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Thinking About the Future:

Job Opportunities in the
Milwaukee Labor Market
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Learning About the Milwaukee Area Job Market
To help you plan for jobs of Loday and the fUlure, we regularly contact Milwaukee area employers lO find

out what kinds of jobs they have available and what levels of education, training and experience are required.
This repon gives you a "snapshot" of jobs available the week of May 20, 1996, in the four counties where most

Milwaukee workers arc employed - Milwaukee, Ozaukee, Washington and Waukesha counties. In May 1996
Milwaukee area companies, governments and organizations reported openings for an estimated 18,687 rull­
time workers (where employees work at least 35 hours a week) and 10,570 jobs for part-time workers.

Looking at these jobs can give you an idea of what kinds of work you might consider when you enter the
labor market. You can also see the education and training requirements companies expect for their new
workers.
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Education and Training Make aDifference
To plan for your future in the labor force, you need to know where the jobs are and what kind of jobs are

available. There are many factors to consider when choosing a job. The most important question to ask is,

"Does this job help me achieve my long term goals?" Some other considerations in selecting a job include:

??? Does this job provide on-the-job training or experience that will help me in the future?

11? Is this work that will use my skills and abilities?

11? Will I have a chance to advance in this c~mpany if I do well?

11? Will this job help me save money (or give me the time I need) to go to school
for more education and training?

111 What benefits are available?

11? What is the atmosphere of the workplace?

11? Will I enjoy working here?

2



TYPICAL STARTING WAGES FOR MILWAUKEE AREA
FULL- TIME JOB OPENINGS: MAY 1996

For many jobs, companies require workers to have specific education and training. When we asked
employers what jobs they had available in May 1996 they told us first, that the majority of their job openings
required education, training or work experience beyond high schooL Secondly, they said that jobs for workers
with technical or college training usually paid more than jobs for workers with less education or experience.

While these wages are typical, each company decides the amount of pay to offer for job openings based
on many factors. These include the education and training required, skills needed to handle the job, the
amount of responsibility the worker has, the number of job seekers interested in this kind of work, and wage
contracts with current workers. Experienced workers usually make more money than employees just starting
in a field and most companies provide annual pay increases to their employees.

Did You Know?
~ Two out of every three college graduates use

computers on the job.

~ One out of every three high school graduates uses
computers on the job.

~ Only one out of every ten high school dropouts uses
computers on the job.

Ed~~gti'o~----- "
. . .

3



· Jobs Requiring Four or More Years of College
Companies and agencies looking for college graduates have a variety of jobs available throughout the

year. In May 1996, occupations in most demand were in computer work, engineering, teaching, nursing and
sales. Because these jobs require more education and training, they tend to show less turnover than lower­
skilled jobs.

jacqueline Sills-Ware and head flight nurse jim Singer scheduled tours of Flight for Life operations for student and
other groups. jacqueline, who earned a bachelors degree in allied health, returned to the University of WISconsin­
Milwaukee for a masters degree in order to increase her business skills.

The majority of jobs for graduates with afour­
year college degree or more offered at least
$14.00 an hour in starting pay.

$6.00­
9.99
6%

$14.00 or
more
71%
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FULL-TIME JOBS REQUIRING A FOUR-YEAR COLLEGE DEGREE OR MORE

GOBS WITH MORE THAN 50 OPENINGS IN MAY 1996)
.--- -.-. -.. - -. - .
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Students in UWM engineering courses learn to use "high-tech" equipment to test products. Companies will need more
engineers in order 10 remain competitive. to use new technologies, and to replace engineers who retire or move into
management or sales jobs.

Four Years of College 5



Jobs Requiring Tech~ical Training or Occupation Specific Experience
Most job openings require training after high school, a certificate showing that you have specific skills,

or previous on-the-job experience. These jobs usually pay higher starting wages and many offer opportunities
for advancement. When you enter the labor market, you will be competing with older workers who have lots
of on-the-job training and experience. You can improve your chances of being hired by going to a technical
college or trade school for training. Oftentimes the teachers at these schools have contacts with companies
and can serve as references for jobs.

Milwaukee Area Technical College receives 28 job requests for every graduate
in its one-year machine tool operations program.

6



$6.00­
9.99
52%

Less than
$6.00
5%

$14.00 or
more
13%

Half of the full-time jobs requiring an associate
degree, certification or occupation-specific
experience pay $9,00 or more an hour; and 13
percent pay $14,00 or more an hour. .

$10.00­
13.99
30%

$6.90
$10.34
$9.46
$7.32
$7.75
$8.50
$9.75
$9.36

:'$9;96":.

"$932
$8.48
$7.90
$8.27

$10.70
$7.39

$10.42
$7.90
$8.30

$11.48
$8.19

$9.48
'$7.43

$2.88+tips
$6.50+tips

$11.12
$10.43
$7.62

$12.60
$9.04

$10.96

": " "'$14.30 '
,-.--,.-,'.' ,- -- :-,.. ~--- - '" ,'-.- .: ':.' ~ .'-:

, ,.,;;,;:,':$11.65.: ~,::

~ r1tf44::~i:;i

::',$1
,"'$1 .

:; ::$12.75,;<
ini:9petator:s :\ ;>:',:~lt.61,: ',

ration' '·cr<",~~~.y~:.
, , .,' : $10~OO:'

$10;03' "
, $7.62,":'.

".~ . _,..; , ;<:':£/-;:~ . x·

Supervisors, food preparation and service
Child care workers
Waiters and waitresses
Hairdressers and cosmetologists
Protective service occupations
Truck drivers
Retail and wholesale trade laborers
Helpers. mechanics and repairers
Janitors and cleaners
Construction laborers

Driver-sales workers
, Supervisors and proprietors, sales
Sales support occupations
Sales workers, other commodities
Sales workers. motor vehicles and boats
Securities and financial services sales
Sales, other business services '
Insurance sales occupations

;- , -. - --. ',', -- ---.:~ ': - :'

'5etrettllies:: ,'. '. ,,': ' ", "
Book~eeper(ai;i;ouhting~ ciiiditirig'clerks

,'General office clerks '
"ReceptiOllists '
Information clerks

, Supervisors, general office
Bank tellers '
Supervisors.distr., scheduling, adjust clerks
Nursing aides '
Health record technologists and techniCians
Health technologists and technicians
Health aides, except nursing

This table shows full-time jobs requiring an associate degree. certifica­
tion or occupation-specific expelicncc for jobs with more than 50 open­
ings in May 1996.

------- --

Training Required~
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Jobs With No Experience Required
Most companies want to hire persons who have earned their high school diploma and gained some

specific work experience or training. There are a number of entry-level jobs available in today's labor market
where the company does not require technical training or occupation-specific work experience. In some cases
a high school diploma is required and in other cases the company will consider any applicants. The list on
page 9 gives you an idea of the kinds of entry-level jobs with more than 50 full-time openings in May 1996.

High school graduation has two immediate payoffs in the labor market. First, .it increases the number of
jobs available to you. Secondly, it opens up opportunities for post-secondary education and training.
According to U.S. Census Bureau studies, the gap between the earnings of high school dropouts and graduates
is widening over time.

EDUCATION: IT PAYS FOR THE REST OF YOUR LIFE , _

$5.000 $10.000 $15.000 $20.000 $25.000 $30.000

Yearly Earnings ABOVE High School Dropout

+$27.559

•••••••+$19.820

T

Education: It Pays for the Rest of Your Life

Associale Degree
I

Bachelo~s Degree -I

Maste~s Degree •••••••••••

--+-----+--+----+----+--i
$0

High SChool Dropout

High School Graduate •••

On average high school graduates
earn $5,928 more a year than high
school dropouts during their adult work
life, according to 1992 U.S. Census data.

Workers with college associate
degrees earn an average of $12,129 more
each year than workers who have not
completed high school.

Workers with a college bachelor's
degree earn an average of $19,820 more
a year than high school dropouts and
persons with master's and doctor's
degrees earn even more.
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ENTRy-LEVEL FULL- TIME JOB OPENINGS: MAY 1996

--- Less than
-"-...$6.00

. 40%

$10.00- Less than
13.99 $6.00

3% 14%

'--------

$10.00­
13.99

7%

$6.00­
9.99
83%

JOBS WITH No EDUCATION OR

EXPERIENCE REQUIREMENTS

In May 1996, only 14 percent oj Milwaukee
area jobs requiring high school graduation but
no experience paid less than $6.00 an hour,
compared with 40 percent ojjobs Jor workers
without a high school diploma,

JOBS REQUIRING HIGH SCHOOL GRADUATION,

BUT No EXPERIENCE

$6.00­
9.99
53%

. -:- ~ .<.: .__~-:;:..::-: ~-:'-.;::-~:;_t:.::::·~~;~~)::~-: ~.<_;-;-'-'-:;- f _~- ~:7-;---';:~:~·_F_::::-~.~;_I-: /"::'}::::>:\; ,.':-: -~.::_: .:: ~-~ ~-'::_:::>~:;_:,:::>:r:;::_;;j~~ ':(+: .:-~t:~:-~-:.i::--:' -.--: '~:.':'-:'>. ,:c.. '.;

· JQbs'YJ~th,Moi~;tha~\j(tOpeuings',:Typj~~1s.tarting 'Wage,',:> ~

:':MiliJ"R'''~angjJ 'ii :ei,1jaifdli1f •mach.frl:eQ' et~tqff :',;'$6.:02' ':"
i _~\~ji~oii¥¥il-4:«J~u!,~,.'_)'~,"~~' ,

GizrClge;~,(tseTVic~,sta~o~relqtt:d q~¢~pa#dris. '.... " ,',,$9:Qp;:·.;
,Freight,:sioik:~nd:njiif#r;ial~~n41~r.s.,,;:'::':<'<" $t25: ;' ~
,RooJers::;:;::?:;';'·':~x:r;'~:::~,t);;?,+:',' :' .: "t<"$8.od:
Helpers, mepianics 4n4 .repcrlrqS,":. .:: ." '$6.58 .

