE SKILLS

OBJECTIVES

(Check off each objective achieved)

Students’ Names ' Area 1

(alphabetically) -
1 2 ‘ 3

S LA ST IR

11,

120

13.

14,

15.
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MODULE T
Area  Day Audio-Visual Optional Printed Materials Optic
1 1 Copies of Program Outcomes
1 2 Job Hunt film Teachers Study Guide for Film '
projector Notes from Day 1
2 1 Janus Job Planner
' Turner Career Guidance Series o
How To Get A Job And Keep It o
Jobs In Your Future *
Master List of Jobs *
Materials of Employment in State *
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MODULE ONE

‘HOTIVATION/ORIENTATION TO JOB SURVIVAL SKILLS

Program Goal: To orient students to the Job Susival Skills Program and to help
them begin to examine opportunities in the world of work.

Area 1 - General Cverview of the Program and the Skills Involved ,

. . . . . o\

Area Goal: The goal of this area is to give students a general overview and
understanding of the entire Job Survival Skills Program.

Performance :
Objective: 1. Students will be able to state the purpose of the Job Survi-

val Skills Program and what they hope to gain froam partici~
pating in it.

Achievement of this objective requires students to give a
brief response describing: (1) the purpose of the Job Survi-
val Skills Program, and (2) what they hope to gain from par-
ticipating iu the Program. The response may be written or

¥ oral (to the instructor directly, or into a tape recorder).

g Acceptability of the response will be determined by the

s instructor, who will certify that it contains parts (1) and
5 (2); and that the purpose stated ia part (1) ccrresponds to
] the purpose described in the mecdule.




Activities for Module One, Area 1

DALLY LESSON PLAN

DAY 1

Materials Required: Chalk and chalkboard
Copies of student outcomes (in Instructor's Record Book)
. LN

Teacher Preparation: (1) Familiarize yourself with the material you will be
presenting to students.

(2) Make copies of the student outcomes (in Instruc-
tor's Record Book) to hand out to students.

1-2 minutes I. Welcome students to the Job Survival Skiils Pro-
: gram. State the purpose of the Program by reading
or paraphrasing the following:

KA A N S R TR TS,

BaMOAST Tl Thes

"The purpose of the Job Survival Skills Program
is to help you develop job-seeking and job-
keeping skills which will help you find and
keep a job after you leave this facility."

However, emphasize to students that learning the
skills to be taught in the Program will not

guarantee them a job.,

10 minutes II. Describe for students (a) the structure of the
. Program, (b) the types of instructional methods to
be used, and (c¢) the skill aireas to be covered.
Include the following in your discussion:

A. Structure Of The Job Survival Skills Program.

Tell students the number of weeks the Program
\ will cover, and the number of hours per day in
' class. Also tell them that there may be a few
brief homework agsignmeats.

B. Instructional Methods To Be Used In The
Program. Tell students that a variety of

. instructional methods will be used, including a

film, filmstrips, tape cassettes, workbook

activities, some reading, discussion, brief

lectures, role play, independent work, and

activities in pairs or small groups.

C. Skill Areas To Be Covered In The Program.
Explain to students that each of the five
modules in the Program covers a separate topic,
and that each topic is broken down into two
skill areas (except for topic five), ¢




15 minutes

III.

Paraphrase or read to students the following
description of each module topic and skill
areas covared in each:

Module One: Motivation/Orientation to Job-
Survival Skills
Area 1 - General Overview of the Program
' -~ aud the Skills Involved
Area 2 - Examining Opportunities inm the
’ World of Work :
Module Two: Matching Values, Skills, and
. ’ Interests to Jobs
Area 1 - Examining Personal Charscteris— -
tics . '
Area 2 - Making Career and Life Decisions

AN

Module Three: Job Seeking Skills
Area 1 - Locating and Using Sources of
Job Information
Area 2 - Developing a Resume

Module Four: Job Getting Skills
Area 1 - Contacting Prospective Eamployers
and Filling Out Application Forms
Area 2 - Participating in the Job Inter-
view

Module Five: Job Maintenance Skills
Area 1 -~ Communicating and Cooperating
with Co-Workers and Supervisors

If you prefer, read to students the goal state-
ment for each skill area.

Ansver any questioans students have about the
structure, instructional methods, or skill
areas covered in the Program.

Have the group take turns describing (1) any jobs
they have held before, (2) any problems they had
finding jobs, (3) any problems they had on the job,
and (4) why they left their jobs. Tell them to be
as specific as possible in describing their
experieaces.

A.

If you do not think the entire group will take
part, ask for volunteers. Or ask students to
write down brief responses to items (1)-(4) eond
hand their papers in to you for discussion
(allow approximately five pinutes for this).
Tell students to indicate if they wish their
papers to be anonymous.



" 10 minutes

5 minutes

DAY 2

Materials Required:

Teacher Preparation:

B. Lead a discuassion of the students’ experiences,
"listing them on the board if you choose. ‘fake
brief notes for yourself, to use in reviewing
this area for students tomorrow. In the dis-
cussion, try to identify any problems common to
the majority of the students.

IV. Ask students to describe what they hope to gain
from participating in the Job Survival Skills
Program and lead a discussion of their responses.
Write their responses on the board if you like.
Take brief notes on their responses to use.in .
reviewing this area for students tomorrow.

V. Explain to students that for each skill area, there
are one or more desired studeat outcomes. These
are things that it is hoped students will know or
be able to do after they have participated in the
activities for each skill area.

Give each student a copy of the student outcomes
for the Program. Tell them that this list is for
their reference; so that they will know what they
will be learning as they go through the Program.
If you feel it would be helpful, read through the
list with the estudents or allow them several
minutes to read through the list on their own.
Answer any questicns they hava,

Chalk and chalkboard

“Job Hunt" (film) and accompanying Teacher-Study Guide

Film projector

Your notes from Day 1 on (1) students’ reported
experiences and problems in job hunting and on~the-
job, and (2) students' comments on what they hope to
gain from participating in this Program.

(1) Go over the lesson plan for today and familarize
€ >4
yourself with the material to be covered.

(2) Arrange to have use of a film projector for this
class period and make sure you know how to operate
the projector.

(3) Review your notes from Day 1 (specified above under
"Materials Required") and prepare your summary and
review comments as specified in point II below.

T T T T e Y e g R T P R )



1-2 minutes - I.

15 minutes

10 minutes

5 minutes 1I.

10 minutes ITI.

A, Preface the showing of the film "Job Hunt" by
explaining to students that the film they are
about to see demonstrates the steps involved in
job hunting, including things to do and things
not to do “n each step. Encourage students to
pay close attention to the film, as they will
be discussing it afterwards.

B. Show the film "Job Hunt" (running time approxi=
mately 15 winutes).

C. Lead a discussion of the film. If you like,
use the suggested questions for post-showing
discussion which are included in the three-page
Teacher-Study Guide accompanying .the. film.
Emphasize the film's main points; if you like,
make c0pies of the Summary of Main Points as
Given in the Film (page 3 of the Teacher-Study
Cuide) and hand them out to the students.

In summary, emphasize the qualities that
employers look for in emplcyees: depend-
ability, neatness, serious attitude toward
work, and enthusiasm. Also emphasize that
looking for a job is not easy and that everyone
gets turned down sometimes, so not to give up
if it takes some time to get a job they want.

Review for students the purpose of the Job Survival
Skills Program and the material they. have covered
in the last two days. Include a summary of the
descriptions students gave during Day 1 of their
own job-hunting experiences and problems they
encountered in job hunting or on the job. Also
summarize the comments they made during Day 1 on
what they hope to gain from participating in the
Job Survival Skills Program.

Have students meet the requirements of Objective 1,
as outlined on page 1 of this guide. Record in the
Instructor's Record Book which students achieve the
objective.
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Area Goal:

Per formance
Objective:

Area 2 - Examining Opportﬁnities in the World of Work

The goal of this area is to help students examine opportunities in
the world of work.

| 38

Students will be able to state two jobs they would like to
vork at, chosen from among those presented in the module. N
Achievement of this objective requires students to briefly
describe (1) two jobs they would like to work at; and (2) why
they would like to work at each job. The description may be
vritten or oral (to the instructor directly, or into a tape
recorder). o

The instructor will certify that the description contains
elements (1) and (2) specified above, and that the jobs are
among those presentec in the module.

“~ e




DAY 1
Materials Required:
(Optional)
(Optional)
(Optional)
(Optional)
(Optional)

(Optional)

Teacher Preparation:

30-35 minutes

Activities for Module One, Area 2

DAILY LESSON PLAN

Chalk and chalkboard
Janus Job Planner

Turner Career Guidance Series (and teacher's guide)

Hov To Get A Job And Reep It

" Jobs in Your Future

The Jobs Book _
Master list or chart of jobs, as specified under point

III below.

Materials on employment opportunities in the State (see
1V below). ’

(1) Familiarize yourself with the material to be

(2)

(3)

(&)

covered.

Make sure you have available enough copies of the
materials required.

(Optional) Make the master list or chart of jobs as
specified under point III below.

(Optional) Ask the State Employment Security
Department to provide you with materials on employ-
ment opportunities in the State. Make copies of
the relevant materials to hand out to students for
discussion and their future reference.

A. Explain to students that there is a wide
variety of jobs in the worid of work, and that
the goal of this area is to help them examine
opportunities in the world of work.

B. Have students read "Eight Kinds of Work" on
pages 13-15 in Janus Job Planner. Have thenm
read silently or take turns reading a paragraph
or two aloud. 1If you prefer, have students
listen or read along as you read each gection
to them. Tell students to stop at the end of-
each of the eight sections (Clerical, Sales,
Service, etc.) and write down for each section
their answers to the two questions immediately
preceding the "Eight Rinds of Work." Tell them
that this is for their own information only and
will not be turned in to vou, but that it will
be heipful to them in achieving the dasired
student outcome for this area.

U IR
LN



Also tell students that if they would like more
information on jobs in any of the eight cate-
gories, to turn to the "Janus Job Guide" oa
pages 75-88 of Janus Job Planner. Go over with
them the introduction to that guide and answer
any questions they have about using it.

10 minutes II. Have students complete the requirements of
ObJectxve 1, as outlined on page 6 of this guxde°
Record in the Imatructor's Record Book which
students achieve the Objective.

(Optional) IIT. To supplement the jobs presented in Janus Jéb -
: Planner, additional job lists and descriptions are
presented in: Turmer Book 1, p. 9, 19, 26, 29, 31,
aod 45; Turmer Book 2, p. 3-5, 7, 11-12, 20, 23,
33-35, and 39; Turner Book 3, p. 13 and 37; Turmer
Book &4, p. 11 and 43; Turner Book 6, p. 21; How To
Get A Job And Kerp I, p. 19-20; Jobs In Your
Future; p. 15 and 28-36; and The Jobs Baok,
po 18-19. You may wish to make a master list or
chart including jobs and descriptions from all of
these sources for easy reference.

(Opticaal) - IV. Discuss with the class the materials you received
from the State Employment Security Department.
Give students copies of relevant materials on
employment opportunities for young adults. If you
decide to use this option, spend fewer minutes cn
III above.

(Y
.




Materials To Be Used In:

MOCULE II

irea - Day Audio~Visual - Optional » Printed Materials Optional

1 1 » Succeeding in World of Work. ] \

Occupational Essentials (Inst. Guide)

Job Planner (Student Workbooks) ~

1 2 Job Planner (Student Workbooks)

Jobs List Handout (p. 6) )

1 3 "Self-Concept and Employment * Job Survival Skills Program (Singer) *
(Singer Series) filmstrip snd N Workbook and Instructions Manual
Series) filmstrip and ' :
tape # &

Filmstrip Sound Projector
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MATCHING VALUES, SKILLS, AND INTERESTS TO JOBS

: Program Goal: To acquaint students with the importance of usiug self exploration
Tty a8 a busis for making career decisions.

2 ’ ~ Area | - Examining Personal Characteristics

Area Goal: The goal of this area is to help students identify and examine )
their job-related interests so that they can select carser options
to explore which are most closely related to their personal
characteristics. ) : :
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Per formance
Objectives: 1. Given a Werk Interest Inventory, students will be able to
complete the inventory items, score the results according to
directions and identify orally or in writing two work areas
of interest to them as indicated by the results.

Achievement of this objective requires students to complete,
score, and chart as directed the Work Interest Inventory pro-
vided in the Janus Job Planner workbook. Using the chart
developed from the inventory results, students will identify,
orally or in writing, the two work areas in which the great-
est interest has been indicated.
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Achievement of the objective will be determined by the
instructor who will certify that the student has (1) com-
pleted all items on the inventory, (2) scored the inventory
correctly and graphed the results on the chart provided, and
(3) has correctly identified from his/her chart the two work
areas in which the greatest interest has been indicated.
Task (3) may be accomplished orally or in writing.
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3 2. Students will be able to identify at least one job they would
g like to explore for each of the two work interest areas

i listed in Objective 1 and explain how those jobs fit with

: their interests,

Achievement of this objective requires students to (1) review
a list of jobs organized by work interest categories, concen-
trating on the two categories identified in Objective 1; (2)
select onse job in which they have an intercst from each of
the two categories; and (3) list at least three characteris—
tics of each job that indicate how it fits with their work
intereste.

Achievement of this objeztive will be determined by the
icstructor who will certify that the student has (1) chosen
one job for each category, and (2) listed for each job three
characteristics that indicate the relationship between the

i specific job and the interest area.
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! Activities for Module Two, Area 1
DAILY LESSON PLAN
i DAY 1
:
¢
{ Materials Required: Succeeding in the World of Work (one copy for your
: read. .ng)
b Occupational Essentials Instructor's Guide (for your N
N readlng)
Job Planner workbooks
i ‘Teacher Preparation: (1) Read over the Work Interest Inventory found 6n page -
6 in the Job Planner student workbook. Be sure
that you understand the procedures for scoring the
inventory.

(2) Read pages 111-119 in the text for Succeeding in
the World of Work. This reading provides back-
ground information on interests and values; and
will help you in preparicg a mini-lecture t.. intro-
duce these topics to students.

(3) Read the section entitled "Preparation” on page 1
of the Occupational Egsentials Instructor's Guide.

20 minutes I. Introduce the students to the concept of work
X interests as they relate to job choice. You may

read or paraphrase appropriate sections of the
paragraph from page 1 of the Occupational
Essentials Instructor's Guide as a lead into your
discussion. The last sentence of this paragraph is
"There are seven areas which you should look at
before deciding what kind of job you want." List
the seven areas on the board. They are: (1)
Education, (2) Extra-curricular School Activities,
(3) Personal Data, (4) Job Experience, (5) Hobbies,
(6) Health, and (7) Occupational Choice.

Paraphrase: 1In the next set of lessons we are
going to be luoking at three of these areas,
extra~curricular school activities, job experience,
and hobbies. We'll group these three categories
under the heading of interests. Your interests
include those things you like to do most, such as
your hobbies, sports you like to watch or partici-
pate in, or places you like toc go in your spare
time. There are many tests or "inventories" you
can take to help you identify what your major
interests are and what types of jobs are associated
with those interests. Turu to page 13 of your Job
Planner workbook to see how some of the many types
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20 minutes

DAY 2

Materials Required:

Teacher Preparation:

15-20 minutes

5 minutes

15~20 minutes

I1.

of jobs are grouped. (Read the paragraphs intro-
ducing each category.) Louk through the jobs
listed under each category. Put a line under all
the jobs listel that you think would be of interest
to you. (Ask studeats who wish to tell the class
what jobs they have underliszed and why.)

Next, have students turn to page 8 in the Job

Plapner workbocks. Tell students that they y will’
now fill out a work interest inventory for their
own use. Make sure that all students understand

- the directions for completing the 1nventory, Those

vho are able to may complete the inventory on their
own. You may have to read each item to those
students who have reading difficulties. Work with
these students in separate group.

If time permits, have students begin scoring the
results of their inventories.

Area 1 Worksheet
Job Planner workbooks
Job List handout

(1)

(2)

(3)

II.

IIX.

Be sure that you understand the procedures for
acoring the Work Interest Ianventory.

Duplicate copies of the Area 1 worksheet found on
page 7 of this guide.

Review the procedures and criteria for meeting the
requirements of Objectives 1 and 2 as outlimed on
page 1 of this guide.

Have Students score and graph the results of their
Work Interest Inveatories, follewing the directions
given on pages 1l and 12 of the .Job Planner
workbook.

Pags out copies of the Area 1 worksheets and the
Jobs Liat handout.

Have students fill in the information requested
under (1) on the Area 1 worksheet.

A. Have students look over the Jobs List handout.
Tell them to locate the two work interest areas
they identified in Objective 1 and read the
jobs listed under each of them.

.
B
A

-3
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. ‘ : B. Read or paraphrase the followlng dlrectlons to
g . ] students:

Find the lists for the two areas in which you
have the most interest (as indicated by the
results of the Interest Inventory). Look
thrOugh'the lists one at a time. Circle one,

job in each list that you think you would lxke

or want to know more about. . N

C. Have students fill in the information requested
under number (2) of the Area 1 worksheet,

D. If time permits, have students complete number -
(3) of the Area 1 worksheet. Students may have
chosen jobs which they know very little about,
To help them in completing this item of the
werksheet, refer them to the Occupational
Outlook Handbook or to the Dictionary of
Occupational Titles (if available). For
students who have reading difficulties, you may
want to either read descriptions of the jobs to
them, or have them discuss the characteristics
of the jobs with you or other students. The
intormation requested under number (3) of the
worksheet will not require much research or

: writing. You may, however, find it necessary

g to allow students with writing difficulties to

report the information orally.

If there is not sufficient time to complete
this exercise in class, you may assign it as
homework (be sure to specify the date by which
homework will be done) or complete the exercise
during the next class period.

DAY 3
Materials Required: Area 1 Worksheets
Singer Job Survival Skills Program workbooks and
Instruction Manual (optional)
"Self-Concept And Ewmployment" — Singer Filmstrip 4
i (optional)
Teacher Preparation: (1) Look over the discussion questions below. Add

other questions to the list as appropriate.

(2) Preview Filmstrip 4, tape 4 from Singer Job
Survival Skills Program, "Self-Concept and
Employment.'

c)!'



15-20 minutes

.

20 minutes

20 minutes

(3)

II.
III.

Iv.