'. Paintets~ construction:andinaintenance'" :..' .... ',' $8.00.
Metaj an¥pr~tJc:processinfitiaeJtjne opirator~'~; :/": '$p.,5."O, .'
InspeCtors; tes#,an(igr~4efs:>':;;~~,):Y ': ,:' :,$6:95
Pressing'machineoperato':s:;:':~': '::"~' : ·..' '::,,$737 .

'. ~EfI~I~I;:{; ~+: .•.:;~. ".~: :'~:~';~!.g~;.!
Welfdre.selVice:aides'·,. .">:'$6.34'
Geriera1'ojfice:clerks-::;,;;;;';;' , " ' .'.; .. $p.QO '

, ,--,;-',,-;,' -~:" ':,.':.:--- .;'." ...-- :_~:-- ::" ~-:-::_;:-,r;_-':~~ ;' . .-". ,
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Who is Hiring and Why.. .
At last count, there were nearly 36,000 companies doing business in the four4 county Milwaukee area.

When we contacted a sample of these companies in May 1996, one out of every four companies reported that

they had at least one job opening! The number and type of jobs open vary all year long. A healthy growing

economy combined with fewer young adults entering the labor force has created a job shortage of full·timc and
part-lime workers in many skilled and unskilled occupations. In any given week a business may have job
openings for several reasons.

1. All companies need [0 replace current workers who leave for other jobs, rctire, or are fired. The

highest turnover is for jobs which have low pay. low status, few training requirements, and a

large number of young or part-time workers.

2. Growing companies expand and need more workers. Many job openings are in small and

growing companies. In fact, over half of the jobs available in the Milwaukee area are in
businesses with less than 50 employees.

3. Many job openings arc in service firms, su~h as hospitals and nursing homes, business offices,
and social service agencies. Service seeLor jobs arc in high demand for both full-time and part·

time employment. Health care occupations and security guards make up almost half of the
openings in this sector. Health care fields arc expanding in part because of the growing number
of elderly people and incrcased use of ncw medical technology to diagnose and treat hcalth
problems. The large number of jobs for security guards is due to high turnover in this field and

incrcased conccrn about crime and vandalism.

4. Retail trade jobs are in high demand for both full-time and part-time work in eating and
drinking places, auto dealerships and service stations, grocery slores, department stores, and

furniture and apparclstores. Restaurants make up one-third of full-time retail job openings and
almost 60 percent of part-time retail openings. Much of the demand in this field is due to high\

turnover of workers and a shortage of new labor force entrants. Also, families are eating out

more, especially at fast food restaurants.

5. Manufacturing companies show a high demand for full-time employees for both skilled and

unskilled workers. During the 1980's many factOry jobs were lost in Milwaukee County due to

worker layoffs and plant closings. These job losses were caused in part by national economic
recessions, the increased autOmation of work, movement of plants to other u.s. and overseas

locations, and changing consumer demand for products.

More recently, howevcr, employment in manufacturing has increased steadily, paniculady in the

outlying counties of Waukesha, Washington and Ozaukce countics. There is new demand for
the beuer paying jobs becausc of company growth, retirements of older workers, and a decreasc
in the number of new workers entering manufacturing. Workers are needed in Milwaukce area
companies manufacturing computer equipmcnt, printing and publishing materials, plastics,

fabricated metals and leather goods.

10



6. A large company is much more likely to have openings than smaller ones due to worker turnover
because of retirements, firings and persons leaving the company. Three-fourths of the area's
largest companies (with 250 or more employees) had job openings this spring, compared to 15
percent of the smallest companies (with less than 20 employees).

7. A small company is less likely to have job openings at any given time. However, as a group small
companies make up 83 percent of all companies in the Milwaukee area and have over a third of
job openings. These companies should be seen as an important source of employment. New
companies are always starting up and in many cases these companies are also hiring new
workers.

8. Some businesses have seasonal work. For example. construction work slows way down .in the
winter months. Department stores hire more workers when shopping increases over the year­
end holidays. Fast food restaurants often hire more students during the summer.

Creating Your Own]ob
Nearly 3,500 full-time and part-time job openings in May 1996 were in Milwaukee area companies with

fewer than five workers. Often these companies are started by talented individuals who like to work
independently. Examples of small businesses which are creating jobs for Milwaukee area workers include:

~ landscaping firms

~ painting contractors

~ building contractors

~ travel agencies

~ clothing shops

~ computer equipment stores

~ home furnishings stores

~ financial management firms

~ dance studios

~ automotive services

~ medical offices.

Creating Your Own Job 11



Location of Mihvaukee Area Job Openings
Employers with job openings are located throughout the Milwaukee area. About 25 percent of current

job openings are with companies, businesses and governments located in the City of Milwaukee. Another 35
percent of the jobs can be found in the Milwaukee County suburbs. Forty percent of jobs are available in
Waukesha, Ozaukee and Washington counties. Employers in these counties are reporting a number of entry­
level jobs that they are finding difficult to fill.

12
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Effective August 25, 1996
SoNlcoTo

Oakland
Kinnickinnic

Service Hours

PLANNING TRANSPORTATION TO JOBS , _

Bay Shore Mall Mon.· FrL
Village at WlUtelish Bay 4:30 AM • 1:30 AM
Village af Stlarewood
University of Wisconsin· Saturday
Milwaukee 4:30 AM • 1:30 AM
DownlClWn Milwaukee
City of St. Francis Sunday
Packard Plaza 5:00 AM • 1:DO AM
City of Cudahy
City of South Milwaukee

EXTENDED (limited) SERVICE
TO 5·" AMERICAN •

Sulljoct To CIIaIlge WIthout NoIIce.

FCII addlllonaJ Inlonnallon:

344·6711
8:00 /lJA • 10:1l0 PM Sun.• Sat.

+N

15 Oakland
Kinnickinnic

Since job opportunities go beyond the city boundaries
and the county bus lines, you may need to find creative ways
to get to jobs outside your neighborhood.

~ Pick up maps and schedules of bus routes to locate
job sites you can reach by Milwaukee County bus.

~ Think about getting a driver's license. Then, make
sure that you maintain a good driving record and
pay any parking or traffic fines.

~ Learn how to do routine auto maintenance work
yourself or with friends to reduce the costs of keep­
ing a car.

~ Most auto insurance companies offer lower rates for
students who get good grades in school.

~ If you don't have access to a car, find other workers
who commute to companies outside your neighbor­
hood.

~ Talk to the job Center-North or job Center-South
about "shared ride" programs or vans traveling to
companies in the Milwaukee area.

jobs involving driving cars, trucks or buses require a
valid Wisconsin driver's or chauffeur's license. In some cases,
like truck drivers, most employers also require workers to
have technical training or previous work experience. Typical
hourly pay for recent job openings ranged from $4.50 an hour
plus tips for part-time taxicab drivers and chauffeurs to
$10.37 an hour for full-time truck drivers.

\Vhere to Look 13



Hovv to Look for aJob
(or Find Out About Jobs You May Want in the Future)

This Spring over 18,600 full-time jobs and 10,500 part-time jobs were available in the Milwaukee area.
At the same time about 28,500 unemployed persons were looking for work and a number of employed workers
were looking for different jobs. In order to be successful, it is important to use a variety ofjob search strategies
and to contact employers throughout the Milwaukee area. Consider using at least seven methods of job­
hunting.

______________, CONTACT FRIENDS AND RELATIVE ABOUT JOB OPENINGS

The majority of job seekers will find a job through someone they know. Many companies post job listings
at work before advertising to the general public. Small businesses often look for new workers by talking to
people they know.

__________, REGISTER AT THE JOB CENTER FOR INFORMATION ABOUT JOB OPENINGS

The job Center-North (2800 W Capitol Drive, phone 871-6400) and Job Center-South (601 W. National
Avenue, phone 384-4000) offer computer listings ofjob openings. The job centers also have information about
job training and education programs to help you qualify for good paying jobs. Because these job centers work
with a large number of companies in the Milwaukee area, they can tell you about jobs outside your
neighborhood.

, READ THE WANT-ADS IN LOCAL AND COMMUNITY NEWSPAPERS

For jobs in your neighborhood, check out community newspapers, newsletters from community and
religious organizations, and notes posted at local stores. For Milwaukee area jobs, pick up a copy of the Sunday
Milwaukee journal Sentinel. If you are interested in finding out about jobs in another city or state, the
Milwaukee Central Library (814 W. Wisconsin Avenue) has newspapers from other parts of the country.

'( PLACE APPLICATIONS WITH EMPLOYERS THROUGHOUT THE MILWAUKEE AREA

You may apply directly with companies listed in the want-ads or phone book yellow pages. It's a good
idea to find out what kind of work the company does by talking to friends and neighbors, doing research at the
library, and reading the local newspaper. Many jobs are available in Waukesha, Ozaukee and Washington
counties and in the suburbs. If you don't have a car, call the Milwaukee County Transit System (phone 344­
6711) for information about the nearest bus routes. Call the job Centers about any vans or shared ride
programs to that area.

14



CONSIDER USING ATEMPORARY EMPLOYMENT AGENCY TO FIND WORK ,:..- _

Temporary jobs can help new workers gain work experience and sometimes lead to permanent work.
Some temp agencies will also help you assess your skills and offer short-term job training.

SURF THE INTERNET FaRlan OPPORTUNITIES , _

Listings of current job openings advertised in the want-ads of the Milwaukee Journal Sentinel are shown
on the Internet (http://www.adquest.com). Job openings listed with the Wisconsin job Service Offices can also
be viewed on the Net (http://jobnet.dwd.state.wi.usl). Changes in job requirements, pay rates, and types of
companies hiring workers in the Milwaukee area are reported on the University of Wisconsin-Milwaukee
Employment and Training Institute web site (http://www.uwm.edulDeptlETV).

You can learn more about career programs available through the Milwaukee Area Technical College on
the Internet (http://www.milwaukee.tec.wLusf). The University of Wisconsin-Milwaukee describes its
programs on the Net (http://www.uwm.edu).

S'snh~m:l<. &cmZIP 'ode (:::=J OR SEARCH BY CIty
l.il.oQkoo Imd State 8)

TOTAL AD. INTHIS SEClTON 2882

,""'dWo,d3odW...d21Word 1: aaehiroiat

SIlbc:"'SotT IL:.;Otf;:.:;''':..::...d ':"'-.....!=Iril

. r
THE EMPLOYMENT AND TRAHUNG

INSTITUTE

C.ulF.f.llS

Thb lite ia .1I:uw-er~' pap cnld.1I 1>1 S0IdI8.b Qd SdNae:rt to aid AIlS o~Uneo

Leamlne CtIl.t.er sftldtats iD. nseuchma caner,.

..
n,. EmrJo,=oo cdTnm"lllnJ1llu:e .£dl,1lMsIOI> ofOIIlt..ch ....4 COO1iouio8 E<lu<&li0ll
:&:tenAon loewe'S on 1he emptoymeu.d eduea:icn nnds cf1ow·_~and~oycd w:nken
in Wis,,,,,,,,,dltovah:

• &dreJCU'th ..,it
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The Part-Tillie Job Market
There were about 10,570 part-time jobs available in the Milwaukee area in May 1996. These jobs employ

workers for less than 35 hours a week and are sometimes temporary. The largest number of part-time jobs are
available with retail and wholesale trade companies (e.g. restaurants, department stores, grocery stores, supply
outlets) and in service work (e.g. hospitals, nursing homes, business offices, recreation and social service
agencies). Part-time jobs offer a chance for new workers to develop employment skills and to gain a "work
history." They may also lead to a job offer for full-time work. However, few part-time jobs offer health
insurance or year-round wages high enough to support an individual or family.

PART- TIME JOBS WHICH OFTEN Do NOT REQUIRE PRIOR
EXPERIENCE OR EDUCATION

," .. :...;.:.,.<- -.<

~~~~:i::1~~ili~!I~~c"~~~!¥2~f~rit;~
; Sales counterclerhs;,.,:.>':;::'::' '.",'; "';''';r;'' 'J~·P7:,:" i

:'. General offiC'e'de.rkf,;;~::;;;::.;~; .. : ,. . :;., ,;.,' ',; .$(j~OO :.
,:.' -: ,. '.:_~ ",;.' • , ~":" _,._' 'H-:·_.;:~_:,:_::::.,· ;.>~-~ ~__-:~-:;:::_;:_:::_\,._::~;

I; 'Jo~s.)\Iit .
F·,······
~::Food:col{
f::jMiscellane ara
FiKitthen wo~kers,J~o{{ prep;~. ,
;}Waiters and wciitresses;;·:~;2i;.;J~
:, Cooks ." ·.i:· ..·.i;<.>f.:;::·F:·
~'; Waiters·/waitresse~~:~s~ta~ts.
,. ,'Bartenders ,,,' . .

j :.- ';. '--:_~- :_:>-.. ---'-~>' '-"-.

Laborers ,; ::" ..
; "Janitors and clean ;:';>':~i;;:>:

,vehicle washers '.. , .' J~quipmint~l~a~~
Profective serviceoceuptit:{ons '::'.::. .' .."., :'. $5.:?O', .:
GuardS and.police•.pri;vat,e.,':.,:; :/" ;:~:·i .. :. ,:'I.,:;,'=, :;;:.$~.~.?,'t:. ;

.:Yr;;~i;:~~~~::i·;~~~ri~:;~J'~~l

Many students work part-time in fast food restau­
rants to help pay jar their college education.
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For Younger Workers: Securing aWork Permit .
Many youth begin working in their teens or earlier for people in their neighborhood - doing babysitting,

lawn mowing, leaf raking, snow shoveling or helping their parents on the farm. State laws regulate what kinds
of work youth can do and the hours they can work. For example, boys and girls ages 12 and up may be
employed as golf caddies, newspaper carriers, or selling magazines and other products door-to-door. The state
allows fourteen-year-oIds to work at camps, ball parks, restaurants, gas stations, grocery stores, schools and
retail stores. Sixteen-year-oIds may work as life guards, swimming instructors, and at many construction sites,
warehouses, and factories.

Students offered jobs by companies or organizations are usually required to obtain a work permit. You
can apply for a permit from your school office or from the Step Up Program. You will need proof of your age
(your birth certificate or baptismal certificate), your social security number, a written description of the job
offer from your employer, and written permission from your parent or guardian. Along with the work permit,
you will receive information on the number of hours you can work on school days, weekends and during the
summer.

MAXIMUM WORK TIME PERMITTED FOR YOUTH IN WISCONSIN

AGE:
Maximum Hours of Work 12-13 14-15 16·17-Daily:
School Days: Except Last School Day of the Week 4 hr. 4 hr. 5 hr.
Last School Day of Week and Non-School Day 8 hr. 8 hr. 8 hr.
Day During Non-School Week 8 hr. 8 hr. Unlimited

Weekly:
School Week 18 hr. 18 hr. 26 hr.
School Week less than 5 Days 24 hr. 24 hr. 32 hr.
Non-School Week 40 hr. 40 hr. 50 hr.

While part-time jobs offer you valuable experience and the chance to make money for yourself and your
family, doing well in school will payoff even more for jobs in your future. Often times your best job reference
will come from a high school teacher who can share information about your good study habits, success in
school and ability to get along well with others.

Work Permits 17



, Work Skills You Can Gain in School, Volunteer or Part-Time Jobs
Recently, the u.s. Department of Labor met with hundreds of employers, workers and supervisors to find

out what kinds of skills people need in today's work place. They identified a series of basic work skills - which
they call SCANS skills (after the Secretary of Labor's Commission on Achieving Necessary Skills). While many
companies need workers who have specific technical and academic skills, they are most interested in workers
who can cooperate on teams, allocate time and resources, process and evaluate information, understand
organizational systems, and apply technology to their work.

When you look at the skills that are important to employers, you will quickly discover that you can
improve many of your SCANS skills in school, at part-time jobs or through volunteer work in your community.
You may want to keep a checklist of skills you've gained and examples of your work.

Milwaukee students renovated an office and
two townhouses on W Lincoln Avenue. A
Bay View High School construction class
served as the main demolition and carpentry
crew and a Milwaukee Trade and Technical
High School class was in charge of plumbing.
The townhouse interiors were designed by
home economics students and the exterior
landscaping by a botany class. (Photo cour­
tesy of the Milwauhee Sentinel)
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WORKPLACE COMPETENCIES: INTERPERSONAL SKILLS

WORK ON A TEAM

D work cooperatively with others.
D contribute to group efforts with ideas,

suggestions, and effort.

TEACH OTHERS

D help others learn needed knowledge
and skills.

SERVE CUENTS/CUSTOMERS

D work with customers to satisfy their
needs.

D communicate with customers to
understand their expectations.

EXERCISE LEADERSHIP

D communicate your thoughts, feelings
and ideas to justify your position.

o persuade and convince others.
o responsibly challenge existing

procedures or policies.

NEGOTIATE TO ARRIVE AT A DECISION

D work toward agreements involving
exchange of resources,

D resolve divergent interests.

WORK WITH CULTURAL DIVERSITY

D work well with people from a variety of
ethnic, social or educational
backgrounds.

Examples:

You volunteer for a political campaign.
You help coach a sports team.
You organize a rock band or choral group.

You direct youth activities at a day care center or camp.
You train volunteers for an environmental project.

You organize a snow shoveling business.
You work as a volunteer receptionist at your religious
center.
You survey residents about a neighborhood issue.

You testify at a school board meeting.
You contact elected officials about legislation you
support.
You organize a neighborhood block club.

You help settle a dispute between your neighbors.
You serve on a peer mediation team.
You plan the family vacation.

You volunteer to work at ethnic festivals.
You help seniors at a local nursing home.
You participate in a citywide youth program.

SCANS Skills 19



WORKPLACE COMPETENCIES: TECHNOLOGICAL SKILLS

SELECT TECHNOLOGY

o judge which sets of procedures, tools or
machines, including computers and
their programs, will produce the desired
results.

APPLY TECHNOLOGY TO TASK

o understand the overall intent and proper
procedures for setting up and operating
machines, including computers and
their programming systems.

MAINTAIN AND TROUBLESHOOT
TECHNOLOGY

o prevent problems in machines,
computers and other technologies.

o identify problems in machines,
computers and other technologies.

o solve problems in machines, computers
and other technologies.

Students prepare a video produc­
tion as part oj a School-to-Work
Program with MATC.
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Examples:

You use consumer magazines to select the best
CD player or answering machine to buy.
You help your family figure out which long
distance phone company to use.

You use the Internet to communicate with people
in another state or country.
You install VCR equipment for a friend.
You produce a video for a local cable TV station.

You read the instruction manual on caring for a
furnace or appliance.
You learn how to maintain and repair an
automobile.
You volunteer to help younger students in the
computer lab.



Team work is as valued in the
workplace as it is in sports.

WORKPLACE COMPETENCIES: ALLOCATING RESOURCES

ALLOCATE TIME

D rank work activities in order of
importance.

D allocate time for activities.
D prepare a schedule of work activities.
D follow a work schedule.

ALLOCATE MONEY

D handle money responsibly.
D prepare a budget with costs and

revenues.
D keep good financial records.

ALLOCATE MATERIAL AND FACILITIES

D acquire, store, and distribute materials,
supplies and parts.

D allocate and use space efficiently.

ALLOCATE HUMAN RESOURCES

D assess the knowledge and skills of your
co-workers.

D divide up work responsibilities based on
people's abilities.

D prOVide feedback to others about their
work.

Examples:

You arrive at school and work on time each day.
You meet deadlines for your school newspaper
or organization's newsletter.
You establish the work schedule for a school
or community event.

You handle the cash register at work.
You keep an account of your income and
spending.
You develop a budget for the soccer team.

You maintain an inventory of work supplies.
You plan the family food budget for a week.
You set up garden plots on a vacant city lot.

You find ways to get along with different
personalities on your sports team.
You organize a fund-raising event for your
drama group.
You give your classmates feedback on their
writings and presentations.
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Curriculum Ideas for
"Thinking About the Future: Job Opportunities in the Milwaukee Labor Market"

Introduction

This booklet is designed to help students
use local labor market information and resources
in their career planning. The economy is
constantly changing because of new technology,
shifting consumer demands, international
developments and changing demographic trends.
This "snapshot" of the labor market is presented
to help students "learn how to keep learning"
about their community. We hope that students
will think about "making" as well as "taking" jobs
and work to develop career pathways that offer
expanding opportunities for challenging jobs
throughout their lifetimes.

Competency: Recognize the payoff for education
and training in the labor market.

1. Use the typical starting wages for full-time
job openings on page 3 to calculate annual
wages for each level of education and
experience required. Mostjobs arefor 40 hours
a week for 52 weeks. When jobs have high
turnover, e.g. door-to-door sales workers andjood
counter workers, persons may be employed for
fewer weeks during the year.

2. Encourage students to interview adult
workers about why they chose their present
job and what factors they think are important
in choosing a job. Rate how important job
satisfaction, social factors, recognition,
creativity and money were in the person's
career choice. Ask the students what they
think of the adults' choices.

Use the student findings to develop a class
list of important factors besides pay to
consider when choosing a career. Does
having more education and training help with
these factors?

3. Discuss why the jobs on page 7 usually
require technical training or on-the-job work
experience. Use a program catalog from the
Milwaukee Area Technical College or the
Occupational Outlook Handbook to determine
what kind of technical training would be
required for several of the jobs.

4. Ask students to consider the advantages and
disadvantages of jobs that require very little
experience or training.

Advantages may include that these jobs are easier
to obtain, often offer good pay for young people
just starting out, and are easy to learn.
Disadvantages include the higher turnover of
workers, pay rates that may not increase over time
because of the number of inexperienced workers
competingfor these jobs, less interesting work, and
more frequent layoffs.

One out oj every 8 high school dropouts in the
Milwaukee labor force is working in food
preparation and service. By contrast, only one out
ofevery 28 workers with a high school degree or
better is working in jood preparation and service.
(1990 U.S. Census)



5. Visit the local library or a school counselor's
office to review booklets detailing educational
programs available in the area. Discuss the
advantages of various programs, including
college, vocational training, on-the-job
training, and apprenticeship programs. Help
the students write a letter or phone for
information about educational or training
programs that interest them.

6. Discuss reasons why employers might prefer
to hire workers part-time (that is, less than 35
hours a week or for a limited number of
weeks) rather than full-time. Use the chalk
board to list the advantages and
disadvantages of part-time work.

Reading Review Questions
"Thinking About the Future: Job Opportunities in the Milwaukee labor Market"

1. Why would a company prefer to hire high school graduates rather than high school dropouts