Read pages 72-73 of the Singer Instructor's Manual .
and. pages 34-35 of the Singer workbook. _ : -

Discussion: Use this day as a wrap-up session.
Ansver student questions on the previous activi-
ties. You may want to use questions such as the
following to stimulate discussion:

How do you feel about taking the Work Interest
Iaventory? Do you think the rest of the resulis of
the Inventory give an accurate picture of your true
interests? .

° - - -

Do you feel that knowing what your interests are
will help you to get a job you will enjoy doing?
Why or why not?

What are some other personal characteristics you -
should consider when looking for a job? (These may

include such things as work environment prefer-

ences, lifestyle preferences, skills, education,

physical characteristics, etc.)

(Complete the day with the exercises listed either
under II or IIL.)

Follow the directions given on pages 72-73 of the
Singer Job Survival Skills Program Group Leader's
Instruction Manual. Eliminate item 4b from the
lnstructions.

Show the filmstrip "Self-Concept and Work."

Conduct a wrap-up session encouraging students to
discuss what they have learned about themselves and
the importance of knowing personal characteristics.

Collect the Area 1 worksheets. You will use these
worksheets to certify that students have completed
the requirements of Objectives 1 and 2 for Module
Two. See page 8 of this guide for directiocans for
recording student achievement of these objectives.



Clerical
Telephone operator
Computer operator
Secretary

Bank clerk

Stoclk clerk
Bookkeeper

Service

Waiter or waitress
Plumber

Lavyer

Besutician or barber
Flight attendant
Custodian

Gardener

Gas station attendant
Firefighter

Police officer
Postal worker
Bellhop

Lifeguard

Driving/Operating
Truck Driver

Taxi driver

Bus driver
Ambulance driver

Factory machine operator

Caring/Helping
Nurse

Dental assistant
Hospital attendant

Jobs List (by interest areas)

Sales

Cashier

Gas station attendant
Door-tc-door salesper

Physical

Stock clerk
Carpenter
Telephone installer

Mechanical/Repairing
Auto mechanic

Helder

Carpenter

Telephone installer
Electrician

Plumber

Creative
Baker

Tailor
Draftsperson
Photographer
Florist
Dressmaker

l)nv

Module Two Handout

son



Module Two
Area 1 Worksheet
(Objectives 1 and 2)

Work Interest

(1) Fill in the scores from your Work Interest.Ihventory for each of the following
: : , . v

areas:
Clerical ‘ Driving/Operating

Sales Mechanical /Repairing -
Service Caring/Helping

Physical Creative

Which two areas do you have the most interest in according to the results of
your inventory? (Which twe areas got the highest scores?)

end
Area 1 Area 2

(2) What two jobs from your Jobs List did you circle?

and
Job 1 Job 2

(3) List three characteristics of each job that show how the job fits with your
interests:

Job 1

a)

b)

c)

Job 2

a)

b)

c)

-7-3.,
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Area

Day

Materials To Be Used In

Audio-Visual

" MODULE III

Optional

Printed Materials

Optiona

"The Agency Icterview"

Tape #2 from Getting A Job

Cassette Player

Getting A Job (Instructions Manual)
Getting A Job (Student Record Book)

Jobs In Your Puture (Student/Teacher.

Copies)

Jobs In Your Future (Inst. Guide)

The Jobs Book: How To Find and Keep A
Job

Be Informed On Finding A Job

List of Advantages/Disadvantages
(p. 23-25)

Using The Want Ads Copies of Ads A-G
p. 33-35

Using The Want Ads: Key to Help
Wanted Abbreviations p. 28

Be Informed On Getting A Job

Jobs In Your Future

How To Get And Keep A Job

The Job Book: How To Find And Keep A

Job

Occupational Outlook Handbook

Turner Books - &, 5, & 6

Occupational Essentials

Janus Job Planner

Copies for Students of II - B from

Occupational Qutlook Handbook




Materials To Be Used In

MODULE IIXT
(continued)
Area  Day Audio-Visual Optional _ Printed Materials Optiong’
2 1 "Packaging Your Skills" : Job Survival Skills (Inst. Manual) . v

Filmstrip/Sound Projector
: Job Survival Skills (Workbooks)

Occupational Essentials (Booklet) *

2 2 Occupational Essentials (Ins¢. Guide)

Occupational Essentials (Workbook)

Dictionary Available

Be Informed On Finding A Job i

How To Get A Job And Reep It w

Activities For Succeeding In World of *

Work

Occupational Fssentials (Workbook) *
3 3 Occupational Essentials (Inst. Guide)

Occupational Essentials (Workbook)

Job Survival Skills p. 101-105 *

Bow To Get A Job And Keep It *

Turner Book #4 *

Turner Book #6 b
2 A Occupational Fassentials (Inst. Guide)

Occupational Essentials (Workbook)

Dictionary Available

Help Wanted Sections From Local *
and Metropolitan Newspapers
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- Program Goal:

Area Goal:

Performance
Objectives:

MODULE THREE
JOB. SEEKING SKILLS

To help etudents develop a vafiety of job-seeking skills,; includ-
ing locating and using sources of job information, and developing
a8 resume and letter of application.

Area 1 -~ Locating and Using Sources of Job Information

The goal of this area is to help students develop skills in locat-~
ing and using sources of job information. '

1. Students will be able to state three sor ‘ces of jop‘iuformaj
tion and describe one advantage and one ~isadvantage of each.

Achievement of this objective requires students to list three
gources of job information; and then to briefly describe at
least one advantage and one disadvantage of using each
source. The three sources listed, and the advantages and
disadvantages, should come from among those discussed in the
module. Students may achieve this objective in writing,
orally to the imstructor, or orally into a tape recorder.

The instructor will certify that the three sources are among
those discussed in the module, and that the student has
described one advantage and one disadvantage of using each
(also from those discussed in the module).

2, Students will be able to define commonly used classified ad
abbreviations likely to be found in newspaper Help Wanted
sections.

Achievement of this objective requires studentz to write
correct definitions for seven of ten classified ad abbrevia-
tions discussed in the module.

The instructor will certify that the student has correctly
defined seven of the ten abbreviations. Students who do not
correctly define seven abbreviations on the first try may
study the appropriate section of the module and try again
with ten different abbreviations. The instructor will tell
students the correct definitions for any abbreviations they
do not define correctly.

3. Students will be gble to report on one occupation of interest
to them:

Achievement of this objective requires students to research
the occupnation in the Occupational Outlook Handbook and give
8 brief (less than five minutes) oral report oo it. The
report should include: (1) a description of at lezst two

A




tasks performed by people in the occupation; (2) a description
of the education, training, or other requiremeats necessary for
working in the occupation; and (3) a description of the employ-
ment outlook for the occupation. The oral repert may be given
to the entire class, to the instructor individually, or into a
tape recorder. '

Students may write their reports if they do not want to give
them orally. The instructor will certify that the report con-
tains parts (1), (2), and (3) specified above, and that the
information in each part is accurate (e.g., comes from the most
recent available edition of the Occupational Outlook Handbook).




_Activities for Module Three, Area 1

- DAY 1

DAILY LESSON PLAN

Materials Required: Chalk and chalkboard

Cagsette tape player . ,

Tape 2, "The Agency Interview," from Cetting A Job

Instructor's Guide for Getting A Job '

Student Record Books for Getting A Job (onme for.yourself -
and one for each student) . _

The Jobs Book (emough copies for yourself and each
student) C

Teacher Preparation: (1)

(2)
(3)
(&)
5 minutes I.
20 minutes IT1.

Familiarize yourself with the material to be
covered.

Make sure you have a cassette tape player available
for use in class this period.

Make sure ycu have available the appropriate number
of copies of all the required materials.

Familiarize yourself with the material under II on
Day &4 of this module and decide if you want to
follow the option described in IX.C.2. of the Day &
Lesson Plan.

Introduce this area to students by explaining that
the goal of this arca and its activities is to help
students develop skills in locating and using
gources of job information.

A. Give each student a copy of the Student Record
Book from Getting A Job. Tell them to turn to
the page titled "The Agency Interview" (page 3)
and tell them that as they listen to the tape
you are about to play, they will be told when
to answer each question on that page. Also
tell them that answering the questions will
help ther learn the information presented, but
you will not collect their papers or ask for
their scores.

B. Play Tape 2, "The Agency Interview," from

Getting A Job. The tape runs for approximately
15 minutes. It includes information on both
public and private employment agencies, and
explains the great variety of services offered
by state employment service departments. It
also discusses how to present yourself in order
to get the most out of an employment agency
interview.

‘.

N

-3~




N

coey

20 minutes

III.

C.

Ac

Note: The second "man" referred to in question
5 part b. in the Student Record Book is
actually & woman. You might want to point out
to students that although the basic content of
the tape is informative, the tape displays sex
bias by always having the narrator refer to a
person looking for & job as “he."

Lead any discussion of the information covered
in the tape which you or students feel is
necegsary. Review with students the features
of the state employment services which-asre -
identified in question 3 in the Student Record
Book., Point out that all of these features are
‘advantages sssociated with using the state '
employment service.

Have students read, sileatly or taking turns
aloud, "The Private Employment Agency" on page
64 in The Jobs Book. I1f you prefer, have
gtudents listen or foilow along in their books
a8 you read this section to them.

Ther have students read, or you read to them,
the nection uander "What Must Luis Pay?” on page
65. Go over the table of fees shown on that
page; and make cure that students understand
what each heading means, and how to use the
table.

Have students work on.the three problems given
under "Try These" on page 65. You may want to
divide students into groups of two or more, and
have them work on the problems in their small
groups. At the end of the time you allot for
this (probably a maximum of 10 minutes), you
could have each group report its ansvers, acd
you could then identify the correct answers and
discuss why they are correct.

Note: The correct answers for the three
problems gre:

1. $214.50
2. $260.00
3. 60Z and $286.00

You may prefer to have the individual students
work on solving the three problems on their
own, and either turn in their answers to you
for checking, or check their own answers
sgainst the correct answers which you write on
the blackboard.

,
~l- ‘2!
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(Optional)

DAY 2

Materials Requireds

Teacher Preparation:

25-30 nminutes

Whichever you choose, provide assistance to
students as needed. : B

After students have completed the three prob-

lems and you have gone over the correct

answers, ansver any further questions students
have, related to this activity. Point out to
students that having to pay a fee can be a
disadvantage of working with a private employ-
ment ageocy. Emphasize that it is important to -
be sure you understand the fees charged by any
private employment agency with which you are
plansing to work. . .-

IV. If you decide to follow the option described in
I1.C.2 of the Day &4 lesson plan, you will need to
modify today’sc time allotments in order to allow
3-10 minutes at the end of class to go through
items II.A. and B. (from Day &) with students
today. .

Chalk and chalkboard
Be Informed On Finding A Job (enough copies for

yourself and each student)
List of advantages and disadvantages of various job
information sources (in this guide)

(1) Familarize yourself with the material to be covered.

(2) HMake sure you have available the appropriate number
of copies of Be Informed On Finding A Job.

(3) Go over the list of advantages and disadvantages of
various job information sources (p. 23-25 in this
guide) end add any additional ones you can think
of. If you like, meke enough copies of the list to
hand out to students.

I. A. Present to students the material in Chapter 2,
"The state employment eervice" and Chapter 3,
"Looking for work" on p. 7-13 in Be Informed On
Finding A Job.. These chapters discuse approx-
imately a dozen sources of job information and
waye to find jobs. You may want to have stu-
dents reed these chapters themselves, either
silently or taking turns aloud. Or you may
prefer to read the material to students and
have them follow along in their bocks, or to
give students a brief lecture on the material.




-

f 10 minutes

5 minutes

11.

III.

B. Lead a discussion of each job information
source discussed in the text, and answer any
questions students have. Also discuss the
parole office as a source of job information,
and emphasize to students that parole agents
very often know which employers in their area
will hire former CYA wards.

G. To structure the discussion, refer to the list

of job information sources on p. 25-27 in thig:
List each gource on the board and lead
8 discusesion of the sdvantages and disadvan=
tages associated with using each of thenm.
Encourage students to think of advantages and
digadventages for each. You may want- to hand -
out copies of the list on p. 25-27, to stimu-
late students’ thinking.

guide.

You may slso choose to split students into
small groups and have each group write down sll
the advantages and disadvantages its members
think of.
have each group report its advantages and
disadvantages for each source. Work on one
source a8t a time and add any additional points
which you yourself think of or which are
included in the list in this guide. (See e 9
of the 1976-77 edition of the Occupational
Outlook Handbook for additional discussions of

Then reassemble the entire class and

a few of the job information sources on that
list.) Write on the board all of the advan-
tages and disadvantages which come up in the

discussion.

Make sure you list at least one

advantage and one disadvantage for each source.

C. If you made copies of the list in this guide
but did not hand them out at the beginning of
the discussion, hand them out to students now
for their future reference. Give them a few
minutes to add to that list any additional
points which came up during the class discus-
eion and which you wrote on the board.

Have students complete the requirements of
Objective 1 for this area, according to the pro-
cedure described on p. 1 of this guide. Record in

the Instructor’s Record Book which students achieve
the Objective.

Also discuss with studemts the material under
"Other ways to learn about jobs" on Pe 28-29 in Be
Informed On Finding A Job., Thia brief gsection

discusses using a letter or postcard tc¢ request

Y



DAY 3

Materials Required:

(Copies for
yourself and
each student)

(Optional)

Teacher Preparation:

5 minutes

15~20 minutes

job-related information from companies, unions, and
government agencies.

Chalk and chalkboard

Be Informed On Getting A Job (optional)

Jobs In Your Future ’optional' xerox p. 52-53 for

students)
How To Get A Jcb And Keep It (optional)
Turner Book 4 (optional) .

The Jobs Book: How To Find And Keep A Job (optlonal)

Using The Want Ads

Copies of Ads A-G on p. 33-35 of Using The Want Ads
Copies for students of the "Key to Help~Wanted
Abbreviations" on p. 28 of Using The Want Ads.

(1)

(2)

(3)

(4)

(5)

II.

Familiarize yourself with the material to be
covered.

Make sure you have available the appropriate number
cf copies of sll the required materials.

Make copies of Ads A-G from p. 33-35 of Using The
Want Ads.

(Optional) Make copies of the "Key to Heip—Wanted
Abbreviations" on p. 28 of Using The Want Ads.

Decide which activities you will have students
complete during II.B. below.

Introduce the topic of defining Want Ad abbrevia-
tions by reading or paraphraslng for students the
information presented in the first four paragraphs
under "Playing Detective" on p. 10 of Using The
Want Ads.

A. Emphasize to students that it is important for
job seekers to be able to define Want Ad
sbbreviations, in order to understand what the
ads mean.

B. To give students practice in figuricg out the
definitions for a variety of Want Ad abbrevia-
tions, choose as maany of the following activi=-
ties as you lxke, and have students complete
them:

1. "Shortened words" on p. 32 in Be Informed
On Finding A Job,




15 minutes

III.

AO

2.  "Reading the Want Ads" on p. 92~53 in Jobs
In Your Future. (Xerox copies for
students.) '

3. Exercises 3 and 4 on po 15-17 in How To
Get A Job And Keep It.

4.  “Abbreviations™ on p. 5, and "Want Ad
Abbreviations" on p. 19 in Turmer Book &.

5.  "Reading the Ads" on p. 28-30 in Using The
Hant Ads. ’

6. "Belp Wanted!" on p. 56-57 of The Jobs

Book: How to Find and Keep a Job.

Go over with gtudents the directions for each
activity you assign, and make sure that
students understand the directions. You may
want to assign some activities as homework, “o
be turned in the next dsy. Or you may want to
have students complete all of the assigned
activities in class today. You may waat
students to work alome on the activities, or
you may prefer that they work in small groups
of two or more.

Whatever method you decide to use, answer any
questions students hav: about how to complete
the activities, and provide assistance as
needed. If you like; hand out to students
copies of the "Key to Help-Wanted Abbrevia-
tions" from p. 28 of Using The Want Ads, for
the reference in completing the asasigred
activities. After students have coupleted the
assigned activities, check them for students or
tell students the correct answers or write them
on the board and have students check their

own. Lead any discussion which is required.

If you had students complete activities under
II.B. in class today, and if time allows and
you feel that students have had sufficient
practice in defining Want Ad abbreviations,
have students complete the requirements of
Objective 2, as specified on p. 1 of this
guide. If you handed out copies of the “Key to
Help-Wanted Abbreviations," tell students not
to look at thdt as they complete the require-
ments of Objective 2. If you feel it is )
necessary, collect the keys from students and
keep them until work on this Objective is
completed.

AN
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B. If you assigned activities from II.B. as home-
*  work to be turned in the next day, have stu-
dents complete the requirements of Objective 2
o . o : after they have turned in their homework and it
- ' : ’ o has been checked and discussed (Day &).

C. Whether you use method A. or B., use the
following procedure in having students complete
the requirements of Objective 23

T o » ' . - 1, Make copies for students of Ads A-G on
Po 33-35 of Using The Want Ads.

- -

. . ) : 2, Choose two or more nf Ads A-G, whichever
' ' ones you like, tul maske sure that the ads
you choose contain a total of ten
different abbreviations. Tell students to.
vrite the work each abbreviation stands
for on the line next to the abbreviation.

3. Check students’ answers. For students who
do not correctly define at least seven of
the ten abbreviations, choose two or more
different ads for them to work on from Ads

- A-G, again making sure that the sds con-

tain ten different abbreviations.

- 4, Check the answers for the students who go
: through the gsecond rournd of abbreviatiouns
as described in 3 above. Students who do
s not correctly define at least seven of the
' ten abbreviations on the first and second
round do not achieve the objective.
Record in the Instructor’s Record Book
which etudents achieve the Objective.

5. Make gure that you tell students the
correct definitions for any abbreviations
they do not define rorrectly, and have
them write down the correct definmitions.
HMake sure that students understand the
correct definitions.

IV. (Optionsl) The following contain supplementary
- materials related to using the Want Ads (e.g., how
Classified Ad Sections are arranged, how %o use the
index to the Classified Ad Section, how to apply
for jobs in response to Want Ads):

Be Informed On Finding A Job, p. 32-35

How To Get A Job And Keep It, p. 14-19
Turner Scok 2, p. 31 and 45

Turner Book 4, p. 15, 19, 25, 29, 35, and 41
. Using The Want Ads, Units 1, 2, 3, &4, and 7.