for jobs that do not require special training? Which of the jobs listed on page 9 do you think
could lead to better paying, more interesting work if you were willing to work hard and learn
new skills? Which jobs do you think are "dead-end"?

2. What are factors companies consider in setting the wage and salary rates for new workers they
hire? Why do you think companies are willing to pay more for workers with college education?

3. Which job openings for college graduates on page 5 require knowledge of technology? What
high school courses do you think are important for these careers?

4. What are advantages of attending a technical college to gain training for jobs in high demand?
Identify jobs on page 7 that you think would require both classroom education and on-the-job
training.

5. List reasons why new jobs might be available in your community. For each reason, give an
example of a job that might be available. Why are some occupations in less demand?

6. Why do workers need access to a car or carpool to reach many job openings in the Milwaukee
area? What are the advantages of riding the bus or using a carpool when one is available?

7. Name methods you can use to find out about job openings in your community. What do you
think are the strengths and limitations of one of the methods you have named?

8. What are the advantages and disadvantages of part-time jobs? Why do you think some people
want to work part-time?

9. Give examples of jobs that young people may not have until they reach a certain age? Do you
think this fair? Why or why not? Why do you think the state requires teens to obtain a work
permit before starting a job?

10. Find several workplace skills on pages 19-21 that you already do well. What projects or
activities have you done that might convince an employer that you have this skill?



Competency: Describe where and how to get
labor market information.

Competency: Identify factors which influence
access to jobs.

1.

2.

3.

4.

5.

6.

7.

Encourage each student to identify a career
ladder in an area of interest (e.g. health,
computers, working with children, food
service). For example, in manufacturing a
student might consider jobs at entry-level
(assembler), requiring technical training
(tool and die maker), or a college degree or
more (industrial engineer). Arrange for
each student to "shadow" a worker in
his/her career interest area.

Invite a panel of local employers to discuss
career ladders available within their
companies. (Videotape the discussion to
share with other classes.)

Help students use the want-ads to find
interesting job openings, skill requirements,
wages offered, working hours, and how to
contact the company or agency.

Use the computer to access job openings in
the Milwaukee area through the Milwaukee
Journal Sentinel's listings (http://www.
adquest.com) or the Wisconsin Job Service
(http://jobnet.dwd.state.wi.us/jobnet) .

Help students prepare a map of places to
go for employment information. Sites
could include the local public library,
Milwaukee Central Library (for newspapers
from other cities), Job Center-North, Job
Center-South, a Wisconsin Job Service
office (from the government pages of the
phone book), and temporary employment
agencies (from the Yellow Pages).
Determine a way to get to these sites by
car or bus.

Map a bus or street route from each
student's home or school to at least six
work sites in the metro area.

Ask students to list a career that interests
them. Using local phone books, people
they know, newspaper articles and
resources in the library, find at least 5 area
companies or agencies that might hire
workers in this field.

1.

2.

3.

4.

5.

Arrange a one-day field trip of job sites
throughout the metropolitan area. At each
site ask employers why they are at that
location and where other branches of the
company are located. Ask what
transportation issues are important to the
company and its workers, e.g. securing
raw materials, reaching markets, how
workers commute to work, parking.

For one of the job listings tables in the
booklet, compare wages for jobs usually
held by women with those traditionally held
by men. Have students prepare graphs
which show wage differences for selected
occupations. Discuss the advantages to
companies in breaking down gender
barriers.

Organize teams of students to explore
strategies to increase employment
opportunities for youth. For example, one
team might prepare a report or videotape
on appropriate and inappropriate behavior
in a job interview. A second team might
collect information comparing travel time
and costs for car pools, vans and bus
transportation to jobs. A third team could
explore issues related to comparative
housing costs in neighborhoods in the
metropolitan area where jobs are in high
demand. A fourth team could develop a
plan to identify the "best" job opportunities
for high school students at your school and
how to access these jobs.

Discuss how housing and transportation
factors in the Milwaukee area make it more
difficult for some workers to find jobs and
to learn about job openings in the
metropolitan area. According to the 1990
Census, over 80 percent ofall African American
youth under age 18 residing in the 1,400 square
mile area of Milwaukee metro live in an a 25
square mile central city area.

Help students organize a job fair or career
awareness day to bring employers to your
school to talk about job opportunities and
future careers.



Competency: Use labor market information to
help develop career goals.

Competency: Identify resources available for
student job seekers.

4. Help students develop plans for a business
they could create to meet a consumer or
community need.

1.

2.

3.

The fastest growing occupations nationally
are personal and home care aides, home
health aides, systems analysts, computer
engineers, and physical and corrective
therapy aides. Occupations expected to
show the greatest numerical declines
include farmers, typists and word
processors, bookkeeping and accounting
clerks, bank tellers, and sewing machine
garment workers. Brainstorm why. Then
use the Occupational Outlook Handbook
(paperback or CD-ROM) to find the reasons
why the Department of Labor is predicting
these occupational shifts.

Discuss why a person would choose a
career area where there are few job
openings. How might people increase
opportunities in careers that interest them?

Discuss the concept of "labor market."
Ask the students to suggest where they
want to live after completing school (e.g.
remain in Milwaukee area, another city, in
a foreign country). Help students explore
job opportunities in that locale by using
want-ads from other cities, the Internet,
and letters to professional organizations>.

The U.S. Department of Labor defines a labor
market area as nan economically integrated
geographic area within which individuals can
reside and find employment within a reasonable
distance or can readily change employment
without changing their place ofresidence. n We
use the four counties of Milwaukee, Ozaukee,
Washington and Waukesha because they show
the strongest commuting panems. At the same
time, some Milwaukee workers commute to
Madison and even to Chicago, and many people
from Sheboygan County work in Ozaukee County
and vice versa.

In May 1996 over a third (38 percent) offull- and
pan-time job openings were in Milwaukee area
companies with fewer than 20 workers.

1.

2.

3.

Ask students to share their experiences
earning money in their neighborhood and
through part-time jobs. What have they
learned from these experiences?

Encourage students to build a "cumulative
resume" which includes the SCANS skills
they are improving through their school,
volunteer and part-time work experience.
Help students use the enclosed SCANS
checklists to record activities and projects
which are helping them improve their
workplace skills. See The Secretary's
Commission on Achieving Necessary Skills,
Learning a living: A Blueprint for High
Performance. A SCANS Report for America
2000 (U.S. Department of Labor, 1992)
from the federal bookstore, 297-1304.

Help students create a "Jobs Network"
chart to add to their portfolios. Encourage
each youth to identify 15·20 adults he/she
could ask about possible job openings at
their workplaces. (Include relatives,
neighbors, teachers, mentors, coaches,
club leaders, parents' friends, local
businesspersons, people from their church,
synagogue or mosque.) Help the youth
begin to expand this "Jobs Network" by
asking at least one of the adults on the list
to identify 5-10 additional contacts that the
student might call when looking for jobs.
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High Demand Jobs in Technical Fields
This is an exciting time to think about careers. Many Milwaukee area companies are looking for new

workers. Or, if you want to travel, there are jobs available in other cities, states and countries. While it is

possible to find employment right out of high school, you will have a greater choice of interesting careers and
higher pay if you complete college or technical training.

This booklet describes some of the exciting career pathways for students who complete one semester to

twO years of college training. It includes descriptions of 20 jobs that are in high demand by Milwaukee area
employers.

The college programs described in this booklet arc all offered at Milwaukee Area Technical College. You

can learn about many other careers for students completing one, two, four or more years of college by
contacting local colleges. viSiting your community or school library, browsing the Internet, reading local and

national newspapers, and seeking advice from teachers and other adults in the labor force.

_______---', COMPUTERS AND TECHNOLOGY

Microcomputer Specialisl 2

Industrial Engineering Technician 4

Electronic Technician 6



BUSINESS AND MANAGEMENT , _

Marketing Manager 8

Accountant 10

Environmental Services Manager 12
Retail Manager 14

HEALTH , _

Medical Assistant 16

Nursing Assistant. 16
Phlebotomist 16

SERVICES , _

Landscape Horticulturist 18

Cook/Chef 20

Automotive Maintenance 22

CosmetologistlBarber 24

Police Officer/Security Guard 26

MANUFACTURING , _

Computerized Machining Technician 28

CNC Machine Tool Operator 28
Printing and Publishing Operator .30

Tool and Die Maker .32

Welder 34

High Demand Jobs in Technical Fields 1



NlicroCOlnputer Specialist

______________________, TRAINING REQUIRED

Microcomputer specialists help develop and maintain computerized information systems for companies
and agencies. In a two-year college program, you will learn to create and maintain computer information
systems, program in computer language, and to evaluate software applications. You will also learn to operate
microcomputers, install computer equipment, and provide training and support for users of computer
information systems and networks.

___________________,~RffmTGRAD~RSEMN

• MATC received 5 job requests for each associate degree graduate in 1995.

• Average starting wages for MATC associate degree graduates are $12.56 an hour ($26,125 annually).
Experienced workers completing the associate degree program are earning $15.94 an hour ($33,155
annually).
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...J Do you like working with computers?

...J Can you think logically and solve problems?

...J Are you creative and imaginative?

...J Do you work well with others?

...J Are you patient and persistent in your work?

NATIONAL}OB OUTLOOK , _

Jobs for computer specialists are expected to grow very rapidly in the next decade. The demand for
microcomputer specialists will increase as companies find new uses for computers and ways to improve their
software programs. Because of falling prices of computer hardware and software, more smaller businesses are
encouraged to use computers. Many companies are developing computer networks to increase sharing of
information among their workers. These trends will create more demand for microcomputer specialists.

Starting Wages in Computer Fields

System engineer

Computer operations
manager

Programmer

MIS coordinator

Computer support
operator

Systems administrator

Database coordinator

Microcomputer Specialist 3



Industrial Engineering Technician"

_______________________, TRAINING REQUIRED

Industrial engineering technicians work with engineers to improve the quality of products. Technicians
study the way machines and materials are used in order to reduce costs, increase production, and improve a
company's operations. In a two-year college program, you will learn to set up production methods, establish
time standards, identify and install cost reduction methods, and do process planning. You will learn to use
data to improve plant layouts and to use CNC and CAD equipment.

___________________,~M~~TGw~rn~w

• MATC received 15 job requests for each associate degree graduate in 1995.

• Average starting wages for MATC associate degree graduates are $13.74 an hour ($28,579 annually).
Experienced workers completing the associate degree program are earning $14.95 an hour ($31,096).
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~ Can you work well in a team?
~ Are you good at math and science?