'g "



DAY &4

Materials Required:

(Optional)

) . (Optional)
s ‘ . (optional)
. (Optional)
(Optional)

|

Teacher Preparations

15 minutes
(Optional)

10-40 wminutes, depending
on whether you have stu-
dents complete their OOH
research in or out of
class (see II.C.); and

on whether or not you

use activities from III..
(optional) in class today.

You may want to go over some of these supplementary
materials with students.

Chalk and chalkboard

1976-77 edition of Occupational Outlook Handbook (as
many copies as possible)

Copies for students of the procedure described in II. B.
below

Turner Books 4, 5, and 6

Occupational Essentials student booklets

Janus Job Planner ’

(If you did not have students complete the require-
ments of Objective 2 during Day 3) Copies of ads A-G -
from p. 33-35 of Using The Want Ads

(1) Familiarize yourself with the material to be covered.

(2) Make sure you have available the appropriate number
of copies of the required materials.

(3) Decide whether you want students to do their O0H.
research (se: item II. below) in class or as a
homework assignment.

1. If you did not have students complete the require-
ments of Objective 2 during Day 3, have them do so
now, following the directions given in point III.
for Day 3.

I1. A. Emphasize to students that finding out as much
as possible about jobs that interest them can
increase their understanding of the specific
tasks asspciated with the jobs; the education,
training, or other requirements necessary; and
the long-range euployment outlook for the jobs.

If you have nct already introduced students to
the Occupational Outlook Handbook, do so now.
Prepare your own introduction to present to the
class, or read or paraphrase the followiug
brief description:

"The Occupational Outlook Handbook is
published by the U.S. Department of
Labor. It provides information on a wide
variety of jobs, including typical tasks
of the job, abilities and interests the
job calls for, the type of schooling or
other training required, typical working

A
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conditions; the employment outlook for the
job in the coming years, and sources of
"additional information about the job."

Also introduce students to the concept of
career clusters by explaining that the O0H
groups jobs into a number of categories with
jobs that involve similar types of actxvxtles
grouped together. :

Finally, point out the Index to Occupations -and °
Industries at the back of the O0H; and demou-
strate how to use it. Ask for one or .two
student volunteers to give you the names of-
occupations in which they're interested, and
demonstrate how to locate these occupatlous Lu
the OOH by looking them up in the Index.

Then, read or paraphrase the following to
explaln to students the procedure for complet-
ing the requirements of Objective 3:

"Look up in the Qccupational Qutlook
Handbook index am occupation that
‘interests you, and turn to the O0H section
on that occupation. Read that ae.txon9
and prepare a brief (less than five
minutes) oral or written report on the
occupation, including:

(1) A description of at least two tasks

(2)

(3)

performed by people in the occupa-
tion (this information is usually
found in the subsection called
"Nature of the Work").

A descrxptxon of the educat1on,
training, or other requxrements
necesssry for working in the
occupation (this information is
usually found in the subsection on
"Training, Other Qualifications,
and Advancement").

A description of the employment
outlook for the occupation (usually
found in the subsection called
"Employment Outlook").

You may choose whether you want to write
your report, gLve it orally to the rest
of the class, give it orally to me

alone; or record it for me to listen to




C. 1.

2,

a-o

later. Also tell me the OOH page
numbers you consulted in preparing your
report." : :

If you have several copies of the OOH, you
may want to have students take turns using
those copies and completing their OOH
research in class today. '

LY
Or you mey prefer to place the OOE copies
in the library, and make the gstudents’
cvesearch a library assignment to be com=
pleted by a certain date. I1f you chodse
this alternativae, you may want to go
through items II.A. and B, with atudents.
on Day 1 of this module, and make the
vrigten or oral reports due by today.

Whichever method you choose, you may waant
to outline on the board tha procedure
described in II.B. above, for students to
copy down or refer to in class; or you may
want to hand ocut copies of an outline of
the procedure for students to refer to as
they conduct their OOH research and pre-
pere their reports.

Record in the Instructor’s Record Book
which studeats achieve the Objective.

(Optional) III. A. Descriptions of a variety of jobs, and related
student exercises snd activities, are found in
Turner Book 5, p. 5, 7, 13, 15, 17, 19, 2)-23,
27-29, 31, 35, 37, 43, and 45. Turner Book 4,
Po 23 and Turner Book 6, p. 9 and 43 provide
information on employment growth rate, tequired
education, and ecarnings for a variety of
occupations.

You may want to use these as supplementary
materials for Objective 3. For example; you
could have class discussions of the material on

employment growth rate, education, and. and

earnings for various occupations; and you could
give students an optional homework assignment
of reading the material and completing the

questions in Turner Bcok 5 for those occupa-

tions that interest them.

B. Also, sources of occupational information in
addition to the OOK are listed on p- 7 of the
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Occupational Essentials student booklet. Pages
22-26 of that student booklet describe a pro-
cedure for students to follow in researching
their occupational choices.

You may want to have students supplement the
008 information for Objective 3 with infor-
mation from some of the other sources listed on
Po 7 of the Occupational Essentials student
booklat. Or you may want to give students the
option of meating the requirements of Objective
3 by completing the exercise on p. 22-26 in
that booklet. The exercise on p. 22~28~ ~
includes items (1), (2), and (3) which are
required for successful achievement qf
Objectiva 3, plus a variety of additional
information.

You could also go over with students the
directiono for checking job choices on p. 48 of
Janus Job Planner, and have them complete the
Job Check Sheets on p. 49-52 for jobs which
thay are intereated. This could be either zn
optional or a required assignment, and could be
done either before or after students couplete
the requirements of Objective 3. You could
also have a class discussion of the three
questions under "Things to Think About and
Discugs" on p. 48,

~-13-
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Area GCoal:

Perforqance
JObjectives:

Area 2 — Developing a Resume

The goal of .this area is to students develop skills in putting
together a resume and letter of application.

1. Students will be able to describe at least three skills they
have acquired in their present institutional setting or else-
vhere which they could include in either the "education" or '
"work experience" sections of a resume.

Achievement of this objective requires students to briefly
describe three or more skills they have acquired in their
present ingtitutional setting or elsewhere vhich they could
include in the "education" or "work experience” sections of a
regume. The description may be written (in class or as howme-
work) or oral (eo the imstructor or tape recorded).

To prepare for achieving this objective, students will be
given a "homework assignment" .to6 think about the academic and
vocational courses they have taken, and any work experience
they have ecquired (in any setting); and to choose at least
three skills acquired from those experiences, which they
would include im their resume. As part of this "hozework
assignment," students should either write down the descrip-
tion of their three skills, or should prepare in their minds
the way they will deacribe the gkills orally the next day.
If they give an oral description, they may use written notes
if they like.

The instructor will certify that each student has met the
requirements of the objective as specified above.

2. Students will be able to prepare a resume describing their
education, work experience, and other information typically
included in a resume. Achievement of this objective requires
that students complete the sample resume form on pages
120-121 in the Occupational Essentials student workbook. If
there are any sections for which students feel they cannot
provide information (e.g., Work History, because they have
never held a job), students and the instructor will agree
upon an alternmative to that section (e.g., titling that
section "Work-Related Experience" and listing such things as

"built wooden bookcase in carpentry class"). The Work
History section may include jobs held in their curreat
institutional setting (e.g., working in the facility cafe-
teria) or elsewhere; and the section on education way include
training acquired in their current setting or elsewhere.

The instructor will certify that students tave completed
their own resumes neatly and completely. The instructor and
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agreed upon revisions. H

student will discuss any sections which the instructor feels
are messy, incomplete, or unclear (e.g., work duties are not
described in detail); and the student will wake any mutually

Students will be able to develop a personal data sheet which
can be used as a reference when completing resumas and job CH
application forms. . i

Achievemeat of this objective requires students to design a
personal data form in a format of their choice, but which
must include space and headings for: (1) home address and
telephone number, (2) social security number, (3) date and = -
place of birth, (4) education, (5) work experience, and (6)
names and addresses of three references. Students must then
£ill in the information requested on the form. o

Achievement of this objective will be determined by the
instructor who will certify that: (1) the form is neat and
legible,(2) that headings are present for each of the six
items meationed asbove, and (3) that all items have been
filled out completely. '

Students will be able to write a letter of application to
accompany their rasume when applying for a specific job.

Achievement of this objective requires that students pretend
they are responding to a newspaper ad for a specific job that
interests them. They should write a letter of applicatien
responding to the ad, following the format outlined on pages
105-108 in the student workbook for Occupational Essentials.
The letter should include all of the sectiocns contained in
the gsample letter form on p. 108, and should be written
neatly (or typed if possible) and contain no misspelled words
or grammatical errors.

The instructor will certify that the student's letter con-
tains all of the sections contained in the sample letter form
on p. 108 in the Occupational Essentials student workbook.
Unless students have access to actual newspaper ads and can
pick a real ad to respond to, they will probably have to make
up the name of the ccmpany and the specific job they are
applying for. The instructos and student will discuss any
sections of the letter which the instructor feel are incom-
plete or icappropriate (e.g., if the past work experience the
student describes does not relate to the job for which he/she
is applying). ‘

The student and instructor will also discuss any sections
which the instructor feels are messy, or which contain mis-
spelled words or grammatical errors. The student and
instructor-will agree on any revisions which the student
should make, and the student will riwrite the letter as
necessary and submit it to the instructor for final approval.




Activities for Module Thrée, Area 2
DAILY LESSON PLAN
‘DAY 1

Materials Required: Chalk and chalkboard

Filmstrip projector _

Filmstrip "Packaging Your Skills: Resume" from Singer
Job Survival Skills .t

S8inger Job Survival Skiils leader’'s manual

Singer Job_Survivsl Skills workbooks (copies for yourself
and each student) .- .

(Optional) Occupational Essentials student booklet (one copy, to

help you prepare for I. below) .

Teacher Preparation: (1) Familarize yourself with the material to be covered.

- (2) Arrange to have the use of a filmstrip projector
for this class period, and make sure you know how
to operate the projector.

(3) Mske sure you have available all of the required
materials.

(4) Prepare the brief introduction you will give
*  8tudents on the purpose and importance of a resume.

5 minutes I. Describe for students the purpose and importance of
4 resume. The material on p. 118 in the
Occupational Essentials student booklet can be
helpful to you in preparing your presentation. If
you like, read or paraphrase that material to
gtudents.

20-30 minutes II. Tell students that the filmstrip they are about to
: see will give them some guidelines for completing a
resume. = Then shov the filmstrip "Packaging Your
Skills: Resume." (The filmstrip script is on
p. 117-134 in the book of Singer Job Survival
Skills, "Reading Scripts," if you would like to
read the script as you prepare for today's class.)

Do not pause during the filmstrip for students to
compose their own resumes, but do have them look at
the sample resume ou p. 45-46 of the Singer Job
Survival Sk:ills workbook., _—_

Answer any questions students have after viewing
the filmstrip; lead any discussion which you or
students feel ia necessary. Ccmphasize to students
that the format presented im the filustrip is only
one of the possible ways of organizing a resume.




10 minutes

DAY 2

Materials Required:

(Optional)-

(Optional)

Tell students that during the next class they
will be preparing a re3ume for themselves, to
use when they are out job hunting on their own.

ITI. A.

Give them a homework assignment to think about
the academic and vocational courses they have
taken in their present institutionai setting or
elsewhere, and the work experiences they have
acquired (in any setting); and to choose at
least three skills acquired from among thosa
experiences which they could include in either
‘the "education" or "work experience" sections
of a resume.

B. Explain to students the requirements ‘of
Objective 1 for this area, as specified on
Po 14 of this guide. Tell students that they
may complete the requirements of the Objective
by either of the following methods:

X, By writing down their three skills as part
of the homework assignment you gave them
in A. above, and turning the paper in to
you the next day.

2. By describing their three skills orally to
you in class the mext day (on a one-to-one
basis; not in front of the entire class).

3. By describing their three skills orally
into a tape recorder in cless the next day.

For methods 2. and 3., students may bring
written notes to class and refer to them if
they like.

Chalk and chalkboard

Occupational Essentials instructor's guide

Occupational Essentials student workbooks (erough copies
for yourself and each student)

Dictionary

Paper and pencils for all studeants

Copies for students of the list of items to be included
in the personal data sheet specified in Objective 3
(3ee item IV. below)

See IV.B. below; you would need copies for yourself and

each student):

Be Informed On Finding A Job

How To Get A Job And Keep It

Activities For Succeeding In The World Of Work

Occupational Essentials, student workbook

-17-
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‘Teacher Preparation: (1) Familiarize yourself with the material to be
covered today.

.(2) Make sure you have enough copies of the required .
materials available.

(3) (Optional) Make copies for students of the list of
items to be included in the personal data sheet
specified in Objective 3 (see item IV, below).

. . . . LY

5 minutes I. Briefly reviev for students the purpose and impor=-

' tance of a resume (paraphrase or repeat the intro-
ductory remarks you made yesterday). Also.. _ .
‘ emphasize that since your resume is very often one
. , of the tirst contacts you make with a prospective
employer, it is important that the resume be com= °
plete, accurate, well-organized, and neat and
readable,

5 minutes II. Refer students to the sample resume on p- 119 of
the Occupational Essentials student booklet. Point
out that thig way of organizing a resume ig
slightly different from the one presented in the
filmstrip they saw on "Packaging Your Skills:
Resume.”" For example, this sample resume does not
iuclude a section for Military Training. Hovever,
both sample resume formats include the following
iwportant sections:

(1) personal data (name, addrees, telepghone
number)

{2) information on education and training

(3) information on previous employment or
otlier work experience

(4) references

25 minutes ITI. A. Tell students that they will now prepave a
resume for themselves, to use when they leave
this facility and start looking for a job,

Hagve them complete the requirements of
Objective 2 as specified on p. 14 of this guide.

Allot students the remainder of the class
period for working on their resumes. Have
students look up in the dictionary any words
they don’t know how to spell. 1ell students
vho do not finish their resumes today to com-
plete them as homework tonight and turn them in
to you tomorrow, Remember to record in the
Instructor's Record Book which studente achieve
the Objective.,




" B, While students are working on their resumes,
have them take turns meeting with you individu-
ally, or speaking into a tape recorder, to
describe the three skills acquired in their
‘present instituticnal setting or elsewhere,
vhich they could include in the “education" or
"work experience' section of their resume (as
specified for achievement of Objective 1). Or
if students have chosen to write down their
three skills rather than describe them orally,
have them turn in their papers to you now.

Encourzge students to include the skillg they
describe for Objective.l in the resume

they are working on for Objective 2. If stu-
dents describe skills you consider imappropri-
ate for including in a resume (e.g., selling
dope), encourage them to think of other skills
or to think of ways in which they may put
‘'skills illegal practices to legal use. Record
vwhich students achieve the Objective.

(Optional) C. After students have completed their resumes
neatly and completely as specified for achieve-
ment of Objective 2, you may wan® to have stu-
dents type their resumes, or have them typed
for students who cannot do so themselves.

3 D. Tell students to keep their resumes with the
other products they complete during this Pro-
gram, and to use them when they are out job
hunting on their own.

5 minutes IV. A. Five minutes before the end of class, give stu-
dents a homework assignment of preparing a
personal data sheet which can be used as g
reference when completing resumes and job
application forms, as specified in Objective 3
on p. 15 of this guide.

Explain to students that this personal data
sheet is something they can carry with theam at
all times. It will be a very useful thing for
them to refer to when they are asked to com—
plete job application forms or resumes, since
it contains the information most commonly
requested by prosepctive employers, and it will
help them complete those forms accurately.

This homework assignment should not require
wore than 30 minutes of students' time, ziuce.
they will have been working on their resumes




DAY 3

Materials Required:

(optional)
copies for (Optional)
yourgelf  (Optional)
and each  (Optional)
gtudent

Teacher Preparation:

today snd thus will be able to simply copy much
of the information from their resume onto their

- personal data sheet. Tell students that they
will turn in their personal data sheet to you
tomorrov. ‘

If you have made copies for students of the
list of items to be imcluded in the personal
data sheet, hand these out to students for
their reference as they complete the homewvorl.
assignment. Or refer them to p. 15 of this
guide, which also lists those items for
Objective 3. Coee

B. Rather than have students design the format for
their data sheet, you may prefer to hive them
complete one of the personal data forms found
in the following materials:

(a) Be Informed On Finding A Job, p. 14 and 36

(b) How To Get A Job And Keep It, p. 10-11

(c) Activities for Succeeding in the World of
Work, p. 45-46 {students would need to add
sccial security number to this format)

(d) Occupational Essentiala student workbook,
p. 80-84.

Or you could give them options to choose from

in meeting the requirements of Objective 3, by
designing their own format or filling out one

of the above forums.

Chalk and chalkboard

Occupational Essentisls instructor’s guide

Occupational Essentials student workbooks (enough
copies for yourself and each student)

Reading scripts for Singer Job Survival Skills
filmscripts (one copy for you)

How To Get A Job And Keep It

Turner Book &

Turoner Book 6

(1) Go over the lesson plan for today.

(2) Read and familiarize yourself with the material on
p. 47-48 of the Occupational Essentials instruc-
tor's guide and p. 103-117 of the Occupational
Essentials student workbook.

-20-
TS




?
(3)
I.
(5 minutes today
or the next day)
5 minutes 11,

30-35 minutes 111,

Prepare a brief oral presentation for students on
the purpose of a letter of application. Material
from p. 47 of the Occupational Essentials instruc-
tor's guide and p. 103-104 of the Occupational
Essentials student workbook will be helpful to you
in prepsring this.,

Have students turn in to you the personal data
sheets they completed as homework last night.
Check them during class today or later, and record
which students achieve Objective 3. Return the
personal data sheets to students after you Lave
checked them; and have students make any necessary

. xevigions.

Remind students to keep their personal dita sheets
with them at all times, to refer to when completing
job application forms and resumes. Tell students
to update their personal data sheets when appropri-
ate; e.g., as they acquire additional education or
vork experience.

Describe fer students the purpose of a letter of
application. Read or paraphrase material from

po 47 of the Occupational Essentials instructor's
guide or p. 103-104 of the Occupational Essentials
student workbook if you like.