~ Can you follow detailed directions?
~ Are you good at planning projects and follow-through?
~ Do you like to understand how things work?

Jobs for industrial engineering technicians will result from workers retiring as well as from demand for
new technicians. Industrial engineering technicians will be needed to help companies reduce their
production costs and increase outputs to meet global competition. At the same time some work done by
technicians may be simplified by computer technology.

Starting Wages in Industrial Engineering

Field service engineer

Material planner

Systems operator

Engineering aide

$20.n

Industrial Engineering Technician 5



Electronic Technician . .

________________________, TRAINING REQUIRED

Electronic equipment technicians install, test and repair equipment to make sure that it works properly.
Two-year college programs are available to prepare you to work in the biomedical, communications or
industrial fields. In a biomedical program you will learn how to install, test and repair electronic equipment
(such as bedside monitor systems and EKG machines) used in hospitals and medical clinics. If you focus on
the communications field, you can learn to test, repair and service equipment for radio and television
transmission, cable TV and two-way radios. Or you may chose to learn how to calibrate, troubleshoot and
service equipment for industries that use electronic control systems for stand-alone machines.

____________________,~M~C~TGAAD@B~~

• MATC received 16 job requests for every associate degree graduate in 1995.

• Average starting wages for MATC associate degree graduates are $11.95 an hour ($24,856 annually) in
the biomedical field, $11.81 an hour ($24,565 annually) in communications, and $12.63 an hour
($26,270 annually) for industrial electronics technicians.
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" Are you good at figuring out how things work?
" Are you able to work independently?
" Are you interested in new technologies?
" Do you work well with people?
" Do you have good communication skills?

NATlONALjOB OUTLOOK , _

Jobs for biomedical electronic technicians are expected to increase about as fast as average through the
next decade. The use of electronic equipment will grow very rapidly, but improvements in the equipment will
lessen the need for repairs. Jobs for communications equipment mechanics and broadcast technicians are
expected to decline nationally. but local jobs for MATe graduates are in high demand. Jobs for industrial
electronics technicians will grow more slowly than average nationally, while demand for MATe graduates in
this field continues to be high.

Starting Wages in Electronics

Electronics service
technician

Eleclronics technician

Cable TV inslaller

Audio technician

Service technician

Electronic Technician 7



Marketing Manager

_______________________, TRAINING REQUIRED

Marketing managers help companies develop, price, sell and distribute their products and services.
Marketing managers conduct research to find out what people want in a product and design packaging and
advertising to make a product more appealing. Sales representatives call on existing clients, promote the sale
of company products and services to new clients, and report back on customer needs. In a two-year college
program, you willieam the principles of advertising, market research and professional selling.

___________________,W~~~TGm~B&D

• MATC received 16 job requests for each associate degree graduate in 1995.

• Average starting wages for MATC associate degree graduates are $9.26 an hour ($19,261 annually).
Experienced workers completing the associate degree program are earning $13.71 an hour ($28,517
annually).
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~ Do you work well as a member of a team?
~ Are you creative and imaginative?
~ Are you good at planning projects and carrying them out?
~ Do you have an out-going personality and good rapport with people?
~ Are you well-organized and self-confident?

Jobs for marketing managers are expected to increase faster than average. Companies are using
marketing managers to help them meet strong competition in local, national and international markets and to
improve services to their customers. Nationally, job growth should be strong in business service industries
(like computers and data processing) while average in manufacturing. Competition will continue to be tough
for higher level marketing and public relations jobs.

Starting Wages in Marketing

Territory sales manager

Sales analyst

Customer service
assistant

Office sales assistant

TechnicaVsales
specialist

Service rep.
communications

Marketing Manager 9



...j Are you good at math?

...j Can you think logically?

...j Do you enjoy working with people?

...j Do you have good communication skills?

...j Are you dependable and trustworthy?

Accountant

_______________________, TRAINING REQUIRED

Accountants prepare, analyze and check the accuracy of financial reports and tax statements. You will
often use computers to maintain accounts and to prepare reports. In a two-year college program you will
learn how to maintain accounts receivable and accounts payable, prepare payroll and related reports. You will
also learn to collect data for financial reports, prepare tax reports, audit contracts, and work with
departmental budgets.

10



Starting Wages in Accounting

Staff accountant

Accounting clerk

Accountanllbookkeeper

Accounts receivable
specialist

Bookkeeper

$13.22

NATIONAL}OB OUTLOOK '---------------------

Job openings for accountants are expected to grow about as fast as average through the year 2005.
Because this occupation is so large, many jobs will be available when accountants retire. As the economy
grows and more businesses are started, more companies will need accountants to set up their books, prepare
their taxes, manage their payrolls, and provide financial advice. Because computers will be used to prepare
more accounting reports, workers need broad computer experience.

~M~ffiT~D~m&m,-------------------
• MATe received 2 to 3 job requests for each associate degree graduate in 1995.

• Average starting wages for MATe associate degree graduates are $10.09 an hour ($20,987 annually).
Experienced workers completing the associate degree program are earning $13.37 an hour ($27,810
annually).

Accountant 11



Environn1ental Services Manager

: ...
;

j •. , ~~,-

_______________________' TRAINING REQUIRED

Environmental services managers coordinate, schedule, and supervise the activities of janitors, cleaners
and housekeepers. They assign tasks and inspect building areas to see that work has been done properly. In a
two-year college program you will learn cleaning and housekeeping techniques and proper safety standards.
You will also learn how to use materials, supervise staff, and manage costs.

__________________~,~MREcENTGuD~mE~N

• MATC received 31 job requests for each associate degree graduate in 1995.

• Average starting wages for MATC associate degree graduates are $11.11 an hour ($23,109 annually).

12



" Do you enjoy physical activities?
" Can you handle having a wide range of duties?
" Do you like working with people?
" Are you dependable and hard-working?
" Do you enjoy supervising projects and planning activities?

Employment of cleaning supervisors is expected to grow as the number of office buildings, apartment
houses, schools, factories, hospitals and other buildings increase. Supervisors hold about one job in twenty in
the cleaning field and are needed to train and direct staff with high turnover. Businesses providing janitorial
and cleaning services on a contract basis are expanding rapidly, as companies look for ways to cut their
cleaning costs.

MI~~ffAm~Offm~s, ~

Starting Wages in Cleaning Services

Area manager. cleaning
service

Housekeeping
supervisor

Project operator.
cleaning service

I
$7.50

$11.54

Janitor/maintenance
helper

$7.25

Housekeeper $5.90

Environmental Services Manager 13



Retail Manager _ .

______________________' TRAINING REQUIRED

Retail sales worker supervisors and managers oversee the work of sales staff and clerks, hire and train
workers, prepare work schedules, and check to make sure that customers receive good service. In a two-year
college program, you will learn about sales markets, pricing products, sales promotions, and how a retail store
or fashion-related business is organized and managed.

~ ,~TRffENTGAAD~nEAAN

• MATe received over 50 job requests for each associate degree graduate in 1995.

14



...j Do you have self-confidence?

...j Can you get along well with all kinds of people?

...j Do you have leadership skills and take the initiative?

...j Can you communicate clearly and persuasively?

...j Do you have patience when dealing with others?

Jobs for retail sales supervisors and managers are expected to grow about as fast as the average for the
next decade. Most job openings are expected to occur when supervisors move into higher management jobs,
transfer to other jobs or retire. The demand for store-level retail sales worker supervisors and managers will
increase due to new product lines and creation of new departments within existing stores.

Starting Wages in Retail Management and Sales

Field service
representative

Customer service
assistant

Assistant manager

Merchandizing manager

sales manager trainee

TechnicaVsales specialist

Sales associate

••1$14.50

Retail Manager 15



~ Do you like to help people?
~ Are you willing to handle a variety of tasks?
~ Can you relate well to others and put them at ease?
~ Are you able to handle detail work?
~ Are you dependable and reliable?

Medical AssistanUPhlebotomistINursing Assistant

_______________________, TRAINING REQUIRED

Medical assistants help keep health clinics and doctors' offices running smoothly. You may have office
duties, such as answering phones, setting up appointments, updating patient records, and handling bills. You
may also have medical duties, such as assisting during exams, collecting lab work, and sterilizing equipment.
In a thirty-six week college program, you will learn to take vital signs, perform basic lab tests, work with
patients and their families, type accurate medical reports, and use computers for office work.

A phlebotomist draws blood from patients at hospitals, clinics, blood banks and medical laboratories.
Phlebotomists are trained to draw blood safely, without exposing the patient or themselves to risks of
infection or disease. Phlebotomists collect, label and prepare blood samples for medical lab work. A two­
course certificate program in phlebotomy provides you the preparation and certification for this work.

16



Nursing assistants help care for people who are ill, disabled or elderly. Nursing assistants work under
the direction of nursing and medical staff. You may serve meals, make beds, feed and bathe patients, give
massages, and take patients' pulse and blood pressure. The six-week technical diploma program teaches you
the basic skills and procedures needed to help patients in hospitals and nursing homes, and at home with
their daily living activities.

• Milwaukee area job openings for medical assistants were paying $7.75 to $8.40 an hour in 1995

• Milwaukee area job openings for certified nursing assistants were paying $6.50 to $7.60 an hour in
1995.

• Milwaukee area job openings for phlebotomists were paying $7.90 an hour.

• MATC received 8 job requests for each medical assistant diploma graduate and 3 to 4 job requests for
each nursing assistant diploma graduate in 1995.

• Average starting wages are $8.46 an hour for MATe medical assistant diploma graduates and $6.68 an
hour for MATC nursing assistant diploma graduates.

These jobs are expected to grow much faster than average. Workers will be needed to care for the
growing elderly population and for people surviving accidents and illnesses due to new medical technology.
Because of the high turnover in the medical assistants field, health care offices, clinics and hospitals will be
most interested in hiring workers with formal training or experience. Workers in the nursing care field will
also need more training if they want to advance to better jobs and higher pay.

Medical AssistanllPhlebotomistINursing Assistant 17



~ Do you enjoy working outdoors?
~ Are you able to work independently

on your own projects?
~ Do you get along well with people?
~ Do you have good verbal communi­

cations skills?
~ Are you interested in environmental

issues?

Landscape Horticulturist

_______________________, TRAINING REQUIRED

Landscape horticulturists care for plants, design and install landscapes for businesses and homes, and
maintain garden centers. In a two-year college program, you will learn how to design landscapes, install plant
materials, diagnose plant problems, operate equipment, develop landscape maintenance, and develop cost
estimates.

___________________,~M~mT~DOOB&D

• MATC received 12 job requests for each associate degree graduate in 1995.

• Average starting wages for MATC associate degree graduates are $9.49 an hour ($19,739 annually).
Experienced workers completing the associate degree program are earning $10.43 an hour ($21,694
annually).

18