Have students go over the parts of the letter of
application and related information presented on

p- 105-115 in the Occupational Essentials student
workbook. Use your own judgment, based on your
knowledge of your students, to decide whether to
"lecture"” on the material, to have students read
the material silently or take turns reading aloud,
or to have students follow along in their workbooks

" or listen as you read the material to them.

You will probably want to stop at varicus points
and discuss the material presented up to those
points. Emphasize to students the "past werk
experience" referred to as item c. on p. 106 can
include work-related experience other than actual
paying-job experience. Students who have not he'd
paying jobs before obviously cannot describe
paying-job experiences, but they may be able 2o
describe school or training experiences whicl. are
relevant to positions for which they are applying.

You might &lso point out to students that the

"personnel man" referred to in the last peragraph
on p. 106 is just as likely to be a woman as a man.

-21=
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DAY 4

Materials Required:

(Optional)

Teacher Preparaticn:

Iv.

(Optional} 1If you feel that this would be of value
to your students, after going through the material
on p. 105-115 of the Occupational Essentials _
student workbook, have them complete the Letter of
Application Quiz on p. 116-117 in that workbook.

.You could have students work on the quiz

individually or in small groups tomorrow. Or you

-covld assign the quiz as homework tonight, allowing

stidents to refer back to the material on
p- 105-115. Or you could go over the quiz as a .
discussion activity with the entire class tomorrow.

(Optional) Additional material on the letter of
application is found in the following sources:

(a) Reading Scripts for Singer Job Survival Skiils
filmstrips, p. 101-105

(b) How To Get A Job And Reep It, p. 24-28

(¢) Turner Book &, p. 16-17, 26-27, 37, and 45

(d) Turmer Book 6, p. 34-35

You might want to use some of the above materials
to supplement the Occupstiona)l Essentials material
on the letter of application. The Singer material
makes the point that it is & good idea to follow up
your letter with a phome call to the employer a few
days later, to see if the letter arrived and to ask
if you can come in for an interview. The materials
in How To Get A Job And Reep It and in Turner Book
&4 include additicral opportunities for students to
practice writing letters of applicatioa.

Chalk and chalkboard
Occupational Essentials instructor's guide

Occupational Essentials student workbooks (enough copies

for yourself and each studeat)

Dictionary

Paper and Pencils for all students

Help Wanted sections from local and other metropolitan
uewspapers (e.g., Sacrameanto, San Francisco) for use
in II. below.

(1)

(2)

(3)

Familiarize yourself with the material to be
covered today.

Make sure you have enough copies of all the
required materials on hand.

Prepare a brief oral suzmary of the material
ccvered in Module Three.



15 minutes
(Optional)

20-35 minutes,
depending on
whether or not
"you gpend time
on optional
item I. above

ir.

(Optional) If you decided to have students com-
plete the Letter of Application Quiz (see optional
item IV. from Day 3) as homework, go over the quiz.
in class now as a discussion activity. Or use one
of tre other methods specified in optional item IV
from Day 3. .

A. Have students complete the requirements of
Objective & as specified on p. 15 of this guide.

Objective & requires that students write a cover‘

letter of application to accompany their resume
vhen applying for a specific job.

Achievement of this objective requires that
students pretend they are applying, in response
€o a newspaper ad, for a specific job that
interests them. Unless students have access to
actual newspaper ads and can pick one to
respond to, they will probably have to make up
the name of the company and the specific job.
If you have brought newspaper Help Wanted
sections to class, give students the optiom of
choosing & real ad to respond to.

In writing their letters, students are to
follow the format outlined on p. 105-108 in the
Occupational Essentials student workbook. Tell
them to refer as necessary to the resumes which
they have already prepared. They may write
their letters on the sample form on p. 108 if
they like. Allot the rest of the class period
for working on their letters (except for the
last five minutes, during which you will review
HModule Three). Remind students that since
their letter of application may be their first
contact with a prosepctiv-~ employer, it is
important for the letter to be neat, using good
senteace structure, and containing no misspel-
led words. Tell them to look up in the
dictionary any words they don’t kuow how to
spell.

B. Have your student turn in their completed
letters to you. Check their letters according
to the criteria for Objective &4 on p. 15 of
this guide. Rerurn each student's letter after
checking it; discuss with the student any
revisions necessary, and have the student make
those revisions before submitting the letter to
you for final approval. If there is not enough
time for you to complete this process today
with all atudents, arrange for additional time
to meet with students.
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5 minutes

IIIX.

C. If possible, have students type their com-
pleted, approved letters. Or arrange to have
- someone else type the letters for students who
caanot type.

Tell students to keep their letters with the

other materials they produce during this Pro-
gram, and to refer to them as necessary when-
ever they write a letter of application.

D. Remémber to vecord in the Instructor’s Record
Book which students achicve Objective 4.

Reviev for students the material covered in Module
Three. Emphasize the usefulness of the products
students have developed. Answer any final ques=-
tions students have. ’
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Advantages and stadvantages
of Various
Job Information Sources
(For use in Module Three, Area 1, Day 2)

State employment service

Advantages

‘Offers interest and aptitude tests ’ , : I

Can refer you to job training opportunities
Provides its services free of charge

Disadvantages

Not all employers list job openings with state employment service

Applying directly to employers

1.

1.

Advantages

You may be hired on the spot if employer has an opening

Disadvantages

Very time-consuming and tiring

Asking friends and relatives

Advantages

Friends and relatives can set up a grapevine and "put out the word" to
many people that you are looking for work

Friends and relatives are likely to work very hard at helping you find
work

Disadvantages

Scmetxmes friends and relatives can't help because they are also looking
for jobs

Friends and relatives may have a very limited knowledge of available jobs



Iv..

Y.

VIO

VII.

Newépaber ads

'_Advantages

1. Lists many types of job openings, plus ads for private employment
agencies ] - }

2. Sometimes, placing your own ad describing your skills can help you find

wvork

Digadvantages

1. Ads tend to be brief and oftean do not.give much information about the
exact nature of the work

Private eamployment sagencies

Advantagea

1. It is their business to try to place people in jobs, and they will try
£o match your skills with job openings '

Disadvantages

1. They charge a fee for finding you a job
2. Since they make their woney by firding jobs for people, they may try to

Yrush" you into taking a job

Temporary help companies
Advantages
1. They do not charge a fee for placing you on a job

2. Sometimes, an employer you work for temporarily may offer you a full-
time job

Disadvantages

1. The jobs you find through this asource are only temporary in most cases

Public school placement offices

Advantages

1. Most schocl placement officers keep in touch with local enployers and
know which employers will hire former students of their school

2. School placement counselors can give you advice on careers to look into,
and on how to get your skille across to employers

¢ 026"




VIII.

IX.

Disadvantages

l. Most school placement officers work primarily with students or formar
students of their particular school system

Taking Civil Service Tests

Advantages

1. The Federal Government needs many different kinds of workers to carry
out its business

2. The local post office lists openings for U.S. Civil Service jobs

Digadvantages

1. Some people do not take tests as well as others, but you wust pass a
Civil Service exam in order to be considered for many Civil Service
positions

Checking with local goverument employers

. Advantages

1. City, state, county, and township governments employ many different
types of workers

Disadvantages

I. It can be confusing. You need to be sure you understand whether you
epply to the main office or to specific departments that need workers

Checking with union hiring halls

Advantages

1. If you are interested in a part’.cular trade, the union for that trade
can give you information on jobs in the area

2, The union can give you information on apprenticeship opportunities in
the area

Disadvantages

1. The union probably will have information only on jobs and apprentice~
ships in its particular trade

-27~
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XI. Contacting local community action groups

X1z,

1,

1,

Your parole office

10

10

Advantages o

Some of these groups help people who are lookihg.for jobs

One group can refer yoﬁ to others who may also be able to help you

Disadvantages

Socia] service organizations differ frow one area to another,; and not
all of them have staff who help people looking for work

Advsntages

The parole office may keep lists of local job openings

Parole agents very often know which employers in your area will hire
former CYA wards

Disadvantages

Host parole agents have very heavy case loads, and it may be hzrd for
your parole ageat to help you if you don't have some idea about the kind
of work you'd like to do :

_25_
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Materials T¢ Be Used In ;

, 2

MODULE IV i

%

rea Day Audio-Visual Optional - Printed Materials . - 0 tional%
1 L GCetting A Job Tape 1 Jobs In Your Future (Inst./Student g
: ' Workbook) ;
“Contacting Job Inter— : b S

i viewers" g

Getting A Job Tape A part 2 * ‘ .. - 2

"What Are You Calling About?" é

Cassette Player %

1 2 Getting A Job Tape 3 Getting A Job (Student Workbooks) %
"Words You Must Learn" Vocabulary List Handout (pg. 16) %

Cassette Player Dictionaries §

1 3 "Packaging Your Skills: Job Survival Skills (Singer) i

Application"

Groupleaders Instructional Manual
Job Survival Skills (Singer)

Films/Sound projector Job Survival Skills Program
Participants Workbook {(Inst., &
Filmstrip/Sound projector _ Students)

Personal Data Sheets - student copies

1 4 Personal Data Sheets - studant copies

My Job Application File - copies of
four applications for students

HAEFRO
BRI

iy

1 5 Copies Of Quiz (pp. 17~18)
How To Get A Job And Reep It &

(pp. 29-36)

Occupational Essentials (pp. 87-90) éi

Be Informed On Finding A Job
(pp. 15-17)

1 "Packaging Your Skills: Group Leaders Instructional Manual
Personal Appearance® (Singer)

Job Survival Skills (Singer)




Materials To Be Used In

MODULE 1V
(Continued)
rea Day Audio~Visual Optional Printed Materials . _ Optionalf
3 2 "The Employment Interview" Occupational Essentials ‘ N
35mm Slide projector "The Iuterviewer Guide"

(Janus Job Planner)

° - -

Cassette Player . Roles for Interviewing (pg. 21
Handout) e

1 Objective 1 Answer Sheet (pg. 22)
Objective 1 Answer Sheet (pg. 22)

Rules for Interviewing (pg. 21
Handbook)

Student Copies of Two Interview Scripts
from The Interview Guide

4 Job Survival Skills (Singer) Interview Scripts from The Interview
Guide
“The Interview' film strip Objective 1 worksheets (if not

and Tape #13 - completed)

Cassette Player
Role Play Assignment Cards (pg. 25)

Interview Assessment Sheets
(student copies)

5 : - Review Student Copies of Previous Day's
Activities

£y
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MODULE FOUR
JOB GETTING SKILLS

o Program Goal: To ptovide students with opnoriunities to practice the skills
o : needed in applying and interviewing for jobs.

Area 1 - Contacting Prospective Employers and
Filling Out Application Form

Area Goal: The goal of this area is to h2lp students learn and practice
skills in applying for jobs. e s -

Pecformance . )
Objective: 1. Students will be able to list at least three items 6f infor—
mation to obtain when arranging for an interview.

Successful achicvement of this objective will be determined
by the 1nstructor and will be based on student responses on a
qu1z consi stlng of fill-ip-the~blank and true/false ques-
tions. The quiz will cover the lessons in Module Four,
- Area |, Students will have achieved this objective if they
can corr. ctly answer 3 of the & questions relating to arrang-
ing for an interview. (The quiz and answer ley are provided
at the end of this Module.)

2, Given a list of 25 terms commonly found on employment appli-
cation forms, students will be able to correctly wmatch at
least 80Z7 of the terms with their meanings.

Achievement of this objective will be determined by the
instructor who will certify that the student has correctly
matched at least 20 of the 25 terms to the proper defini-
tions. The list of terms and the definitions to which they
are to be matched will appear on a qulz covering Module Four,
Area 1. (An answer key is provided in this Module.)

3.  Students will be able to legibly and neatly complete at least

two out of four employment application forms presented in the
Module.

Achievement of this objective requires students to fill out
two application forms select-2 by the instructor from among
those provided in My Job Application File (Janus Publishers).
The instructor will select four forms. The student will be

- allowed four attempts to complete gny two of the four to the
aatxs.actlon of the instructor.

£




Activities for Module Four, Area 1

DAILY LESSON PLAN

DAY 1

Materials Required: Getting A Job, Tape 1, "Contacting Job Interviewers"

T ' ' Getting A Job, Tape A, part 2, "What Are You Calling
About" (optional) : . ;
Jobs In You~ Future (one workbook for each student and
for yourself)

Teacher Preparation: (1) Listen to Tape 1 and Tape A,.part 2 from GCetting A
Job.

(2) Read page 54 in Jobs Im Your Future. Xerox a copy
for each student.

5-10 minutes I. Review the lessons covered in Module Three and
introduce Module Four by reading or paraphrasing
the following:

"In Module Three we talked about the steps involved
in looking for a job. One of the firs® steps is to
decide what type of work you'd like to do and then
co find specific jobs to apply for which fit your
interests. Where are some of the places you can
look, or who are some people you might talk to, to
find out what jobs are available?"

(Student responses might include: State and pri-
vate employment agencies, newspaper want ads,
parole agents, friends and relatives, etc. You
might ask students if any of them have used any of
the job information sources named to find former
jobs. How helpful were these sources? What kinds
of information did they obtain?)

"Once you have chosen the job or jobs for which you
waut to apply, the next step is to contact the
employer. In Module Three, we talked about using
your resume with a letter of application to make
this initial contact. Not all jebs require you to
go through this process. You can apply for many
jobs like a gas statiom attendant for example, by
going in person to the place of employment and
talking to the employer. Or, you may need to fill
out an application form and arrange for an inter-
view. No matter how you apply for a job, the most
important skill you need is the skill of ‘'selling
yourself'—convincing the perscn doing the hiring
that you are the best person for the job, that




- you are qualified, eager, and enthusiastic. The
lesson in Module Four are designed to help you
begin to develop the skills needed for getting the
job." . : .

30 minutes II. A. Paraphrase: '"One of the purposes of the cover
letter that is sent along with a resume is to
&sk the prospective employer for an interview.
The interview is the meeting between you and
the employer or hiring supervisor in which you
get an opporturnity to discuss in detail the
tasks involved with the job, your qualifica-
tions, and other information you have included
in your resume or application. The interview
will probably be the first opportunity you have
to meet with the employer face-to-face. The
impression you make is very important. Prepar—
ing yourself to make a good impression begins
long before you actualiy enter the employer's
office. You begin to prepare as soon as you
call to arrange for an interview. When you
make your call, what information do you reed to
give? What information will you want to get?"

B, Write the following headings on the chalkboard:

Interview Information

To Give To Get

Agk for volunteers to first list the types of
information the caller needs to give, and then
the information he or she should get regarding
interview arrangements., List the students'
responses under the appropriate heading on the
chalkboeard.

C. Tell the students they will now listen to a
tape of various persons calling for interview
appointments. Tell them to listen for addi-
tional items that can be added to the lists on
the board. Play Tape 1, ''Contacting Job Inter—
viewers" from Getting A Job. (If you wish,
pass out the student record books from the
Getting A Job material and have students

respoud to questions as directed by the tape.
If you do nct use the record books, stop the
tape after the taped questions znd have the
students respond orally.) Play only the first
14 minutes of the tape. You need not play the
reviev questions.

b o




D. Hand out the copies of pg. 54 from Jobs In Your
Future. Read the introduction to the students
and have them complete the exercise as
directed. Students may complete this exercise
individually, in small groups, or as a class.

Tell students they will be given & quiz on this
material oa Day 5.

DAY 2

Materials Required: Tape 3, "Words You Must Learn™ from Getting A Job =~ _ .
. Getting A Job Student Record Books (one for each student)
. Vocabulary List Handout
Dictionaries (at least one for every three students, if -
possible) -

Teacher Preparation: (1) Listen to Tape 3 from Getting A Job.

(2) Read over page &4, "Words You must Learn” in the
Student Record Book for Getting A Job.

(3) Duplicate copies of the Vocabulary List Handout
found on page: 16 of this guide (one copy per stu-
dent).

20 minutes .- - I. Paraphrase: "In the last lesson we discussed how
to go about arranging for an interview. Often; on
the day you go into the office for your interview,
you will be asked to fill out an application form
before talking to the person you are scheduled to
see. The interviewer will look over your applica-
tion to get an initial impressicn of you before
your meeting. Of course, the information you fill
in on your application form is importaat. But the
interviewer will also play close attention to small
details. 1Is the form neat and legible? Is infor-
mation filled in on the correct lines? Your appli-
cation form should be given very special attention."

A. "Many people have problems completing applica-
tion forms and talking to interviewers because
- they don’t understand the terms being used. 1In
the next lesson, we'll be reviewing many terms
’ commonly found on application forms. Knowing
- their meanings will help to make the task of
' completing the forms much simpler."

B. Play Tape 3, "Words You Must Learn." Have stu-
dents follow along in their record books and
- respond to questions as directed by the tape.

by
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20 minutes

DAY 3

Materials Required:

Teacher Preparation:

I1. Pass out the vocabulary list handout. GCo

) through the list one term at a time, asking
volunteers to give the meanings for the words
they know. Correct any errors the students
make, Students should write down correct defi-
nitions next to each term. You may have stu-
dents go through this exercise as a class or in
small groups. : '

Class: Follow the procedures outlined above.
Pags out the dictionaries among the students.
When you come to a word for which no one knows
~ the meaning, have a volunteer look it up; give
the meaning, and pass the dictionary on to
another student. .
Small Groups: Divide the class into small
groups. Provide each group with a dictionary.
Each member should first go through the list
individually, writing down the meanings for
terms she or he knows. Then, as a group, stu-
dents should go back through the list, taking
turns giving the meanings they have written
down.. If there is a disagreement, or if a
meaning is not known; students shoulc take
turns looking the words up in the dictionary.

Tell students they will be given a quiz on this
material om Day 5.

Remind students to bring their Personal Data
Sheets with them to class on the following day.

Group Leader’s Instruction Manual from the Singer Job
Survival Skills Program
(Singer) Job Survival Skills Program Participant's

Workbooks (one copy for each student)

(Singer) Filmstrip and cassette tape: 'Packaging Your
Skills: Application”

Sound filmstrip projector or filmwstrip projector and
cassette tape player )

Students' copies of their Personal Data Sheets (from
Module Three)

(1) Read pages 88 and 89 of the Group Leader's
Instruction Manual (Singer),

(2) Preview the filmstrip "Packaging Your Skills:
Application.” .




(optional) (3) If you prefer not to have students write in their
workbooks, duplicate copies of the blank sample
- application forms found in Unit XII of the Singer
Participant's Workbooks.

35-4C minutes I. Show the filmstrip, "Packaging Your Skills: Appli~
cation." Follow the instructions.given on pages 88
and 83 of the Singer Group Leader's Instruction
Manual.

‘5-10 minutes - II. If time permits, discuss with studeats any problems
‘ they have encountered in completing application _
forms for past jobs.

DAY & - ' e

Materials Required: Copies of four application forms from My Job Application
File (one copy of each form for each student)
Students’ copies of their Personal Data Sheets (from
Module Three)

Teacher Preparations (1) Choose four application forms from My Job
Application File and duplicate one copy of each
form for each student.

40 minutes I. A. Pass out the application forms to the stu-
dents. Explain that they are to look over the
forms and choose two to complete. They should
use the information on their Personal Data
Sheets where appropriate. Remind students that
in order to meet the requirements of Objective
3 of this Module, the completed application
forms must be neat and legible. They may ask
for clarification of any questions on the forus
vhich they do unot understand.

B. Have students turn their forms in to you as
soon as they are completed. They should then
go on to the second form. Quickly check over
the forms. Check for neatness (e.g., corners
of the sheets are not bent or torn, the sheets
are not smudged or dirty, etc.), legibility,
and completeness.

C. If a form has not been completed to your satis-
faction, return it to the student with an oral
explanation of why it is unsatisfactory. The
student should then choose another form from
his or her set and complete it. To meet the
objectives, students must satisfactorily com-
plete any two of the four forums.

D. Students who are unable to ccmplete two forms
during this class period should finish this




exercise as a homework assignment which will be
due on the following day.

E. Record on the appropriate page of your
Instructor’s Record Book which students have
- met, partially met, or have failed to meet
Objective 3.

DAY 5

Materials Required: Copies of Module Four; Area 1 Quiz found on pages 17-18
) of this guide. o

Teacher Preparation: Duplicate copies of the Module Four, Area 1 Quiz°
30 minutes I. Pass out copies of the quiz and have students begin
‘ working on it.

II. Use the last minutes of the class to conduct a
wrap-up session on this area. You might want to
discuss such points as how to respond to difficult
personal questions on an application (e.g., ques-
tions about arrest records or mental illnesses), or
what options an individual-has if he or she feels
that questions on an application are unfair or
inappropriate. The follcwing materials provide
additional information and exercises related to
completing job applications:

How To Get A Job And Keep It (pp. 29-36)
Occupational Essentials (pp. 87-90)
Be Informed On Finding A Job (pp. 15-17)




Area Z - Participating in the Job Interview .

Area Goal: The goal of this area is to help students learn and practice
skills needed for participating in an employment interview.

" Performance L :
Objectives: 1. Given the scripts of two job interviews and a List of Rules
C for Interviewing, students will be able to correctly iden-
tify, with at least 80Z accuracy, which rules were followed
or broken by each interviewee. '

Students will be given: (1) copies of two interview"- -
scripts, (2) a list of Rules for Interviewing, and (3) an
answer sheet. Achievement of this objective requires stu-
dents to correctly identify at least 80Z of the rules each
interviewee follows or breaks. The answer sheet will consist
of multiple choice questions keyed to each interview script.

Achievement of this objective will be determined by the
instructor who will certify that the student has correctly
answered at least 807 of the multiple choice questions. An
answer key is provided in the Module.

2, "tudents will participate in a simulated interview and evalu-
ate the strengths and weaknesses of their perflormance.

Students will work in teams of three to four, and will take
turns playing the roles of interviewer, interviewee, and
observer. The instructor will provide the interviewer with a
list of questions to use in the interview. The observer(s)
vill evaluate the performance of the interviewee using an
assessment checklist provided in the Module. Using the same
assessment checklist, the interviewee will evaluate his or
her own performance.

Achievement of this objective will require students to: (1)
participate. in a simulated interview, playing the role of the
interviewee; (2) discuss with team members the observer's
evaluation of their performance; (3) fill out a self-rating
form on their performance; and (4) discuss with the instruc-
tor or write a brief paragraph on what they learned from the
simulation that will be helpful to them in a real interview
situtation.




Activities for Module Four, Area 2

- ‘ o © DAILY LESSON PLAN
, DAY 1
Materials Required: (Singer) Job Survival Skills Program, filmstrip and
cassette tape “Packaging Your Skills: Personal
Appearance" ’

(Singer) Group Leader's Instruction Manual

‘Teacher Preparation: (1) Read pages 77-80 in the Group Leader’s Imstruction
Manual ’ .- - -

(2) Preview the filmstrip, "Packaging Your Skillss
Personal Appearance" ’

35 minutes I. A. Introduce this Module Area by reading or‘para—
’ phrasing the followings

"To this point in the Program we have been
learning and practicing the steps involved in
- finding & job. You have completed your resume
and personal data sheet. You have completed an
application form for the job. Now you are
. ready for the interview. The resume and the
application have given the employer a pretty
detailed summary of your qualifications. In
the interview, the employer will be interested
not only in your qualifications, but also in
how you handle yourself in a more personal
situation. The interview is the most important
step you take in getting a job. It's no wonder
that so many people are very nervous at this
point."

B. Continue the introduction and begin the lesson
by following instructions 1 through 4 given on
pages 78 and 79 of the Singer Group Leader's
Instruction Manual.

5 minutes II. Discuss with students the activities they will be

. _ going through ia the next lessons. These activi-

- ties involve role playing and will require the full
cooperation of all students. Emphasize the impor-
tance of this cooperation., Discuss the students'

- feelings about participating in this type of

activity.
DAY 2
Materials Required: Occupational Essentials (one copy for each studeat and

one for yourself)




The Employment Interview

Rules for Interviewing (handout)

35um slide projector

Cassette tape player

Copies of interview scripts from The Interview Guide (Janus)
Objective 1 answer sheet

Teacher Preparation: (1)

10 minutes

25 .minutes

S minutes

(2)

(3)

(4)

(5)

I1,

III.

Read pages 123-125 and 128-137 in the Occunatlonal
Essentials Workbook.

Preview the slides and read over the script (or
listen to the tape) for The Employment Interview.

Duplicate copies of the handout, Rules for Inter—
viewing, found on page 20 of this guide.

Duplicate copies of Interview Scripts One (pages
17-18), and Four (pages 29-31) from The Interview
Guide. You will need one copy of each script for
each student.

Duplicate copies of the Objective 1 answer sheet
found on pages 21-22 of this guide.

Have Students read (or read to them, or paraphrase)
pages 123-125 and pages 128-131 in Occupational
Essentials.

A. Show the slide presentation, The Employment
Interview. This presentation lasts approxi-
mately 10 minutes.

B. Paraphrase: 'The slide presentation pointed
out several rules to remember when you go for
an interview. Let's see if you can remember
what those rules are. Tell me whether the fol-
lowing statements are true or false.'

Read the statements given under the section
entitled '"Test" on pages 9 and 10 of The
Employment Interview notebook. Have students
teke turns responding. Correct answers with
explanations are given on pages 10-12 of the
notebook.

Assign homework. Pass out copies of th scripts
from the Janus Interview Guide (one copy of each
script to each student). Students are to read over
the scripts tonight. They should look for and
underline (or mark in some other manner) each
gtatement in the script that indicates an inter-
viewing rule they feel the applicant is following




DAY 3

Materials Required:

Teacher Preparation:

40 minutes

- or breaking. The purpose of this homework assign-
ment is to prepare students for meating Objective
l. Some students may not be able to read the
scripts on their own. They should do the best they
can with this homework assignment. Be prepared to
give them special help and attention during
tomorrow's activities. All students should bring
these scripts to the next class meeting.

Rules for Interviewing (handout) .

Objective 1 Answer Sheets

Students’ copies of the two interview scripts from The
Interview Guide S

Make sure you have enough copies of both the Rules for
Interviewing handout and the Objective 1 Answer Sheet.

I. A. Pasgs out the Rules for Interviewing handout.
Read over each of the rules and answer any
questions the students may have.

B. Pass out the Objective 1 Answer Sheets.
Explain the procedure for completing the
activity.

"I will read through each script with you.
Follow along as I read. 1I'll stop when I come
to a statement that demonstrates a rule the
interviewee is either following or breaking.
When I stop, look at your answer sheet. I will
ask you to decide which rule the statement
refers to. The answer sheet gives you three
_choices for each statement. Circle the correct
rule number. We'll go through the first script
slowly. 1If you have any questions, ask them as
ve go along."

C. Read the introduction to Interview One on page
17, then begin reading the script. Stop at
each of the statements indicated below and ask
students the question given in parenthesis.

You may want to mark these statements in your
copy of The Interview Cuide so that you will be

sure you know to stop your reading. The pum-
bers next to each of the statements below cor-
respond to the questions on the students’
answer sheets.




'Begin reading the script.

R L SN TR T

1. Catherine: "Oh! I'm sorry. I didn't know
y
‘ it was so late. Bud I had to
take two buses and I ==-.,"

(Look at #1 on your answer sheet and also
your List of Rules for Interviewing.

Which rule has Catherine broken? 1Is it

rule #1, 4, or 6? Circle the correct - N
number on your answer sheet.)

Continue reading. e . .

-2, Catherine: "How much time do people get
: for lunch here?" " ’

(Look at #2 on you answer sheet. Which
rule did Catherine break, #7, 11, or 16?)

Continue,

3. Catherine: ‘'Does it involve shorthend ? I
can't take shorthand.” .

In #3, did Catherine break rule #4, 10, or
137)

4. Catherine: "I1'm sorry. I didn't hear
you, What did you say about salesmen?
What do you sell here?

(Look at f##4. Which rule did she break,
rule #6, 8 or.97)

§. Catherine: "Do you get a raise after a
while?"

(Catherine broke two rules here. Circle
the numbers of both broken rules.)

Continue reading to the end.

D, Turn to Interview Four on page 29 of The
Interview Guide and have students look at their
copies of the script. Read the introduction on
page 29 and then follow the same procedures
used for Interview One.

1. Chip: "He used to work my tail off.
Always watching me. Didn't want me
talking or anything. So I quit."

4



DAY & -

Materials Required:

Teacher Preparation:

Look at the pictures as well as Chip's
statement. Which three rules has Chip
broken? Circle three rules.)

2. Chip: "He used to say that he ended up
delivering papers more often than I
did "™

(Which rule did Chip break, #9, 10, or 13?)"

3. Chip: "No. Not me. . Say, you have any
rules about eating things here?

-

(Did Chip break rule #8, 9, or 147)

b Mr. Griffin: "Griffin."

(Which rule has Chip broken?)

5. Chip: "You see, my aunt aud uncle always
let me stay with them for a week at
their house on the lake. I would
hate to miss it."

{(Which rule did Chip break, #10, 14, or
167)

E. Allow time for students to look over their
ansver sheets and make changes they feel are
necessary. Have then write their names gt the
top of the sheets and turn it in to you.

F.. Use the answer key on page 23 of this guide to
correct the Objective 1} Answer Sheets. Record
in your Imnstructor's Record Book which students
have met, partially met, or failed to meet
Objective 1.

Students' copiec <f the interview scripts from The
Interview Guide and their Objective 1 worksheets
(if this activity was not completed during the
previous class period)

(Singer) Job Survival Skills Program, filmstrip 13 and
tape 13, "The Interview"

Role Play Assignment Cards

Copies of the Interview Assessment sheat

(1) Preview the filmstrip "The Iaterview."

(2) Duplicate three copies of the Role Play Assignment
Cards sheet found on page 24 of thic guide. Cut




"the sheets on the dark lines, giving you fifteen
‘separate assignment cards.

(3) Duplicate copies of the Interview Assessment found

' or page 56 of the Singer Job Survival Skills
Program student workbook. You will need two copies
for each student. :

(4) Duplicate copies of Questions for Simulated Inter—
views, found on page 25 of this guide. You will . = *
need one copy for each small group of three to four
students, : '

40 minutes I. A. Divide students into groups of three to four.

B. Explain the procedures for participating in the
simulated interviews? '

"Each of you will go through an interview with
your group members as if you were actually
applying for a job. You will take turns play-
ing interviewer, interviewee, and observer.
(There will be two observers in the groups with
four team members.) I will give each of you a
Role Play Assignment Card to use when it is
your turn to be the interviewee. The card will
tell you what job you are to pretend you are
applying for, how much the job pays, and what
the hours are. You will not fill out an appli-
cation form for this exercise, so you will need
your Personal Data Sheet in order to answer the
interviewer's questions. Each »roup will also
get a list of questions for you to use when you
are playing the role of interviewer. If you
can think of other questions, add them to the
list. While the interviewer and interviewee
are talking, the observer will be evaluating
the interviewee's performance. The observer

should pay close attention to how the inter-~
viewee answers difficult questions, whether or
not she/he seems prepared, and how she/he acts
in general during the interview. When the
interview is finished, the observer will fill
out a checklist and discuss the interviewce's
performance. When everyone has had a turn
being the interviewee, each of you will evalu-
ate your own performance in this role. I will
remind you of what the procedures ire as you go
through this activity. If you have questions,
be sure to ask."

-14-




C. Pass out the Role Play Assignment Cards. You

~ should have three copies each of five different
assignments. Make sure that no two members of
the same group receive the same assignment.

D. Pass out one copy of the Questions for Simula-

: ted Interviews. Give the copy to the person
who will be first at playing the roie of inter-—
viewer.

E. Give each student two copies of the Interview
- Assegsuent.

F. As students go through the activity, you will
need to observe the groups to make suve that
the procedures are being followed. Give
assistance where necessary.

G. Have the observer write the name of the inter-
viewee at the top of one of the Interview
Assessment sheets; and ''Self-Rating Form" plus
his or her own rame at the top of the other
sheet.

H. When all members of the group have had an
opportunity to play the role of ianterviewee and
have discussed their performance with the
observer, each member should ccmplete the Self-
Rating Form for him/herself. Have students
staple the self-rating form anu the observer's
Irterview Assessment together and hand both in
to you.

I. Record in your Instructor's Record Book which
students have met, partially met, or failed to
meet the objective,

DAY 5

Materials Required: Students' copies of all forms from the previous day's
activities.

Teacher Preparation: Prepare a summary of the week's activities.

10-15 minutes I. If all groups have not completed the simulated
interviews, allow them time to finish that activity
nov. You may wish to have these interviews con-
ducted in front of the entire class.

20-30 minutes . II. Summarize the week's activities. Discuss any pro-
blems students have had in the past when partici-
pating in actual job interwviews. Hov might those
problems be resolved for future interview
situations ?




accurate

applicant

. citizen

confidential

~dependent

discharged
emergency
employer
experience

fee

felony
interview
legibly
maiden name
marital status
misdemeanor
occupation
part-time
permanent
previous
qualifications
reference
relative

residence

salary

Vocabulary List Handout

signature

specify

spouse

. supervisor

.. -

Write the meanings for each of
the following abbreviations:

ht.

wt,

tel,

mo.

yr.

soc. sec.

avg.

dept., .
exp.

o

f




- MODULE FOUR, Area 1

QuIZ

I. Arranging for an Interview

Write the letter of tne correct answer in the blank at the end of each questica.

lﬁ

Sam found an ad for a job he would like to apply for in Tuesday's news-
paper. He should o

a) wait at least two days before calling for an interview appointment 80
that the employer won't think he's: too anxious. .- .

b) call for an appointment as soon as possible.

¢) have his friend make an appointment for him since his friend is bet-
ter at talking to strangers.

Kathy found the following want ad:

Clerk wanted. $500. WNo exp.
nec. Alice Clark. 777-1003

To find out how to apply for the job, Kathy should .
a) send her resume to the newspaper in which she found the ad.

b) call the number given in the ad and ask to speak to the company
president,

¢) call the number given in the ad and ask to speak to Miss Clark.

Jim just finished making a call to the Howard Company to z~range for a job
interview. He found out that his interview would be scheduled for

August 9 with Mr. Smith and that the Howard Compaffy is located at 103
Branch Street. One very important piece of information about this inter-

~view that Jim forgot to get was o

a) the time of his interview.

b) the salary he could expect if he got the job.

¢) the name of the company president.

Greg is making an appointment for a job interview. To make sure *hat he
dces not forget any of the information he gets during this call, he
should .

a) vrite all the information down.

b) ask the secretary to call him back on the day before the interview to
rernind hiw.

¢) have a friend listen to the conversation.




I, Vocabulary

Put the letter of the correct definition in the blank next to each of the

following terms.

. applicant
2. aptitude
3. base pay
B T confidential
Be deductions
6. ____;_ dependents
7. discharged
8. emeréency
9. experience
10. _ fee \_
1. felony
12, marital status
13. part-time
;4. - permanent
5. permit
16. previous
17. qualifications
18. reference
19, relative
20, residence
21. salary
22, signature
23, specify
26, spouse
25. supervisor

P
q.

money you receive for your work or services
past jobs yOuvhaQe done

money taken away or subtracted from wages
the‘person to whom you are married

someone who will give a written statement
about your character or ability

natural tendency, &bility, or capacity

any special skill, knowledge, or ability that
fits a person for a certain job

a person who applies for a job
2o state in detail
the person in charge

an unexpected happening or event calling for
quick action :

former, before this time

an amount of money paid for a service, such as
to an cmployment agency for finding you a job

lasting indefinitely
wages before overtime or deductions are figured

a serious crime

2 person connected to you by blood, such as a

mother or brother

private, secret

relating to marrisge, such a sirgle, divorced,
married, or widowed

a person's name, written with his own hand
those who rely on you for support

a certificate or license to do something
the place where you live

fired

less than 40 hours per week

i
B2
£




11,

10.
11,
12,
13.
14,
15.
16.
17.

18.

19.
20.
21.
22.
23,
24,
25.

o & K <«

Answer Sheet for Module Four, Area l'quiz

_19_




10.

i1.
12.
13,

14,

15.
16.

17.

18.

19.

Rules for Interviewing

Be on time for the interview. Get there five or ten minutes ahead of time.

‘Don't arrive too early. Waiting might make you more and more nervous.

Go alone. Do not take friends, relatives, or children with you to an inter-
view, .

Be polite to everyone, including the receptionist and other applicants waiting
in the office. ' ‘ :

LR -

Do not smoke, chew gum, or eat either in the interview or while you are

waiting.