~~~ff~U~~~~, _

Starting Wages in Horticulture

Production manager

Area lawn service manager

Urban forestry crew leader

Assistant product manager

Tree clearing worker

Landscape laborer

NATIONAL JOB OUTLOOK , _

Jobs for workers with horticultural training are
expected to grow as fast as average in the next decade.
There will be work available on commercial, residential,
and recreational properties. There will also be demand
for workers in garden centers and for salespersons with
companies that sell landscape and horticulture
products. A growing number of home owners are using
lawn maintenance and landscaping services to increase
the beauty and value of their property. Many jobs are
seasonal, however, and there is high turnover as
workers move into other fields.

Landscape Horticul turist 19



...J Do you enjoy cooking?

...J Can you work well as part of a team?

...J Are you good at planning and coordinating tasks?

...J Do you take pride in your work?

...J Would you enjoy supervising other workers?

Cook/Chef
______________________, TRAINING REQUIRED

Cooks and chefs are responsible for preparing nutritious and attractive meals for restaurants, schools,
and other institutions. In a two-year college program in culinary arts, you will learn to prepare basic and
specialized foods. You will learn about dining room service, wines and other beverages, menu planning and
nutrition. You will also learn how to cater events and how to control costs of food and beverage purchases
and labor.

___________________,~M~~T~D~llifuN

• MATC received 13 job requests for each associate degree graduate in 1995.

• Average starting wages for MATC associate degree graduates are $9.23 an hour ($19,198 annually).
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Starting Wages in Cooking Fields

Kitchen manager

Food service supervisor

Line cook. deli

Party cook

Line cook

$12.00

NATIONALjOB OUTLOOK , _

Jobs for chefs, cooks, and other kitchen
workers are expected to be plentiful through the
year 2005. Job openings in restaurants will
increase because of the aging of the population
and rising household incomes. Increases in
leisure time will allow many people to dine out
more often and to take more vacations.

Cook/Chef 21



" Do you have mechanical aptitude?
" Do you have good reading and basic math

skills?
" Do you understand how cars work?
" Are you willing to learn new repair and ser­

vice procedures?
" Are you interested in keeping up with new

technology?

AutOlllotive Maintenance Technician

_______________________, TRAINING REQUIRED

Automotive maintenance technicians repair passenger cars and light trucks. In a one-year college
program you will learn to do lubrication, wheel alignment and balancing, repair of electrical systems, engine
repairs, engine tuneups, and automatic transmission repair. You may want to take additional training to learn
about computerized engine controls and computer controlled fuel delivery systems.

___________________,~MRffffiTGW~5fuN

• MATC received 11 job requests for each technical diploma graduate in 1995.

• Average starting wages for MATC technical diploma graduates are $7.50 an hour ($15,600 annually).
Wages for experienced workers completing the two-year associate degree program in automotive
technology are $13.18 an hour ($27,414 annually).
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~~~ffAHAjOOOffm~S, _

Starting Wages in the Automotive Field

Auto mechanic

Transmission rebuilder

$14.00

Auto body technician

I
I

1

$12.00

Auto transmission
specialist

r- - --- - - ------ -------. -. "-----
I • . ~ __ $9.50

Automotive service
technician

$8.00

NATIONALjOB OUTLOOK , _

Employment is expected to increase about
as fast as the average for all occupations through
the year 2005. Jobs will grow in auto
dealerships, independent repair shops, and
specialty car chains. There will be fewer jobs in
gasoline service stations, which are offering less
service and repair work. Still, the number of
mechanics should increase because of the
increased number of teens and adults of driving
age on the road. If your training includes some
basic electronics, you should have the best
opportunities. Persons without formal
mechanic training are likely to have a harder
time finding entry level jobs.

r' - -'-- ~------.,;~

, ' .
I .' _ '_0 • ,

$6.50

$6.00
r~--- - - ~ ~ .~. ---------::
I

I

T

1
Lube technician

Lubeltire service
technician

Automotive Maintenance Technician 23



" Do you keep up with the latest fashions?
" Do you have a good sense of style?
" Do you enjoy dealing with people and

helping them look good?
" Are you good at styling hair?
" Are you interested in one day running your

own business?

COS111etologist/Barber

_______________________, TRAINING REQUIRED

Barbers and cosmetologists cut, trim, shampoo and style hair. You may straighten or wave hair, change
hair color, give scalp and facial treatments, or provide make-up advice. In a one-year college program you
will learn to do hair cutting and styling, facial and scalp massages, and manicures. You will also learn the
basics of business record keeping, how to manage a salon, and how to select the right styling aids, equipment
and tools.

• MATC received 3 job requests for each technical diploma graduate in 1995.

• Average starting wages for MATC technical diploma graduates are $5.57 an hour ($11,585 annually).
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~OO~ff~u~~m~s, _

Starting Wages in Cosmetology and Barbering

Hair stylist

Hairdresser

CosmetoJogisVmake-up
artist

Cosmetician

$7.50

NATIONAL JOB OUTLOOK ,'--- _

Employment of barbers and cosme­
tologists is expected to grow about as fast
as average through the next decade. The
demand for workers will increase because
of population growth, rising incomes, and
a growing demand for services. Jobs for
barbers are expected to go down slightly
as more people use full-service, unisex
salons staffed by cosmetologists. Demand
for manicurists will be very strong.

CosmetologistIBarber 25



...J Do you get along well with people?

...J Are you strong and physically fit?

...J Are you dependable and trustworthy?

...J Can you stay calm under pressure?
~ Are you able to handle responsibility and

exercise good judgement?

Police Officer/Security Guard

_______________________, TRAINING REQUIRED

Police officers and security guards protect people and property and maintain order. Security guards
patrol and inspect property to protect against fire, theft, vandalism, and illegal entry. Police officers enforce
the laws, control traffic, and work to investigate and prevent crimes. In a two-year college program, you will
learn to develop skills for the safe use of firearms, equipment and vehicles. You will also learn to prepare
departmental reports, understand legal procedures and the criminal justice system, and to react calmly in
emergency situations.
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Starting Wages in Police and Security Work

Police officer

Police patrol officer

Public safety c1er1<

Crossing guard

Security officer, priv.
compo

Security officer, security
firm

$16.11

NATlONALjOB OUTLOOK , _

Jobs for police officers and security guards are expected to grow faster than average in the next decade.
Since crime is a major concern, many communities are increasing the number of police officers. Jobs for
private security guards are in high demand, but these jobs have high turnover and are often part-time.
Security jobs as guards, night security or building security for individual companies often pay better and are
more permanent than employment with security firms. Competition may remain high for police work
because of its relatively attractive salaries and benefits.

~M~mTG~~sfuN,-------------------
• MATC received 4 job requests for each associate degree graduate in 1995.

• Average starting wages for MATe associate degree graduates are $10.95 an hour ($22,776 annually).
Experienced workers completing the associate degree program are earning $12.71 an hour ($26,437
annually).