‘el

If you have questions about an application form or test you are taking, ask
for assistance,

Speak to the interviewer in a strong, clear voice. Do not use slang
expressions.

Look at the interviewer while you are talking.

Listen carefully to what the interviewer is saying. Don't ianterrupt. If you
have questions, ask when the interviewer has finished talking.

If you have things onyour application which should be explained, be sure you
explain them at the proper time. Don't leave the interviewer's questions
unansvered.

Don't try to control the interview. Let the interviewer take the lead.
Den't bring up personal, family, or money problems.

Emphasize your strong points, not your weaknesses.

Be reasonable and flexible about salary and working conditions. Wait until
the right moment to discuss salary and vacations.

Don't criticize former employers or co-workers

Don't try to get too friendly with the interviewer or with other people in the
office such as the receptionist,

Be sure you know what the interviewer's name is and how to pronounce it,

Don't drag the interview out. Watch for signs from the interviewer that the
interview is finished.

Thank the intevviewer for seeing you. Make sure you understand how you will
be notified of whether or not you will be given the job.




Objective 1 Answer Sheet

Name

Interview One

Catherine:

Catherine:

Catherine:

Catherine:

Catherine:

"Ooh! I'm sorry. I didn't know it was so late. But I had to take two
buses and 1 ---" : :

1. Catherine broke

a) Rule 1 ' ' ...
b) Rule &
c) Rule 6

"How much time do people get for lunch here?"
2. Catherine broke

a) Rule 7

b) Rule 11
¢) Rule 16

"Does it involve shorthand? I can't take shorthand."

3. Which rule did Catherine break?

a) Rule &
b) Rule 10
c¢) Rule 13

"I'm sorry. I didn't hear you. What did you say about salesmen'
What do you sell here?

4. Which rule has she broken?

8) Rule 6
b) Rule 8
¢) Rule 9

"Do you get a raise after a while?”

5. Which two rules has Catherine broken? Circle two.

a) Rule 6
b) Rule 9
c) Rule 12
d) Rule 14




Interview Four

Chips ~ "He used to work my tail off. Always watching me. Didn't want me
: talking or anything. So I quit.” , .

1. Chip has broken three rules. -Circle three.

a) Rule 5
b) Rule 7 o :
C) Rule 12 ’ '.. s
d) Rule 15 Y : ' :
Chip: . "He used to say that he ended up delivering papers more often than I .
did." : .

2. Chip has broken

8) Rule 9
b) Rule 10
¢) Rule 13

Chip: No. Not me. Say, you have rules about eating things here?"

3. Chip has broken

a) Rule 8
b) Rule 9
¢) Rule 14

Mr. Griffin: "Criffin"

4. Which rule has Chip broken?

a) Rule 6
b) Rule 17
¢) Rule 19
Catherine:  "You see, my aunt and uncle always let me stay with them for a week at

their house on the lake. I would hate to miss it."

5. Which rule did Chip break?

a) Rule 10
b) Rule 14
¢) Rule 16




Ansver Key for Objective 1 ' : :

Interview One

1. & Rulel 1 point

2. B Rele 1l - 71 point
3. <) Rule 13 1 point .
4o . €) -Rulé 9 ' ’ 1 poiut
5. b) Rule 9; d) Rule 14 2 points (one for each correct -
answer)
Interview Four
1. a) Rule 5; b) Rule 7; d) Rule 15 3 points (one for each correct
answer)
2. a) Rule 13 ‘1 point
50 b) Rule 9 .1 point
+ &, b) Rule 17 - 1 point
5. b)) Rule 14 1 point

Use the folleowing scale for indicating achievement of the objective in your
Instructor's Record Book.

11-13 points Objective has been met
8-10 points Objective has becen partially met
0-7 points Student has failed to meet objective




Role Play Assignment Cards

1. You are applying for a job as a door-to-dcor salesperson. The beginning
salary is only $350 per month but you can expect a raise in 3 months if
you do well. You want a job which pays at least $600 per month but you \ a H
need money right now acd cannot afford to keep looking around.

11, You are applying for a job as a clerk in a small store. The hours are
from 3 p.m. to 11 p.m. The store is about 2 miles from your house and you
don't have a car. However, the bus system in the area is very good and
would take you within a block of the store.

I1I, You are applying for a job as an assembly line worker in an auto factory.
The job pays $5.50 an hour to start. You must be willing to work leng
hours during some seasons, and you would have to work some weekends and

S YN A MR YR T TR A AL T Y T LA WD Sk S R

nights.
1v. You are applying for a job as a cashier in a supermarket. The job %
requires quick thinking and some mathematical ability. It also requires L1
you to have a pleasant personality and the ability to handle difficulet %
customers. %
by
:
v. You are applying for a job as a gardenmer's assistant. Your work will keep %
you outside almost all of the time and often requires hard work. Much of %
your work will be done very early in the morning and on weekends, The g

gardener will train you. ’

7
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Questions for Simulated Interviews

1. Tell me a little about yourself.,

2. Do you-h#ve any hobbies?
‘3. Wﬁat was your last job? Why did you leave it?

&f What makes ybu thinﬁ you would like this joﬁ?

5. What makes you think you are qualified for this jobé'
- 6. How do ygu'feel about the pay aéd the working ﬂOurs?

7. We have a lot of diiferent types of people working here. How are yoﬁ'at
getting along with others?

8. Have you ever been in trouble with the police or been arrested? If you have
been, how can I be sure you have changed?

9. We expect our workers to be here on time every day. 1Is there any reasoun why
you might have trouble getting to the job?

1¢. Do you have any questions you wculd like to ask me?

11. Thanl- the interviewee for coming in.
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Materials To Be Used In

"MODULE V
ea’ Daj. u Audio-Visual Optional - Printed Materials ' Optional
1 On _The Job Tape .3 Job Survival Skills (Singer Workbooks)
"My Man, My Creep" Jcb _Survival Skills Kit: “Following
Cassette Player Written Directions" (Comparison

- : S ' ' Form)
i ' : ' On_The Job (Instructions Manual)
On The Job (Student Record Book)

’ 2 On The Job Tape & : On _The Job - (Student Record.Books and.
"Too Much Talk" : and Instructions Manual)
Cassette Player Notes from previous days activities

3 Videotape Equipment Notes on Tapes 3 and &

4 On The Job Tapes Al and A2 On _The Job (Instructionc Manual)
Cassette Player .

5 On The Job Tape A2 On The Job (Instructions Manual)
Cassette

6 Videotape Equipment On The Job (Instructions Manual)

7 Trouble at Work: Filmstrip On_The Job (Instructions Manual)
"Hazing" Filmstrip/Sound
Projector

8 Videotape Equipment Trouble At Work (Discussion Guide)

Additional J.S.S. Materials for
Objective 1

9 Cn _The Job Tapes 5 and 8 On The Job (Instructions Manual)
Cassette Player _ ' '] On The Job (Student Record Book)
10 |} On The Job Tapes 6 and 9 | On_The Job (Instructions Manual)
Cassette Player Oo_The Job (Student Record Book)
. 11 On The Job Tapes 11 and 12 On _The Job (Instructions Manual)
- Cassette Player ' On The Job (Student Record Book)
. 12 On The Job Tapes 13 and 14 _ On_The Job (Instructions Manual)
13 Videotape Equipment Anything not yet completed
14 Videotape Equipment On The Job (Instructions Manual)
! On The Job Tapes Al, Bl, B2,
j C and D

Cassette Player

A




Materials To Be Used In

MODULE V
(Continued)

:a__Day Audio-Visual Optional _Printed Macerials Optional
15 Same As Previous Day \
16 Videotape Equipment On_The Job (Instructicns Manual)

17 Troutle At Works Failing to Trouble At Work (Discussion Guide) i
Comnunicate and Absenteeism
Casgette Player -
18 Videotape Equipment - Trouble At Work (Discussion Guide)
u Any On The Job tapes you have
not completed
1
19 How To Get A Job And Reep It
20 Review Important Points Stressed Any additional materials that were
in Modules 1-5 missed or that need reinforcemeat.
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JOB. MAINTENANCE. SXILLS

vearh and practice job

Program Goal: To provxde students with™ Opportunltles ‘to,
' - n-solving on-the-job

. o A .. wmaintenance skills,’ h” primary. emphas
. o , : _conflxcts. :

Area 1 - Communxcatlng and Cooperatlng wlth Co~workers and Superv150rs
Area Goal: ' The goal of this area’is to help students Iearn and practice
T - o skills in communication necessary for. gettxng along on the jcb,
understand the importance of meeting one's. respon31b111t1es, and
'explore various weans of solvxng on-the-Job conflicts.

» 1

Performance T R R
Objectives: 1. Studerts will be able to describei.one on-the-job conflict
"I with co-workers and at least _one’ method which can be used to

resolve it. L

2. Students wxll be able to descrlbe _one on- the-job conflict
o with superv1sors and at least ‘one method which can be used to
o . resolve it. - S i e .

Students working. in teams of two to fout will role play con-
- £lict situations for the class. (If mecessary, scripts for
) these situations may be provxded by the teacher.) To acliieve
these two objectives, students will observe the role play
- situations and select:one 1nv01v1ng ‘co-workezrs and onn»
involving workers and supervisors on which to focus. They
will:s (1) describe the conflict being cemonstrated in cach
"of the two situations selected and the conditions/evcats that
elicited the conflict, and (2) describe for each situation at
least one positive means by vhich the worker might resolve
‘the conflict. ~The descriprions may;be written or oral (to
 the .nstruc’cr dxrectly, ‘or." '

’~;(The xnstructor may. use-the
_;At Work to’ demonstrate the

_'Achxevement xa
. .instructor who w111 certxfy cha
i - items (1) -and (2). - In‘cases’whe ‘Eﬁe‘ihstructor does not

.. 'feel the student’ has presented trealistic or appropriate soiu-
‘ " tions ‘to the conflxcts,rshe/he should .encourage the studeat
o : "7 to discuss his/her reasoning... The instructor should not,
‘1_however. try to. force hxs/her own . values on the student.

3. ;’Qtudents 9111 develop ‘a Personal Actxon Plan indicating at

" least three:actions which they as workers would take to help
themselves adiust to a new working environment, co-workers,
"and supervisors; and describe the possible bcnefits of those
actions.




Achievement of this objective requires students to list at
least three actions they might take to help them meet their
responsibilities on the .job and avoid conflict-causing situa-
tions, and describe how each action is likely to help them
meet. these goals. Students may achieve the objective in
writing or orally (to the instructor directly, or into a tape
recorder).

Achievement of this objective will be determined by the
instructor who will certify that the student has listed at - N
least three actions and described how each action will help -
to adjust the worker to the new situation.

Yy RE



Activities for Module Five, Area 1

DAILY LESSON PLAN

NOTE: A great deal of flexibility has been built into the activities for this

area, so that

you may spend more or less than 20 days on it, depending on

the needs of your students and the availability of videotape equipment.

DAY 1

Materials Required:

Teacher Preparation:

10 winutes

Chalk and chalkboard 1
Job Survival Skills workbook (one copy, for you)

Comparison form, "Following Written Directions, V. from
Job Survival Skills kit

Pencils and paper for students

Lesson Tape 3, "My Man, My Creep" from On The Job

Cassette tape player

Iastructor's Guide for On The Job

Student Record Books for On The Job (one for each
student)

(1) Familiarize youvcrself with the material to be
covered. Listen to Lesson Tape 3, "My Man, My
Creep,”" from On The Job.

12) Make sure you have available all of the required
materials, includirg a cassette tape player.

(3) Make sure you know how to operate the cassette tape
player.

I. A. Read or paraphrase fér students the goal for
this area.

B. Read or paraphrase for students the following:
"One of the keys to getting along on the job is
being able to communicate well with one's
co~workers and supervisors. This involves lis-
tening as well as speaking. - In working with
supervisors, it is important to be able to
interpret and follow the superVLSor s oral
directions. To give you practice in this, 1
will read you the directions for drawicng a
series of squares. Follow the directions as I
read them to you, and draw the squares on your
papers. Don't look at anyone else's paper.
When you've finished, I'll show you a picture
of what the squares you drew should look like."

C. Hand out paper and pencils to students who need
them. Then read or paraphrase to students the
directions on p. 17 of the Job Survival Skills
workbook (titled "Following Written
Directions").

-3~
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30 minutes

11.

After students have finished drawing, show them
the picture of what they should have drawn
(comparison form for "Following Written Direc-
tions"). Ask utudents if they had any problems
following your oral directions, and lead any
discussion of any problems students cite.

Introduce the On The Job tapes to students by
readlng or paraphraSLng the "possible points to
cover" specxfled in "How to Introduce the
Course" on p. 7 of the On The Job Instructor's

“ Guide.

Pass out the On The Job Student Record Books to
students and tell them to write their names on
the front. Tell them to write down in these
books their answers to the questions asked on
the tapes they will hear. Or if you do not
want students to write in these books, have
them write down their answers on a separate
piece of paper. Answering the questions will
help students learn the material presented, but
you will not collect their papers or ask for
their scores.

Play Lesson Tape 3, 'My Man, My Creep" (running
time 16 minutes). Before starting it, tell
students that this tape deals with the type of
co-worker who becomes a friend, and the type
who is not to be trusted. While the tape is
running, write on the chalkboard the main
points highlighted by the narrator. Also take
brief notes for yourself on the situations pre-
sented, to use in discussing the material.

I1f you like, allow students to ask you to stop
the tape at any point for questious and discus-
sion. Or you may want to stop the tape at
times to emphasize certain points.

When the tape is finished, review with students
the main points you wrote on the board. Tell
students to take notes if they like. Lead any
discussion required.

Give students z homework assignment of thinking
about how they would handle each of the situa-
tions presented on the tape. Also have them
think about-whether they ever experienced situ-
ations similar to those presented, and how they
acted in those real-life situations. Tell them
to come to class tomorrow prepared to discuss
positive ways of handling these situations.

~4-



DAY 2

Materials Required:

Teacher Preparation:

10 minutes

30-35 minute§

Students may write down their thoughts and. hand
in their papers to you anonymously if they
“would rather not describe their experiences

" class.,

in

If time allows, }egin the discussion today. -

F., Collect the Student Rgcord Books.

Chalk and chalkboard

Pencils and paper for students .

Lessons Tape 4, "Too Much Talk" from On The Job

Cassette tape player -

Instructor's Guide for On The Job

Student Record Books for On The Job (one for each
student)

Your notes from Day 1 on the situations presented on
Lesson Tape 3

(1) Familiarize yourself with the material to be

covered. Listen to Lesson Tape 4, "Too Much Talk,"

from On The Job.

{2) Make sure you have available all of the required

materials including a cassette tape player.

(3) Make sure you know how to operate the cassette
p-ayer.

tape

I. Lead a discussion of how students would handle each

of the situations presented on Lesson Tape 3 (i
you did not have time for this yesterday; see

£

II. E. from Day 1). Use your notes on those situa-

tions to refresh students' memory if necessary.

Arso discuss students' own experiences in similar

situations using students' anonymous written
descriptions or their oral self-reports. Keep

discussions focused on positive ways of dealing

with the situations.

II. A. Pass out the Student Record Books. Tell st
dents that the tape they are about to hear
deals with how to handle a co-worker who is
always interrupting your work.

B. Play Lesson Tape 4, "Too Much Talk," (runni
time 14 minutes). While the tape plays, wr
on the chalkboard the main points highlight
by the narrator. Also take brief notes on
situations presented, to use in discussing

the

-

u-

ng
ite
ed
the
the

material. 1If you like, stop the tape at points

which you or students would like to discuss

-5-
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DAY 3

Materials Required:

Teacher Preparation:

45 minutes

Y e ey e I ety

When the tape is finished, review the main
points you wrote on the board. Lead any dis-
cussion required. Ask students how they would
handle each of the situations presented, and
how they dealt with similar situations they
themselves experienced. Keep the discussion
focused on positive ways of handling each
situation.

Y

Give students a homework assignment of thinking
of possible role plays they could videotape or
present to the rest of the class (with another
student) to take up where the situations-on -
Lesson Tapes 3 and 4 ended, and to continue for
a8 few more minutes to a positive resolution of
the conflict situations presented on the

tapes. Tell students that they will be doing
role playing in class tomorrow (and that they
vill be videotaped, if you have videotape
equipment). '

Collect the Student Record Books.

Chalk and chalkboard
Your notes on the situations presented in Lesson Tapes 3

and &4

Videotape equipment if available

(D
(2)

(3)

Familiarize yourself with today's lesson plan.

Arrange to have the use of videotape equipment
today if possible, and make sure you know how to
operate it (or that another staff member will be
available to run the equipment). :

Have the other required materials available.

A.

Divide students into pairs. If there is an
uneven number of students, work with one stu-
dent yourself or have three students in one
group. Have each: team choose one of the situa-
tions presented on Lesson Tapes 3 or 4, and
spend 5-10 minutes planning and practicing a
role play, taking up where the tape situation
ended, and proceeding for a maximum of 5
minutes to a positive resolution of the con-
flict presented.

Or students may create their own co-worker con-
flict situation, similar to or different from
the types of problems presented on the




DAY &

Materials Required:

Teacher Preparation: .:

10 miautes

tapes. If they choose this option; they should
role play how the conflict oripinates, as well
as working toward a positive resolution.

If you have videotape equipment, have the pairs
take turns videotaping and playing back their
role plays. If you do not have this equipment,
have the pairs take turns presenting their role
plays to the resv of the class.

Lead a discussion of each role play, focusing
on positive, nonhostile resolutions to the con-
flicts. List the conflicts and positive reso-
lutions on the board if you like. Summarize
the discussions.,

Cﬁalk and chalkboard
Discussion Tapes Al and A2 from On The Job
Instructors's Guide for On The Job

(1) Familiarize yourself with the material to be pre-
sented. Listen to the situations to be played from
" the Discussion Tapes, and read "How to Administer
Discussion Tapes' on p. 8 of the Imnstructor's Guide
for On The Job.

(2) Run Tape Al forward and have it set to begin at
Situation B.