Police Officer/Security Guard 27



..J Do you. like working with compu.ters?
..J Do you have good math and reading

skills?
...J Are you willing to learn about new

technology?
...J Do you like working with machinery?
..J Are you good at problem·solving?

C0111puterized Nlachining Technician/eNCMachine Tool Operator

_______________________, TRAINING REQUIRED

Computerized machining technicians operate and program the equipment used for machining, material
handling and inspection work in manufacturing. In a two-year college program, you will learn to operate
machining centers and turning centers, program industrial-type machine tools, operate coordinate measuring
devices, use the computer to design production parts, and order tooling and fixturing supplies.

CNC machine tool operators work for manufacturing companies using computer numerically controlled
(CNC) machines which must be set up and used properly. Operators are given programs which they load into
the controller. They also position the workpiece, attach the necessary tools, and check the coolants and
lubricants. In a one·year college program, you will learn to set up, operate and interpret the CNC programs
of the machine tools. These machines perform manufacturing processes, such as turning, milling, drilling,
threading, or contouring.

• MATC received 20 job requests for each associate degree graduate and 40 job requests for each technical
diploma graduate in 1995.

• Starting wages for MATC graduates ranged from $8.60 to $18.26 an hour in 1995.
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Starting Wages in Machine Tool

CNC machine operator/setup

CNC programmer

CNC machinist

Machine operator

Punch press and layout

Machine operator, tools

CNC machine operator

Tool room/setup

NATIONAL JOB OUTLOOK , _

Employment of computerized machining
technicians and CNC (computer numerical
control) operators is expected to increase.
Although the number of machine operators
across the nation is expected to decline,
companies are making more use of CNC
equipment. This allows operators to run a
greater number of machines at the same time
and often makes setup work easier. Jobs for
setters and set up operators will increase
because they require higher skills and are less
easily automated.

Con~puterized Machining Technician/CNC Machine Tool Operator 29



Printing and Publishing Operator

_______________________, TRAINING REQUIRED

There are a wide range of jobs available in printing and publishing fields. In a two-year college program,
you will gain skills in basic computer operations, typesetting and electronic publishing, and image assembly.
You will learn about proofing and platemaking, reproduction of black and white photographs, color
separation, offset presses and operation, finishing operations, and customer service and production
management.

• MATC received 13 job requests for each associate degree graduate in 1995.

• Average starting wages for MATC associate degree graduates are $10.44 an hour ($21,715 annually),
Experienced workers completing the associate degree program are earning $15.17 an hour ($31,554
annually).
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" Do you have artistic ability?
" Do you have good math and communication skills?
" Do you enjoy working in a team?
" Are you good at planning projects and completing them?
" Can you work under pressure to meet deadlines?

NATIONAL]OB OUTLOOK , _

Nationally, employment in this field is expected to grow more slowly than average in the next decade.
The demand for printed materials will continue to grow, but computerized printing presses require fewer
workers. Workers who keep up with computer advances and automated production machinery will remain in
high demand. The printing industry is very strong in the Milwaukee area, where more jobs are available.

Starting Wages in Printing and PUblishing

Graphic designer

Folder/cutter operator

Press set·up

Press jogger

Print finishing trainee

Bindery assistant

$13.00

Printing and Publishing Operator 31



~ Do you have mechanical aptitude?
~ Are you good at math?
~ Are you patient and attentive to

details?
~ Do you like handling responsibility

on your own?
~ Are you willing to keep learning new

technologies?

Tool and Die Maker

_______________________, TRAINING REQUIRED

Tool and die makers produce tools, dies, molds and other specialized metal devices that are used to
form, hold, cut or shape metals in the manufacturing process. Tool and die makers need a broad knowledge
of machining operations and must be familiar with the qualities of various metals they use. In a two-year
college program you will learn to use basic tool room machines and to interpret engineering drawings. You
will also learn to perform math computations for tool room applications and to understand computer
numerical control (CNC) programming.

• MATC received 4 job requests for each technical diploma graduate in 1995.

• Average starting wages for MATC technical diploma graduates are $10.76 an hour ($22,381 annually).
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Starting Wages in Machine Tool Operation

Tool and die maker
journeyman

Toolmaker

Tool and die maker

$17.00

Tool and die maker
apprentice

$8.00

Moldmaker apprentice $7.00

NATIONAL]OB OUTLOOK , _

Like machine tool operators, the overall number of workers employed as tool and die makers is expected
to decline over the next decade. However, the current workforce of tool and die makers includes a large
number of people over age fifty who will soon be retiring. In addition, younger workers have not been
entering this trade at nearly the level of workers needed. Qualified new tool and die makers will find
excellent employment opportunities, particularly in the Milwaukee area.

Tool and Die Maker 33



Welder

•

• •

_______________________, TRAINING REQUIRED

Welders use many different types of equipment to join or cut metal. Welding involves heating, joining,
and fusing metal. In a two-semester college program, you will learn to set up and operate welding equipment,
read blueprints, and help maintain welding equipment for manufacturing and construction industries.

___________________,~MRmNTGw~B&m

• MATC received 31 job requests for each technical diploma graduate in 1995.

• Average starting wages for MATe technical diploma graduates are $10.59 an hour ($22,027 annually).
MATC graduates of the two-year associate degree program in welding technology earn starting wages of
$16.55 an hour ($34,424 annually).
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" Do you like to work with your hands?
" Do you have good hand-eye coordination?
" Are able to follow directions well?
" Can you concentrate on detailed work?
" Do you enjoy working independently?

NATIONAL JOB OUTLOOK , _

Nationwide jobs for welders, cutters and welding machine operators are expected to decline. However,
due to replacement needs these jobs are in demand in the Milwaukee area. While many welding jobs will be
eliminated by automated systems, manual welders with a wide variety of skills will still be needed for
maintenance, repair and other work in manufacturing.

Starting Wages in Welding

TIGwelder

Welderlfabricator

Welder

Wire welder

Structural welder

$12.00

Welder 3S



Surfing the Net to Learn More About Careers '

http://www.adquesl.com ,
v.ivoJ"'J

http://j&lmet.dwd.state.wi.us/,

The classified employment ads are collected from throughout
the United States from 165 publications including the
Milwaukee Journal Sentinel. Searches can be conducted
within any selected mile radius from your zipcode or city.

Wisconsin's JobNet search system contains current job
opportunities that employers have listed with the Wisconsin
Job Service. If you see a job that interests you, read the
employer contact information at the bottom of each job page
for referral instructions. Select the geographic area and
occupations of interest to you, then bring up jobs and examine
the qualifications, salary and employer.
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http://www.uwm.edu/DeptlETII ,

Updated information on changes in job requirements, pay
rates and types of Milwaukee area companies hiring workers
is summarized on the University of Wisconsin-Milwaukee
Employment and Training Institute web site.

THE EMPLOYMENT AND TRAD«NG
INSTITUTE

The m.,1o_ ..d Tr"""'s WlINle orlbe DMri ofOulr.odl Olld C~Ea.:aJio.
Ezscosioo ro lbe~ a ••_ dI or.....·m.:.... md _I.,..d workm
ioW dlro.

Survey of Job Openings in the Milwaukee
Metropolitan Area: Week of May 20, 1996

The week .rYay 20. 1"6...........d 29m lblI ap....tIne jobJ opal ror iolml:<iJlo
lire io1lle r..,·.OllIllJ1dilwmke. Oldropo5bll u•• The,. job OP"""ao 1lle so,.).r,_"'1
ap_.1Ibcr o!loltop. io _10 £II pc....... md oml!l:K1u&ti wei u noomcI
""""nrllllcna1lle 1~B.318emplo,.d wotlcm io 1lle melrO .tIe 10r_.__Otll
mdliriop, EIlim&IesoCjob opca,p on b...4......._.....,••r....~
.cododcd bylbe Ulivmilyorw..._·~&vz.,..... aTniIioa WlINle md Sooicl
Scicoc. ac.....b PaciI1y... pelt or•••_ Laber McrIcctStudy Pr.joel_lo.al
_Olldodloob,

hup:/Iwww.milwaukee.tec.wi.us/.

The associate degree. technical diploma and certificate
programs described in this booklet are all offered at
Milwaukee Area Technical College. To learn more about other
programs. use the MATC web site. You can look up earnings
of recent graduates, courses available online, and information
about career planning and employment services for students.

CAR:EI!/lS

This lit. ic 11 pap matod by S Sti=eU 18 al<IAHS o...u..o
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Curriculum Ideas for
uIngh Demand Jobs in Technical Fields Requiring 1-2 Years of College"

Introduction

This booklet is designed to help students learn
about promising careers which require technical
college training and to use labor market
information in career planning. Although new
workers are in high demand right now in the local
labor market, postsecondary education opens up
many more opportunities for jobs that are
challenging and pay family-supporting wages.

Competency: Use labor market information to
help develop career goals.

1. Help students use the U.S. Department of
Labor's Occupational Outlook Handbook (book
version or CD-ROM) to find out about careers
that interest them. For each career, prepare a
brief description of the kind of work done,
qualifications for this work, and the national
outlook for jobs in this area.

2. Use the computer to identify job openings in
the Milwaukee area through the Milwaukee
Journal Sentinel's listings or the Wisconsin
Job Service (see booklet, p. 36). Help
students record and graph the number of jobs
in one field by whether they require college,
technical training, occupation-specific work
experience, or no experience. Compare pay
rates for these openings.

3. Organize school field trips or invite workers
from local companies and agencies in each of
the five areas featured in the booklet -- health,
computers and technology, business and
management, services, and manufacturing.
Arrange for students to talk with workers
about their responsibilities, job preparation and
changes they've seen in their field. Help
students videotape the visits, so that they can
share their findings with other classes.

4. Invite college students from your school
district back to talk about what they've
learned since they left high school. Which
high school subjects are they finding important
in college? Are there other subjects they wish
they had taken?

5. Encourage students to invent a "job in the
future" which may not be important now, but
which could be very important in the future.
What kind of training and talents do they think
people would need to do this job?

6. Tap into the resources available within your
school district to learn more about the high
demand jobs featured in the booklet. For
example, interview the school business office
and computer staff about how computer and
technological needs are changing. Interview
custodial staff about the skills needed for
building maintenance within a school setting.
Invite a company that does printing jobs for
the school district to discuss changes in that
industry and emerging careers.

Competency: Identify training and skills needed
for careers.

1. Ask each student to select one interesting
occupation in this booklet. Using the list of
SCANS skills discussed in the student booklet
on "Job Opportunities in the Milwaukee Labor
Market," identify 5 or 6 workplace skills which
would be critical for this occupation. Help
students identify ways they can improve these
skills now.

2. Encourage students to interview workers who
have held non-traditional jobs or who have
dealt with racial, cultural or gender barriers.
What advice do they have for new workers?



Reading Review Questions
"Thinking About the Future: High Demand Jobs in Technical Fields Requiring 1-2 Years of College"

1. Find several careers which require a person with talents or interests like you. Do you think you
would like these jobs? Why or why not?

2. Examine the personal skills and talents needed for the high demand jobs in this booklet. What are
frequently mentioned skills? How can you improve these skills while in school?

3. Based on the "Training Required" sections in the booklet, what high school courses do you think
would help you in some of these job areas?

4. How many factors can you identify from the "National J9b Outlook" sections that are increasing
the number of jobs in high demand fields? What other jobs (not listed in this booklet) are also
probably increasing because of these factors?

5. Many jobs in high demand require computer skills. Why do you think computers are used so often
in business and industry today?

6. "Where's Waldo?" Find at least two jobs that are declining nationally but in high demand in the
Milwaukee area.

7. Graph the job areas with the highest number of requests for recent MATC graduates. Why do
you think these areas are showing more job requests than graduates? [Consider both supply and
denuuu:l.]

3. Use your school's science fair as an
opportunity to bring representatives from area
businesses, MATC and other colleges to your
school and to give students a chance to learn
about careers and technological innovations
that are affecting the labor market. Reward
science fair participants with a VIP day at an
area company where they can learn about the
company's use of new technology.

Competency: Identify resources available for
students interested in college
education and training.

1. Help students request (or download from the
Internet) information from colleges, other
postsecondary educational institutions and
training schools about programs available.
Check on admission requirements, courses
offered, certificates or degrees awarded,
tuition and other costs, and the location and
size of the school.

2. Invite college admission staff to speak about
financial aid available, including grants,
scholarships, college loans, and work·study
jobs. Ask about employment services

available to help students find jobs during
college and when they graduate.

3. Browse the U.S. Department of Education's
Internet site on planning for your education
(http://easi.ed.gov/).

4. Arrange for a day tour of Milwaukee area
college campuses.



















































Curriculum Ideas for
"Expanding Career Opportunities for University Graduates"
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Introduction

This booklet is designed to help students learn
about careers in high demand which require a
college bachelor's degree and to explore trends
creating more demand for college-educated
workers. The booklet can help students (college­
bound or not) use labor market information in their
career planning and think about increasing their
employment options in the future.

Competency: Use labor market information to
help develop career goals.

1. Share the list of occupations with the largest
expected numerical increases in employment
in the next decade. Ask students to suggest
reasons why these jobs are growing, based on
the kinds of trends reported in this booklet.
Discuss career ladders that might be possible
with some of these jobs. [E.g., janitors and
cleaners with technical college training may
become supervisors or could start their own
business. Sysfems analysts may move into
managementpositions.] Which jobs have high
turnover due to difficult working conditions
and few chances for advancement?

2. Help students use the U.S. Department of
Labor's Occupational Outlook Handbook
(available in paperback or CD-ROM) to find out
about careers that interest them. For each
career, prepare a brief description of the work
performed, qualifications for this work, and

the national job outlook. Share these findings
and discuss ways students can prepare for
several careers to increase their employment
options after graduation.

3. Use the list of SCANS skills (U.S. Department
of Labor Secretary's Commission on Achieving
Necessary Skills) from the student booklet on
"Thinking About the Future: Job Opportunities
in the Milwaukee Labor Market" to identify
workplace skills needed in various careers.
Encourage students to interview workers
about which skills are most important in their
jobs. [Ask students to identify which SCANS
skills they think are most important for the
career of "student. 1

4. Ask students to identify job titles in this
booklet which have traditionally been held by
women and which by men. (Or examine U.S.
Census data on the percentage of men and
women in each occupation.) How do the
salaries of jobs traditionally held by women
compare to the salaries of jobs traditionally
held by men? Discuss steps individuals,
government and businesses can/should taketo
provide a fair playing field for workers.

Jobs with Largest Expected Numerical Increase
in U.S. Employment. 1994·2005

Cash~~ +564000
Janitors and cleaners 559,000
Salespe~ons retail 532,000
Waiters and waitresses 479,000
Registered nurses 473,000
General managers and top executives 466,000
Systems analysts 445,000
Home health aides 428,000
Guards 415,000
Nursing aides, orderlies, attendants 387,000
Teachers, secondary school 386,000
Marketing and sales worker supervisors 380,000
Teacher aides and educational assistants 364,000
Receptionists and information clerks 318,000
Truck drivers 271,000
Secretaries (non-legal, non-medicalJ 267,000
Clerical supervisors and managers 261,000
Child care workers 248,000
Maintenance repairers, general utility 231,000
Teachers, elementary 220,000



Reading Review Questions
"Thinking About the Future: Expanding Career Opportunities for University Graduates"

1. Find several careers which require a person with talents or interests like you. Do you think you
would like these jobs? Why or why not?

2. Examine the personal skills and talents needed for the careers in this booklet. What are frequently
mentioned skills? How can you improve these skills while in school?

3. The Wisconsin Department of Workforce Development has developed estimates of annual job
openings due to growth (creation of new jobs) or replacements (filling existing jobs for persons who
retire, move into another occupation or quit). Chart the jobs in this booklet for their growth and
replacement estimates. Which jobs are expanding primarily due to growth? Why? Which job
openings are expected to be mainly replacement jobs? Why?

4. How many factors can you identify from the "National Job Outlook" sections that are increasing
the number of jobs in high demand fields? Which of these factors are also creating a demand for
jobs requiring 1-2 year technical college training (listed in the booklet "Thinking About the Future"
High Demand Jobs in Technical Fields Requiring 1-2 Years of College")?

5. Identify a career not featured in this booklet (from the "Other Careers to Consider" or a job that
interests you). Use the Occupational Outlook Handbook to find a description of the work,
education and training required, and the national job outlook for this career.

Competency: Identify resources available to
students interested in college
education and training.

1. Ask students to identify a career that interests
them and requires a four-year college degree.
Use the Internet or the school's college
catalog collection to find at least 3 colleges
that offer this program.

2. Help students use one of the Internet search
engines to locate professional organizations for
a career. Encourage students to use these
Web sites to find information about current
research, conferences, student associations,
and job openings. (These sites may also help
teachers locate local resource persons,
speakers and mentors for their students.) If
students do not have Internet access, write
letters to professional associations (using
addresses listed in the Occupational Outlook
Handbook) requesting career information.

3. At a parent night or career day event help
students and their parents access the web site
http://easi.ed.gov to explore the process of
finding a college or university, obtaining
financial aid to pay for college tuition and
expenses, and developing loan repayment
schedules. This excellent U.S. Department of

Education site offers cyberlinks and in-depth
information on colleges and universities.
financial aid, and career programs in the U.S.

4. Invite college students from your school
district back to talk about the kinds of jobs
they have taken to help support their college
education. What were the advantages and
disadvantages of these jobs?
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The Department ofLabor talked with hundreds ofemployers, workers and supervisors to identify skills people need in today's workplace. Use this checklist to
record projects and activities that are helping you improve your SCANS basic work skills through school, part-time work or volunteer activities.

SCANS: INTERPERSONAL SKILLS

WORK ON A TEAM
o work cooperatively with others.
o contribute to group efforts with ideas, suggestions, and effort.

TEACH OTHERS
o help others learn needed knowledge and skills.

SERVE CLIENTS/CUSTOMERS
o work with customers to satisfy their needs.
o communicate with customers to understand their expectations.

EXERCISE LEADERSHIP
o communicate your thoughts, feelings and ideas to justify your position.
o persuade and convince others.
o responsibly challenge existing procedures or policies.

NEGOTIATE TO ARRIVE AT A DECISION
o work toward agreements involving exchange of resources.
o resolve divergent interests.

WORK WITH CULTURAL DIVERSITY
o work well with people from a variety of ethnic, social or educational

backgrounds.

SCANS: TECHNOLOGICAL SKILLS

SELECT TECHNOLOGY
o judge which sets of procedures, tools or machines, including computers

and their programs, will produce the desired results.

APPLY TECHNOLOGY TO TASK
o understand the overall intent and proper procedures for setting up and

operating machines, including computers + their programming systems.

MAINTAIN AND TROUBLESHOOT TECHNOLOGY
o prevent problems in machines, computers and other technologies.
o identify problems in machines, computers and other technologies.
o solve problems in machines, computers and other technologies.

NAME ---------------------
Examples of your work:



SCANS: ALLOCATING RESOURCES

ALLOCATE TIME
o rank work activities in order of importance.
o allocate time for activities.
o prepare a schedule of work activities.
o follow a work schedule.

ALLOCATE MONEY
o handle money responsibly.
o prepare a budget with costs and revenues.
o keep good financial records.

ALLOCATE MATERIAL AND FACILITIES
o acquire, store, and distribute materials, supplies and parts.
o allocate and use space efficiently.

ALLOCATE HUMAN RESOURCES
o assess the knowledge and skills of your co-workers.
o divide up work responsibilities based on people's abilities.
o provide feedback to others about their work.

SCANS: INFORMATION SKILLS

ACQUIRE AND EVALUATE INFORMATION
o identify a need for data.
o obtain the data from existing sources or create them.
o evaluate the relevance and accuracy of data.

ORGANIZE AND MAINTAIN INFORMATION
o organize written or computerized records.
o process information.
o maintain written or computerized records and other forms of information

in a systematic fashion.

INTERPRET AND COMMUNICATE INFORMATION
o select and analyze information.
o communicate information to others using oral, written, graphic,

pictorial, or multimedia methods.

USE COMPUTERS TO PROCESS INFORMATION
o use computers to acquire and organize information.
o use computers to analyze and communicate information.

NAME ----------------------
Examples of your work:
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