(3) Make sure you have available all of the required
materials,

I. A.

Introduce the On The Job Discussion Tapes to
students by explaining that these tapes contain
dramatizations of problem situations the new
employee may encounter,

Read to students the two-sentenced description
of Situation B, "The Adding Machine, " from
Discussion Tape Al (the two-sentence descrip-
tion is on p. 9 in the On The Job Instructor's
Guide, immediately following the heading for
Situation B). Write on the board the three
"Points to Listen For," given on p. 9 for Situ-
ation B, and tell students to listen for these
points as the tape is played.

Play Situation B, "The Adding Machine,"” from

Discussion Tape Al (Situation B begins on the
tape at a point where the tape has run to

Fore




"15-20 wminutes

10 minutes

DAY 5

Materials Required:

Teacher Preparation:

15 minutes

II.

IiI.
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between 90 and 80 on the left, and 10 to 20 on
the right. Running .time for Situation B is
less than 5 minutes).

Lead a discussion of the episode presented in "The
Adding Machine," using the “Suggested Discussion
Questions" for Situation B given on p. 9-10 of the
On The Job Instructor'e Guide. If necessary,
prompt students with the possible answers given on
p. 9-10, but try to use those answers oanly to get
discussion started, not as the "right” or "only"
answers. Also use questions from the list of "Sue-
gested Discussion Questions for Module Five;" found
on page 26 of this guide. Write on the board any
points you wish to highlight.

A. Read to students the two-sentence description
of Situation A, '"Does the New Man Have to Get
the Coffee?", from Discussion Tape A2 (the
two-sentence description is on p. 1l in the On
The Job Instructor's Guide, immediately follow-
ing the heading for Situation A). Write on the
board the four "Points to Listen for," given on
p. 11 for Situation A, and tell students to
listen for these points as the tape is played.

B. Play Situation A, '"Does the New Man Have to Get
the Coffee?” from Discussion Tape A2.

C. Give students a homework assignment of thinking
about how to resolve, in a positive, nonhostile
fashion, the conflict situation between Fred
and Ron as presented on the tape.

Chalk and chalkboard
Discussion Tape A2 from On The Job
Instructor's Guide for On The Job

(L

(2)

Familiarize yourself with the material to be pre-
sented. Listen to the situations to be played from
the Discussion Tapes.

Make sure you have available all of the required
materials.

Lead a discussion of the episode presented yester-
day in Situation A, "Does the New Man Have to Get
the Coffee?", from Discussion Tape A2. Use the
"Suggested Discussion Questions" for Situation A
given on p. 11 of the On the Job Instructor's

Iy,
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NOTE:

II.

II.

III.

Guide. 1If necessary, prompt students with the pos-
sible answers givea on p. 22, but try to use those
answers only to get discussion started not as the
"right" or "only" answers. A4lso use questions from
the list of "Suggested Discussion Questions for
Module Five" found on page 29 of this guide. Write
on the board any points you wish to highlight.

A. Read to students the four-sentence description
of Situation C. "The Card Game," from Discus=
sion Tape A2 (the description is on p. 12 in
the On The Job Instructor's Guide, immediately
following the heading for Situation C). 'Write
on the board the five "Points to listem for"
given on p. 12-13 for Situvation C, and tell
students to listen for these points as the tape
is played.

B. Play Situation C, "The Card Game,” from Discus-
sion Tape A2 (Situation C begins on the tape at
a point where the tape has run to about 90 on
the left and 20 on the right).

Lead a discussion of the episode presented in Situ-
ation C, using the "Suggested Discussion Questions"
for Situation C given on p. 12-13 of the On The Job
Instructor's Guide., If necessary, prompt students
with the possible answers givenr on p. 12-13, but
try to use those answers only to get discussion
started, not as the "+ight" or "only" answers.

Also use questions from the list of "Suggested Dis-
cussion Questions for Module Five," found on p. 29
of this guide. Write on the board any points you
wish to highlight.

If you have additional time or want to vary the
activities by substituting something different for
one or more of the On The Job tape situations, pre-
sent and lead a discussion of the foilowing two

"problem situations., From interviews that CYA's Job

Survival Skills project staff conducted with CYA
parolees, these emerged as typical co-worker prob-
lems often resulting in job loss or serious
incidents:

Situvation 1: Co-worker is mot doing his/her
' share of the work.

For example, two guys might be unloading a furni-
ture truck. The co-worker is trying not to seem
too obvious about it, but just isn't doing his
share of the heavy work. Without putting-down the
worker or provoking a fight, how does one deal with
the sluggish co-worker?

~-g9-

1.




DAY 6

Materials Required:

Teacher Preparation:

45 minutes

hER

—— s < ae D 20 A S R M N A0 O SCR - P ¢ WA 28"
Situation 2: Co-wocker accuses you of not doing

your share of the work.

(Same as 1, only the reverse. How do you .handle
the accusation?) '

Chalk and chalkboard
Instructor’'s Guide for On The Job : v
Videotape equipment if available

(1) Familiarize yourself with today's lesscn plan. . .

(2) Arrange to have the use of videotapes equipment
today if possible, and make sure you know how to
operate it. Or arrange to have another staff mem—
ber available to run the equipment.

(3) Bave the other required materials available.

I. A. Divid: students into pairs. If there is an
uneven number of students, work with one stu-
dent yourself or have three students work in
one group. Have each team choose one of the
follow situaticns: (1) Discussion Tape Al,
Situation B, "The Adding Machine'; (2) Discus-
sion Tape A2, Situation A, "Does the New Man
Have to Get Coffee?"; and (3) Discussion Tape
A2, Situation C, "The Card Game." Then have
students spend 5~10 minutes planning and prac-
ticing a role play, taking up where the tape
situation ended, and proceeding for a miximum
of 5 minutes to a positive resolution of the
conflict pres:nted. If students need their
memories refreshed on the details of the three
situations, read to them the brief descriptions
of each from the On The Job Instructor's Guide;
and review for them the class discussions of
each situation.

I1f you have spent time discussing the two prob-
lem situations presented in Item III on Day 5,
give students the option of choosing one of
those as the basis for their role play.

Also give students the option of creating their
own co-worker conflict situations, similar to
or different from the types of problems pre-
sented in class. If they choose this option,
they should role play how the conflict origi-
nates, as well as working toward a positive
resolution.

_lo_
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B. If you have videotape cquipment, have the pairs
take turn videotapina and playing back their
role plays. 1f you do not have this equipment,
have the pairs take turns presenting their role
plays to the rest of the class.

Lead a discussion of each role play, focusing
on positive, nonhostile resolutions to the con-
flicts. List the conflicts and positive reso-
lutions on the board if you like. Summarize :
the discussions.,

NOTE: If you have additional time, the activities for
Days 1-6 could be expanded to give students
more practice at role playing positive resolu-
tions to the conflict situations presented on
the Lesson and Discussion Tapes. Rather than
have students role play only one situation from
the Lesson Tapes, and one from the Discussion
Tapes, you couvld have them role play resolu-
tions to each conflict situation presented (or
create and resolve their own conflict situa-
tions, similar to the types of problems pre-
sented in each case).

DAY 7

Materials Required: Chalk and chalkboard
Filmstrip and cassette tape for "haz -
Trouble At Work
Filmstrip/sound projector or filmstrip projector and
cassette

" from

Teacher Preparation: (1) Familiarize yourself with the material to be pre-
sented. Read the Introduction in the Discussion
Guide for Troubie At Work.” Also read synopsis
(p. 5) and filmstrip script (p. 20-23) for "Hazing"
in that Discussion Guide. Preview the filmstrip.

(2) Make sure you have available all of the required
materials.

(3) Arrange to have the use of a filmstrip projector
and cassette tape player for today's class, and
make sure you know how to run them. .

30 minutes I. A. Show the filmstrip "Hazing" (running timz
8 minutes).

B. Lead a discussion of the questions for "Hazing"
on p. 8 of the Trouble At Work Discussion
Guide. Also use the '"Suggested Discussion
Questions for Module Five'" included in this
guide on p. 29. Write on the board any points
you wish to highlight.

_11..
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I1. Divide the class into pairs or slightly larger
gfoups and have cach group plan and practice a role
play with begins where the filmstrip ended, and
continues through a positive, nonhostile resolution
of the problem presented in "Hazing." Tell them
that they will be videotaping or presenting their
role plays to the class the next day.

NOTE: There will be "waiting time" tomorrow for students,
resulting from taking turns videotaping role plays
and achieving Objective 1. You might want to ask
students if there are any particular Job Survival
Skills materials they would like you to bring to- .
class tomorrow for them to work with during their
"waiting time."

DAY 8

Materials Required: Chalk and chalkboard
Discussion Guide for Trouble At Work
Videotape equipment if available
Additional Job Survival Skille materials for students to
vork with during "waiting time”" (see I. B. below)

Teacher Preparation: (1) Familiarize yourself with the lesson plan for today.

(2) Make sure you have the required materials and
equipment available.

(3) Arrange for the use of videotape equipment today.
Make sure you know how to run the equipment or
arrange to have another staff member on hand to run
the equipment.

40-45 minutes I. A. Have student groups take turns videotaping and
playing back, or presenting to the class, the
role plays they worked on yesterday to resolve
the conflict presented in "Hazing." Lead a
discussion of each group's svggested resolu-
tion. Focus the discussion on positive, non-
hostile solutions. Write on the board any
points you wish to highlight. Summarize the
discussion.

B. While the groups are taking turns videotaping

their role plays, have individual students com-

. plete the requirements of Objective 1 as speci-
fied on p. 1 of this guide. Students may
select any one of the co-worker conflict situa-
tions presented in class since the beginning of
Module Five. Remember to record which students
achieve the Objective.




Tell students who are not videotaping or work-
ing on Objective 1 to choose from the addi-
tional Job Survival Skills materials you
brought to class today, and to work with those
materials during their "waiting time."”

NOTE: If you do not have the use of videotape equip-
ment, students will be presenting their role
plays to the class one right aftar the other,
and there will nel rve "waiting time" during
wvhich students can work on completing the
Objective 1 requirements. You may n~ed to
extend Day 8 activities into another day-in -
order to have time for all students to achieve
Objective 1.

'
(Optional) I, A. You may want to extend the role playing for one
‘ or more daye by using one or more of the varia-
tions suggected in points 3b, ¢, d, and 4 on p,
12-13 in Trouble At Work Discussion Cuide.

B. You could also invite local or other employers
to come to c¢lass and discuss the types of con-
flict situations they have observed among
co-workers, and positive ways of resolving
those conflicts.

DAY 9

Materials Required:. Chalk and chalkboard

Lesson Tapes 5 ("Don't Blow Your Cool") and 8
("Supervisors Are Human, Too"} from On The Job

Cassette tape player

Instructor's Guide for On The Job

Student Record Books for On The Job (one for each
stuient)

Paper and pencils for students

Teacher Preparation:. (1) Familiarize yourself with the marerial to be
covered. Listen to Lesson Tapes 5 and 8.

{(2) Make sure you have available a cassette tape player
vhich you know how to operate.

(3) Make sure you have available all of the other
requited materiels.

5 minutes I. A. Point out to students that for the past geveral
days they have been working primarily on
resolving problem situations with co-workers.
Tell them that the focus of the next several
days' activities will be on resolving conflict
gituaticns with supervisors.
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'35-40 minutes I. A.

Hand out thé On The Job Student Record Books,A

Remind students that they have listened to On
The Job tapes before, and that they are to
write down their answers to the questions asked
on the tape, Have them write their answers in
the Student Record Books o»r on a separate piece
of paper, whichever you prefer. Remind them
that their papers will ant be graded, but
ansvering the questions will help them learn
the material. :

Tell students that the tape they are about to
hear deals with how to handle yourself when -
someone gives you a hard time. Play Lesson
Tape 3, '"Don't Blow Your Ceel" (running time 16
minutes). While the tape plays, write on the
board the main points emphasized by the nar-
rator. Also take brief notes on the situations
presented, to use in discussing the material.

If you like, allow students to ask you to stop
the tape at any point for questions and discus-
sion; or you may want to stop the tape to
emphasize certain points.

When the tape is finished, review with students
the main points you wrote on the board, and
lead any discussior required. Ask students how
they would handle each of the situations pre-
sented on the tape. Also ask students if any
of them have ever been in situations similar to
those presented on the tape, and if so, how
they handled them. (Students may write down
their experiences and give you their papers for
discussion anonymously if they wish.) Keep the

-discussion focused on positive, nonhostile ways

of handling the various conflict situations.

Tell students to think about how they might
role play resolutions to the conflict situa-
tions presented on the tape or from their own
experience.

If time allows, play Lesson Tape 8, "Supervi-
sors Are Human, Too" (running time 10 min-
utes). Introduce this tape by explaining that
it shows the boss's side of the picture in
problem situations. Again, write on the board
the main points emphasized, and take notes on
the situations presented, for use in discussing
the material. Follow the discussion procedures
outlined in B. and C above,
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DAY 10

Materials Required:

Teacher Preparation:

DAY 11

Materials Required:

45 minutes - -

E. Collect the Student Record Books.

Chalk and chalkboard

Lesson Tapes 6 ("The Magic Words that Get You Fired")
and 7 ("Excuses") from On The Job (also Lesson Tapzs 8,
"Supervisors Are Humzn, Too" if you did not get to it
on Day 9). ‘

Cassette tape player

Instructor’s Guide for On The Job

Student Record Books for On The Job

Paper and pencils for students e

(1) Familiarize yourself with the material to be
covered. Listen to Lesson Tapes 6 and 7.

(2) Make sure you have available a cassette tape player
which you know how to operate.

(3) Make sure you have available all of the other
required materials.

1. A. Hand out the Student Record Books.

B. If you did not have time yesterday to play or
discuss Lesson Tape 8, "Supervisors Are Human,
Too," do so now, following the procedures in
II. L. of Day 9.

C. Play and discuss Lesson Tape 6, '"The Magic
Words that Get You Fired" (running time 12 min-
utes) following the procedures in II1. A.-C. of
Day 9. Introduce the tape by explainimg that
it deals with the type of thing you should
never say to a boss.

D. If time allows, play and discuss Lesson Tape 7,
"Excuses” (running time 13 minutes) following
the procedures in II. A.-C. of Day 9. .Intro-
duce the tape by explaining that it discusses
the right kind of excuse to give, and the kind
that will only get you in trouble.

E. Collect the Student Record Books.

Chalk and chalkbcard
Lesson Tapes 11 ("Stick Up for Your Rights') and 12

("Premotions") from Cn The Job (also Lesson Tape 7,
"Excuses" if you did not get to it yesterday).

-15-
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Teacher Proparation:

45 minutes

DAY 12

Materials Required:

Teacher Preparation:

Cassette tape player .
Instructor's Guide for On The Job
Student Record Books for On The Job
Paper and pencils for students

(1)

(2)

(3)

Familiarize yourseif.with the naterial to be
covered. Listen to Lesson Tapes 11 and'12.

Make sure you have available a cassette type player
which you know how to operate. :

Make sure you have available all of the other
required materials. : .

A. Hand out the Student Record Books

B. If you did not have time yesterday to play or
discuss Lesson 7, "Excuses," do so now,; follow-
ing the procedures in IIL. A.-C. of Day 9.

C. Play and discuss Lesson Tape 11, "Stick Up for
Your Rights" (running time 13 minutes) follow-
ing the procedures in II. A.~-C. of Day 9.
Introduce the tape by explaining that it deals
with fair and unfair gripes——the kinds a2 boss
will and will not listen to.

D. If time allows, play and discuss Lesson Tape
12, "Promotions" (running time 12 minutes) fol-
lowing the procedures in IIL. A.-C. of Day 9. '
Introduce the tape by explaining that it dis-
cusses things a company takes into account when
it gives promotions.,

E. Collect the Student Record Books.

Chalk and chalkboard

Legson Tapes 13 ("Giving WNotice") and 14 ("The Fast
Exit") from On The Job (also Lesson Tape 12,
"Promotions" if you did not get to it yesterday)

Cassette tape player

Instructor's Guide for On The Job

Studeut Record Books for Onm The Job (one for each
student)

Paper and pencils for students

Your notes on the conflict situations presented in
‘Lesson Tapes 5-8, and 11

(1)

Familiarize yourself with tht material to be
covered. Listen to Lesson Tapes 13 and 14 from On

The Job.
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45 minutes

DAY 13

Materials Required:

Optional, if you
did not get to

(2) Make sure you have available a cassette tape plaver
which you know how to operate.

(3) Make surz yod'havé available all of the other
required mate ;ials,

I. A.

B.

-Day 9.

Hand out the Student Record Books.

1f you did not have time yesterday to play or
discuss Lesson Tape 12, “"Promotions," do so
now, following the procedures in II. A.-C. of

Although you want to encourage students to try
to resolve conflicts rather than quit their
jobs when probleums arise, you might want to
point out that leaving 'a job is sometimes the
only positive resolution available.

Play and discuss Lesson Tape 13, "Giving
Notice” (running time 14 minutes) following the
procedures in II. A.-C. of Day 9. Introduce
the tape by explaining that it discusses tips
to help you when you decide to change jobs.

If time allows, play and discuss Lesson

Tape 13, "The Fast Exit" (running time 14 min-
utes) following the procedures in II. A.-C, of
Day 9. Introduce the tape by explaining that
it discusses the wrong way to leave a job.

Five or ten minutes before the end of class,
tell students that they will be doing role
playing in class tomorrow (with videotaping, if
equipment is available). Review for students
the supervisor conflict situations presented on
Lesson Tapes 5-8, and 11, using the notes you
took. Give students a homework assignment of
thinking of possible role plays to begin where
the Lesson Tape situations end, and to continue
for a few more minutes to positive resolutions
of the conflict. ‘

Collect the Student Record Books.

Chalk and chalkboard

Your notes on the conflict situations presented in Lesscn
Tapes 5-8, and 11}

Videotape equipment if available

Lesson Tape 14, ("The Fast Exit") from On The Job

Instructor's Guide for On The Job

..17_
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Lesson Tape 14
yesterday.

Teacher Preparation:

45 minutes

Student Record Books for On The Job
Paper and pencils for students

(N
(2)

(3)

(4)

1I.

Familiarize yourself with today's lesson plan.

Arrange to have use of videotape equipment today if

possible, and make sure you know how to operate
it. Or arrange for another staff member to be on
hand to run the equipment,

Arrange for the use of a cassette tape player if
necessary.

HMake sure you have available all of the other
required materials.

A. If you did not have time yesterday to play or
discuss Lesson Tape 14, "The Fast Exit," hand

out the Student Record Books and play the tape
now. Follow the procedures in II. A.-C. of Day
9. Collect the Student Record Books at the end

of the discussion.

A. Divide students into pairs, If there is an
uneven number of students, work with one stu-
dent yourself or have three students in oue

group. Have each team choose one of the gsitua-

tions presented on Lesson Tapes 5-8, and ll.
Give them 5-10 minutes to plan and practice a
role play, taking up where the tape situation
ended, and proceeding for a maximum of 5 min-
utes to a positive resolution of the conflict
presented.

Also give students the option of creating their

owa supervisor conflict situation, similar to
or different from the types of problems pre-
sented on the tapes. If they choose this

option, they should role play how the conflict

originates, as well as working toward a posi-
tive resolution.

B. If you have videotape equipment, have the pairs

take turns videotaping and playing back their

role plays. If you do not have this equipment,
have the pairs take turns presenting their role

plays to the rest of the class.

Lead a discussion of each role play, focusing

on positive, nonhostile resolutions to the con-
flicts. List the conflicts and positive reso-

lutions on the board if you like. Summarize
the discussion.

_18_
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/ DAY 14

, Materials Required Chalk and ckalkboard
i : (Optional, if ycu di d not finish- all the role plays
yesterday) :
Videotape equipment if available ’
Discussion Tapes Al, B, B2, C, and D from On the Job
© Instructor's Guide for. On The Job

Cassette Tape player ) 4

- Teacher Preparafion: (1) Familiarize yourself with today's lesson plan. A~

LN
: . (2) Decide which of the following Discussion Tape Situa-
- tions you want to present to the class during the
next two or three days. Allot 20 minutes for play-
ing and discussing each situation you chcoose. To
help you decide, read the descriptions, "Points to
Listen For," and "Suggested Discussion Questions"
for each, found on pages 8-21 of the On The Job !
Instructor’s Guide. Also listen to the tape

situations: ,
4
Discussion Tape Situations :
Al A ~ The Extra Work Assignment i
C - Do it Our Way
; Bl A - Why Were You Late?
B - The Wrong File
C - Getting Fired
B2 A ~ That's Part of Your Job
B - You'd Better Get Up on Time!
C - Too Many Days Absent
c B - The Coffee Break
C - The Man Who Didn't Follow
"~ the Safety Rules
D - Boss, I Found a New Job!

A
B - Asking Fer a Promotion
C - Do You Think I Should Quit?

- ' (3) Make sure you have a cassette tape player available
(and videotape equipment if you need to finish the
role plays from yesterday). Make sure you know how
to run the equipment.

(4) Make sure you have avallable all the other required
materials.

45 minutes . I. A. If you did not have time yesterday to finish
all of the role plays and discussion, do so now.

B. Introduce the Discussion Tapes by telling students
that the tapes contain dramatizations of conflict
situations which the new employee may encounter
with supervisors.
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" DAY 15

Materials Required:

Teacher Preparation:

45 minutes

"C.. Follow this procedure for each Discussion Tape
situation you have chosen to present to the
classs :

10

Read to students the description of the
situation, write on the board the "Points
to Listen For," and tell students to lis-
ten for these points as the tape plays.
(The descriptions and "Points to Listen
For" in each situation are found on p.

8-21 of the On The Job Instructor'g Guide.)

Play the tape situatiou.

Lead a discussion of the situation, using
the "Suggested Discussion Questions” given
for it in the On The Job Instructor's
Guide, p. 8-21. If necessary, prompt stu-—
dents with the possible answers given in
the: Suide, but try to use those answers
only to get discussion started, not as the
“right" or "only" answers. Also use ques-
tions from the list of "Suggested Discus-
sion Questions for Module Five," found on
p. 29 of this guide. Write on the board
any points you wish to highlight. Focus
the discussion on positive, nonhostile
ways to resolve the conflict situations
presei.®ed.

Tell students to think about how they
might role play positive, nonhostile reso-—
lutions for each confliet situation.

Chalk and chalkboard

Discussion Tapes Al, Bl, B2, C, and D from On The Job
Instructor’s Guide for On The Job

Cassette tape player

(1) Familiarize yourself with today's lesson plan.

(2) Make sure you have available a cassette tape
player which you know how to operate.

(3) Make sure you have available all the other required
materials.

I. Continue with the supervisor conflict situations on
the Discussion Tapes, following the procedure
described in I. C. for Day l4.
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NOTE:

II.

. that the person was not at fault.)

(1f you do not get through as many of the Discus-
sion Tapes as you would like, continue with them
tomorrow.) -

If you have additionzl time or want to vary the
activities by substituting something different for
one or more of the On The Job tape situations, pre-
sent and lead a discussion of the following problem |
situations. From interviews conducted with CYA i
parolees, by CYA Job Survival Skills project staff,
these emerged as typical problems with supervisors:

Situation 1: false accusation ..o .

pessered

Several parolees told of situations in which they
were suspected or accused cf stealing monéy or
goods from their place of work. If cash registers
were short at the end of the day, or if certain
stock had disappeared, and particularly if the boss
or co-workers knew that the worker was an
ex-offender, he/she would o“ten be questioned about
it. How the worker handled this situation (both
emotially and verbally) often determined whether
the job was kept or lost. (Of course, this assumes

Situation 2: boss asks you to do tasks which are
not among your formal job duties

There are two varieties of problems here. Ouzne was
when employers were actually taking advantage of
the worker, and were frequently asking him/her to
do tasks that were part of higher-paid positions.
(E.g., one young man in San Jose was hired at mini-
mum wage to do clean~up work at an auto body shop.
His boss began to ask him to sand fenders and do
the more skilled work, for which he should have a
higher wage.) This is a difficult situation for a
new worker to handle in an effective and self-
respecting way.

The secoud type of situation is when a worker is
asked to do a task which she/he feels to be
"beneath" his/her job title. For example, a cash-
ier in a store might be asked to sweep the floors
or wash out the garbage cans. A number of ques-
tions arise from this situation: What would happen
if the worker refuses any such attempt? How much
of this type of work is "too much," that is, before
a complaint is justified? What do you say to a
boss if you feel she/he is making too many such
requests? '
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T DAY 16

Materials Required:

Teacher Preparation:

45 minutes

Situation: 3 quitting N

‘The job is unbearable, or perhaps you are going

back to school or taking another job. How do you
gracefully quit, and still stay "in good" with the
employer and keep him/her as a good reference?
(Some interviewees; we suspected, found ways of
getting fired rather than being more honest and
strategic by quitting. Some didn't know how ‘to
quit.)

Chalk and chalkboard
Instructor's Guide for On The Job
Videotape equipment if available

(1
(2)

(3)

Familiarize yourself with today's lesson plan.

Arrange to have the use of videotape equipment
today is possible. Make sure you know how to oper-
ate it, or arrange to have another staff member
available to run the equipment.

Have the other required materials available.

A. Divide students into pairs. If there is an
uneven number of students, work with one stu-
dent yourself or have three students in one
group. Have each team choose one of the Dis-
cussion Taps situations preseanted in class,
related to conflicts with supervisors, and
spend 5-10 minutes planning and practicing a
role play, taking up where the tape situation
ended, and proceeding for a wmaximum of 5 min-
utes to a positive resolution of the conflict
presented. If students need their memories
refreshed on the details of any of the situa-
tions, read to them the correspounding descrip-
tion from On The Job Instructor's Guide.,

If you spend time discussing the three problem
situations given in item II. on Day 15, give
students the option of using one of those as
the basis for their role play.

Also give students the option of creating their
own conflict situation between employee and
supervisor, similar to or different from the
types of problems presented in class. If they
choose this option, they should role play how
the conflict originates, as well as working
toward a positive resolution.

iy




NOTE:

DAY 17

Lead a discussion of each role play, focusing

‘on positive, nonhostile resolutions of the con-

flicts. List the conflicts and positive reso-
lutions on the board if you like. Summarize
the discussions., .

You can increase or decrease the number of days
you spend on the activities described for Days
9-16, by increasing or decreasing the number of
On The Job tape situations you cover in class)
and the amount of role playing.

Materials Required: Chalk and chalkboard L
: : Filmstrips and cassette tapes for "Failing to
Communicate" and "Absenteeism" from Trouble At Work
Discussion Guide for Trouble At Work
Filmstrip/sound projector or filmstrip projector and
cassette tape player

Teacher Preparation: (1) Familiarize yourself with the material to be pre-
sented. Read the synopsis (p. 6) in the filmstrip
script (p. 27-31) for "Failing to Communicate" in
the Trouble At Work Discussion Guide, and the
synopsis (p. 6-7) and filmstrip script (p. 33-39)
for "Absenteeism" in that Guide. Preview both
filmstrips.

(2) Make sure yoﬁ have available all of the required
materials. '

(3) Arrange to have the use of a filmstrip projector
and cassette tape player which you know how to
operate.

20 minutes I. A.

20 minutes I. A.

Show the filmstrip "Failing to Communicate"
(running time 5 minutes).

Lead a discussion of the questons for "Failing
to Communicate'" on p. 8-9 of the Trouble At
Work Discussion Guide. Also use the '"'Suggested
Discussion Questions for Module Five" included
in this guide on p. 29. Write on the board any
points you wish to highlight.

Show the filmstrip "Absenteeism" (running time
6 minutes)

Lead a discussion of the questions for "Absen-
teeism" on p. 9-10 of the Trouble At Work Dis-
cussion Guide, plus the questions on p. 29 of
this guide. Write on the board any points you
wish to highlight.
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5 winutes

DAY 18

Materials Required:-

Teacher Preparation:

45 minutes

III.

Give students a homework assignment of thinking of
possible role plays for each of the filmstrips, to
begin where the filmstrip ends and to coatinue
through a positive, nonhostile resolution of the
conflict situation presented.  Tell them that they
will be doing role plays for the filmstrips
tomorrow.

Chalk and chalkboard

Discussion Guide for Trouble At Work

Videotape equipment if available v

Any On The Job Discussion Tape you did not have time to
cover in class (see Day 14), or additional Job Survival
Skills materials for students’ reference during
"waiting time'
(See I. C. below)

Cassette tape player

()
(2)

Familiarize yourself with today's lesson plan.

Make sure you have the required materials and
equipment available. Maker sure you know how to
run the videotape equipment, or arrange for another
staff member to run it.

A.

Divide the class into groups of two. If there
is an uneven number, work with one student
yourself, Tell the groups to choose one of the
filmstrips they saw yesterday, and to spend
5-10 minutes planning and practicing a role
play to begin where the filmstrip ended and to
continue through a positive, nonhostile resolu-
tion of the filmstrip's conflict situation. If
necessary, refresh their memories on the
details of the filmstrip situations by reading
or paraphrasing the synopses in the Trouble At
Work Discussion Guide. Tell students to modify
the characters as necessary (e.g., both charac-
ters in "Absenteeism" are women, so tell male
students to role play men in thuse parts).

Have the groups take turns videotaping and
playing back their role plays, or presenting
them to the rest of the class.

Lead a discussion of each group's suggasted
resolution. Write on the board any poiants you
wish to highlight. Keep the discussion focused
on positive, nonhostile resolutions. Summarize
the discussion.’
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C. - While the groups are taking turns videotaping their role plays,
have individual students complete the requirements of Objectiva 2,
.as specified on p. 1 of this guide. Students may select any one
of the employee/supervisor conflict situations presented in
class. Remember to record which students achieve the objective.

NOTE:

(optional) (I. A.

DAY 19

Tell students who are not videotaping or work-
ing on Objective 2 to choose from On The Job
Discussion Tapes you brought to class today, or
from the other Job Survival Skills materials,’
and to work with those during their “waiting
time." :

If you do not have the use of videotape equip-
ment, students will be presenting their role
plays to the class one right after the other,
and there will not be "waiting time" during
vhich students can work-on completing Objective
2 requirements.- You may need to extend today's
activities into another day in order to have
time for all students to achieve Objective 2.
Also, if you do use videotape equipment, you
may need more than one day's class time to
tape, play back, and discuss all the role plays.

1f you have additional time, you could have
students role play resolutions to both film-
stiip situations ("Failing to Communicate" and
"Absenteeism").

You could also provide more opportunities for
role playing by using one or more of the varia-
tions suggested in points 3b, ¢, d, and 4 on p.
12-13 in the Trouble At Work Discussion Guide.

To give a more "real world" feeling to the
topic of employee/supervisor conflicts, you
could invite local or other employers to come
to class for individual or panel discussions of
the types of employee/supervisor conflicts they
have experienced, and positive, nonhostile ways
of resolving those conflicts. This would be
useful in helping students look at conflicts
from the employer's point of view.

Materials Required: Chalk and chalkboard
How To Get A Job And Keep It (copies for yourself and

each student)
Papers and pencils for students




Teacher Preparation: (1) Familiarize yourself with todéy's lesson plan and
the materials to be presented.

'(2)- Make sure you have available all of the required
materials, . R :

15 minutes I. A,
B.

II. A,

B.

Hand out copies of How To Cet A Job And Reep It
to students. Have them read, or you read to
them, the "Tips oa Your First Day on the Job'
on p. 49 in that book. Lead any discussion

‘required.

Have students read, or you read to them, -"Keep—
ing Your Job" and "Why People Lose Their Jobs"
on p. 54~55 in How To Get A Job And Keep It.
Emphasize sections. Lead any discussion
required.

Tell students to think about jobs they have
held in the past, or jobs they might held in
the future. Give them a few minutes to think
about and jot down notes on: 1) problems they
had on the job (e.g., getting to work on time,
finishtng assigned work, being asked to do work
which they felt was not their responsibility);
2) actions they could take %o help them avoid
or overcome each problem; and 3) how each
action is likely to help them avoid or overcome
the problem. Write those three points on the
board for students' reference as they work.
Tell students who have not worked before to
think about problems they think they might have
once they do start to work, as well as actions
to avoid or overcome them.

Ask for student volunteers to describe the fol-
lowing for the rest of the group:

1) One to three of the problems they had on
the job or think they might have on the job

2) An action they could take to help “hem
avoid or overcome each problem.

3} How each action is likely to help them
avoid or overcome each probleca.

Students may write dowm their responses and
hand in their papers to you for anonymous dis-
cussion if they prefer.

Lead a discussion cf each problem and action
presented. Keep the discussion focused on
positive actions which can help students meet
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S minutes

DAY 20

Materials Required:

Teacher Preparation:

15 minutes

III.

their job responsibilities and avoid conflict-
causing situations. Remind students of positive
actions discussed in other Job Survival Skills
materials (e.g., On The Job Lesson Tape 5, "Don't
Blow Your Cool," provides suggestions on dealing
with supervisors in a positive manner). Write on
the board any points you wish to highlight.

Use the following procedure to have students meet
the requirements of Otjective 3, as specified on
p. 1-2 of the guide.

Tell students that Objective 3 requires them-to -
develop a Personal Action Plan describing: 1)
three actions they would take to help themselves
adjust to a new working environment, and 2) ‘how
each action ir likely to help them make that
adjustment. Give them a homework assigmment to
thionk of st least three actions, which they plan to
take when they start their next job, to help them-
selves adjust to their new working environment,
their co-workers, and their supervisors. Also tell
them to think about how each action is likely to
help them meet their responsibilities on the job
and to avoid conflict-causing situations.

Tell students to complete the homework assignment
in writing, or to plan how they will describe their
Perscnal Action Plan orally tomorrow (to you or
into a tape recorder).

Chalk and chalkboard

Tape recorder

Notes you have taken on points emphasized in Modules One
through Five

_ Additional Job Survival Skills materials for students’

reference during "waiting time" (See I. below)

1

(2).

(3)

Familiarize yourself with today's lesson plan.

Review the material covered in Modules One through
Five. Take notes on points to emphasize during
class review of the Job Survival Skills Program.

Hake sure you have the required materials available. -

Have students hand in to you their Personal Action
Plan if they completed last night's homework
assignment in writing. Give students vho did not
complete their Personal Action Plan last night the
following options:




c;an PIéﬁ in writing

"2) »Descrlbe ‘the components . of. thelr Personal
: Actlon Plan orally to. you now. .

'Descrlbe the”components of “their Personal
Action Plan orally into ‘the’ apevrecotder now,
A3;£or you o llsten to later :

. thchever Optlon students choose,‘make sure that
vthelr Personal Action Plan’ degcribes: 1) three
actions they would’ take €o. help themselves ad just
‘to a uew working env1roument, and 2} how each

EFRecord whlch students:achleve ObJectlve 3. Returm
;»the written’ papers to 'tudents‘fo thelr future
. teFerence,A..: : :

If there‘is "waiting time" while students take
turns describing their Personal Action Plans orally
to you or into the tape recorder, have the work

- with the-additional Job Surv1va1 Skllls materials

~ you br0ught to class today.»

I, Review. w1th studeuts the materlal covered in Mod-
. . " ules One through Flve, and. -lead any dlSCuSSlon
‘Q;.requxred

You may want to revxewtthe’goal
.each module'

and‘bbjectives for

;Also rev1ew'the positive. resolutlons'pxesented and
discussed- during: Module Five-fo COﬂfllCtS wlth
‘co~workers and supervisors

rEmphaSLZe to-students ‘that™.th products they have
‘worked on;(e.g;;.fes ;-personal data sheet, Per-
'sonal’ Action Plan) will" beAuseful_materlals for
them to refer toiasi'necessary.w 2Ty they are job
jlhuntlng ot on-the JOb

flAsk students 1f thexe are any other poxntq they

-~ would like to, discuss”in addition’ to those you
;;ralsed durxng ‘the. review. -Discuss. any points they
- ralse, and answer any’ f1n31 questlons.

If necessary, contxnue'the review for another day.
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5.

nggested Discussion Questions for Module Five

What are the events that caused the conflict?
Describe the employee's point of view.

Why do you think the employee feels this way?
What is your opinion of the emplcyee's point of view and actions?

Describe the other person's point of view (employer, supervisor, co-worker).

..

Why do you think that person feels as she/he does?
What is your opinion of that person’s viewpoint and actions?

What would you do if you were the employee in this situation? Why?
What would you do if you were the other person in this situation? Why?
Dc you think the conflict had to get to the stage it did? Why or why not?

Can you think of ways the conflict could have been avoided?
Can you think of ways the conflict could be resolved in a nonhostiile manuner:






