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Introduction

These Youth Employment Competencies Materials have been developed for
the Wisconsin Department of Public Imstruction by the University of Wisconsin
Employment and Training Institute. Developed originally for juvenile offenders.
in the Wisconsin correctional facilities, the curriculum is in the same areas
and format specified by the Job Training Partnership Act (JITPA) .

The curriculum focuses on basic skills and survival skills which have
been identified as mecessary to perform as effective adults. Development of
the competencies and micro-performance objectives (listed on the following
pages) is dependent upon several mationally recognized research efforts.

In 1975 the Adult Performance Level (APL) Project of the University
of Texas published the results of an extensive research project designed
to measure the functiomal competencies of adults., Instead of emphasizing
academic grade level equivalents, it focused on those tasks that are highly
relevant to everyday living. These life-coping skills were categorized
under five general content or knowledge areas determined to be most critical
for adult performance: occupational knowledge, consumer economics, community

resources, health, and government and law.

Basic skills competencies were drawn from Project Basic, Maryland's
competency program. The Maryland State Department of Education and local
school systems developed a total instructional program consisting of
competency-inclusive curricula, appropriate instruction and assessment.
Beginning in 1972 the Marvland State Department of Educatlon surveyed state

l"(llli =

The nﬂpartment_prepaxed“an_appraned_ll&t_af_gﬂals_ln_rﬁad_ng. wrltlne. and.

math, 18 competencies, and 143 objectives which support these competencies.
Our project draws upon this extensive research and experience in establishing
basic skills competencies and performance requirements.

Uses
These materials are designed for programs which

+ have high turn-over.

* are open entry, open exit.

* serve students with limited academic skills.
* require measured outcomes.

They are designed to measure competence in survival skills or "pre-employment"
areas as defined by APL, and in basic skill areas of reading, writing, and
math.



Measurement
For each of the 98 Youth Employment Competencies there are

- two forms of a 20 question multiple choice test.

. an 80% standard for competence in these areas.

» performance tests and criteria for scoring written
exercises where applicable.

Standards

In construction of test items for the survival skill tests, University
of Texas APL tests. and Clovis Adult School tests were used as a gauge for
determination of difficulty levels and areas to be tested. 1In addition,
test items were reviewed by the professional staff of 23 agencies for
accuracy in each area of their respective expertise. Difficulty levels
for basic skills were gauged by comparison with the State of Maryland
competency tests, the DPI Student Assessment tests and commercially
available tests.

Format

Each competency has a set of learning objectives which provide a more
specific definition of the areas of knowledge requlred for the successful
completion of the tests for each competencv.

Curriculum Materials

The curriculum materials used by ETI rely most heavily on those -
prepared by the Clovis, California Adult School. The Clovis Adult School,
which developed extensive individualized CBE materials in each of the APL
areas, has been identified by the U. S. Department of Education as an
exemplary program for the National Diffusion Network. These materials
are commercially available through Pitman Learning, Inc., Belmont,
California. They are designed for a population with poor reading skills
and for ESL students. Additional published materials are cited for each
Survival Skill competency.

The basic skills curriculum in reading and writing use the State of -
Maryland's Project Basic Instructional Guides in Functional Reading
(Volume VI) and Functional Writing (Volume 1). These books, used by
Marvland teachers since 1976, provide instructional specifications and
suggested learning activities for 113 learning objectives. The math tests
use a standard basic skills approach, followed by numerous textbook
publishers.

For each learning objective in the Job Skills and Survival Skills
competency areas, the Employment & Training Institute has developed
recommended classroom activities to be used with the suggested student
readings and worksheets.

2



YOUTH EMPLOYMENT COMPETENCIES

SURVIVAL SKILLS

JOB SKILLS

- Identify Resources and Procedures for Seeking a Job
=~ Complete a Job Application Form

- Participate Effectively in a Job Interview

- Identify Proper Work Habits, Attitude, and Behavior
- Describe Standard Benefits and Payroll Structure

- Develop a Personal Career Plan

- Use Labor Market Information to Find Jobs

CONSUMER ECONOMICS

- Compute Net Salary Describe a Contract

~ Complete Income Tax Forms - Recognize Comsumer Fraud and

- Identify How to Rent an Apartment Know What to Do About It

- Describe Banking Services Identify How to Buy and Maintain a Car
- Identify the Best Buy Describe Principles of Good

- Understand Credit and How to Use It ‘ Money Management

~ Degcrihe Types of Utilities '

COMMUNITY RESOURCES

~ Obtain Information about Community Events ,

- Use the Post Office and Prepare a Letter for Mailing
- Name Places to Call for Health Services

“Mﬁﬁmﬁee%mm:m
F =4 -

= Describe How Media Molds and Reflects Opinion

~ Describe How to Travel Across County and In Town

HEALTH

GOVERNMENT AND LAW — Describe First Aid Steps

- Identify Local, State, and Federal Officials - Identify a Balanced Diet

- Describe How to Vote — Identify Different Drugs

- Interpret Election Campaign Materials — Identify Proper Dental Care
- Describe How to Protect Against Common Crimes - Describe Physical Fitness

- Identify Basic Legal Rights - Identify Good Health Habits
- Describe Selected Legal Documents - Tdentify the Proper Use

of Medicine

INTERPERSONAL RELATIONSHIPS

- Identify Ways to Know More About Yourself

Define Ways to Relate Within Families

Identify Ways of Effectively Relating to Others

- Analyze Cultural Differences

Identify Ways to Develop Confidence and Deal with Change




INSTRUCTIONS

Learning Objectives

For each competency, three to five learning objectives are
identified. These enable the instructor and student to have a clear
idea of what is expected and how the student's achievement of
competence will be measured.

Student Readings and Workslieets

Students can work on competencies individually or in a classroom
setting. Student readings are identified for each learning objective.
LIFE SCHOOL Handouts (printed by Pitman Learning Inc.) may be
duplicated for each student. LIFE SCHOOL materials marked with a
shaded circle are suitable for very low-~level readers. Alternative
materials marked with a shaded triangle cover the same concepts and
are suitable for students reading on a 3rd-4th grade level. Materials
marked with a shaded diamond are designed for ESL (English as a
Second Language)} students.

Most of the recommended materials published by Cambridge Adult
Education Company can be used by very low-level readers, The recom—
mended materials published by Steck-Vaughn and Pitman Learning (other
than LIFE SCHOOL) are useful for students reading on a slightly higher
level.

Usually we recommend using the LIFE SCHOOL Handouts with all

- . gtudents. Other Core Materials can be used to reinforce the concepts

introduced and to provide information. not covered in the handouts. .

Student workbooks and texts can be placed on shelves (or in
a Learning Resource Center) and used as needed or purchased individually
for or by each student.

Supplementary Materials

These materials can be substituted for Cere Materials or used
as supplementary texts and workbooks, depending on preferences of the
instructor. Because of their organizational style and reading level,
The APL Series by Harcourt Brace Jovanovich and LIFEWORKS Series
by MeGraw-Hill Book Company should be used by higher level readers.

Tests

Completion of each competency is measured by a ecriterion—
referenced 20-question multiple choice test. To master a competency,
the student must achieve a score of 80Z correct. (A second version of
the test is provided, as many students may need to take the test
several times before mastering the competency.} Low-level readers
may be given the competency tests orally.

All of the competency tests have been reviewed by agencies
and practitioners in the field to insure that they measure the
information required for competence im the area tested. Where
appropriate, students must also successfully complete a performance
exercise.

- “



JOB SKILLS

Youth' Employment Competencies

1. Identify resources and procedures for seeking a job.
A. Use help wanted ads as a source of job informatiom.
B. Identify the free services provided by the state employment
agency in helping people find jobs and job training.
C. Determine how private employment agencies operate to help people
find jobs for a fee.
D. 1Identify the procedures involved in applying directly for jobs at
company personnel offices.
2. Complete a job application form.
A. Identify the purpose of job application forms.
B. Read and complete those parts of a job application form asking
for persomal facts.,
C. Read and complete those parts of a job application form asklng
for job interests and job skills.
D. Read and complete that part of job application form asking for
references.
E. Read and complete those parts of a job application form asking
for education and employment records.
3. Demonstrate ability to participate effectively in a job interview.
A. TJIdentify the purpose of job. 1nterv1ews.
B. 1Identify the necessary steps in getting ready for a job interview.
C. Differentiate between appropriate and inappropriate behavior during
a job interview.
4. Identify proper work habits, attitude, and behavior.
A, Identify the purpose of the probation period at the start of a
new job.
B. Identify appropriate behavior in learning the job and working with
others.
C. Distinguish between good and bad work habits.
D. Identify the factors that make up a positive job attitude.
E. Recognize acceptable ways of dealing with problems at work.
5. Describe standard benefits and payroll structures.

A,

Define basic terms about wages and salary, identify standard
paycheck deductions, and do simple computations related to
salary. '

Identify and describe common company benefits.

Identify the purpose of workers' compensation and describe the
benefits it provides.

Identify the purpose of unemployment insurance and disability
insurance and describe the benefits they provide.

5



6. Develop a perscnal career plan.

Identify career goals and how to achieve these goals based on
personal and labor market information, including a career plan.
Assess personal aptitudes, abilities, interests, values, and
needs. -

Determine an occupational preference and make a career choice
based on assessment of needs. ' ,
Recognize that career goals and planning is an on-going rather
than a single life event.

7. Use labor market information to find jobs.

Identify the requirements for various fields of work,

Describe where and how to get labor market information.

Use information sources and occupational and profeésional
organizations to identify occupations and professions.

Evaluate educational opportunities including college, vocational
training, home-study programs, adult and life-long learning
programs.




YOUTH
EMPLOYMENT
COMPETENCIES

SEEKING A JOB

COMPETENCY: 1. Identify resources and procedures for seeking a job. To

complete this competency you must take a written exam and score at
least 80%.

PURPOSE: You possess a lot of ability, interest, and now an education. These
are an important first step in obtaining a meaningful job. But only the
first step. You are now going to have to organize yourself, work hard,
and learn to sell yourself as a product in a very competitive market.

A. Use help wanted ads as a source of job information and interpret
selected abbreviations commonly found in them.

B. Identify the free services provided by the state employment agency
in helping people find jobs and job training.

C. Determine how private employment agencies operate to help people
find jobs for a fee.

D. Identify the procedures involved in applying directly for jobs at
company personnel offices,



JOB SKILLS | SEEKIN.é A JOB
LEARNING OBJECTIVE: oo

Use help wanted ads as a source of job information.

CLASSROOM ACTIVITIES

Show students pictures of occupations (from Job Search, LIFE SCHOOL,
PP. 32-34, or from magazines). Ask them to find a want-ad in your
local papers for each job pictured. Discuss the different titles
that might be used for each job.

Discuss student readings and handouts.

Ask students to find jobs listings in the want-ads that interest
them. For each job have them list the job title, skills required,
salary, and working hours.

For each job the students find in #3, have them list the person to
contact, how to make the contact, and important things to say (based
on the ad).

Assign students to find 2 wants-ads a day (for a week) that interest
them. For each ad, list the items in #3 and #4 above.

STUDENT READINGS AND WORKSHEETS

lob—Search, LIFE SCHOOL Handouts -2 3or 4 o

2. Finding Work, Follett Coping Skills Series, pp. 10—15, 18.

3. Finding a Job, (Pitman), pp. 15-24.

SUPPLEMENTARY MATERIALS

Using the Want Ads, (Janus), pp. 25-35.
Getting Ready for the World of Work, LIFEWORKS, pp. 125-143, 145-159.
How to Get a Job and Keep It, (Steck-Vaughn), pp. 15-19.

Solving Life Problems in Occupational Knowledge, Level 2, pp. 70-71.

Solving Life Problems in Occupational Knowledge, Level 3, pp. 56—64.
Me & Jobs, LIFE SKILLS, pp. 15-24.

A Realistic Job Search, LIFEWORKS, pp. 51-59.




JOB SKILLS s SEEKING A JOB
LEARNING OBJECTIVE : | 1-8

'Identify the free services provided by the state employment agency in
helping people find jobs and job training. '

CLASSROOM ACTIVITIES

Invite a speaker from Wisconmsin Job Service to discuss the services
. they provide and what they expect of job applicants.

Discuss students readings and handouts.

Use the phone book to locate the nearest Wisconsin Job Service
office., C(Call to find out the hours this office is open for clients.

STUDENT READINGS AND WORKSHEETS

¥

Finding Work, Follett Coping Skills Series, pp. 21-25.

Finding a Job, (Pitman), pp. 26-27.

SUPPLEMENTARY MATERIALS

Solving Life Problems in Occupational Knowledge, Level 1, pp. 67-71.

Solving Life Problems in Occupational Knowledge, Level 2, pp. 59-61.

1
2
3. Where To Go, Who To See, What To Do, Revised, (Steck-Vaughn), pp.43-45.
4

Occupational Knowledge: Reading Book, (APL Series), pp, 61-67;
Student Workbook, p. 53.




JOB SKILLS |- sEekING A JoB
LEARNING OBJECTIVE: 1-¢

Determine how private employment agencies operate to help people find
jobs for free.

CLASSROOM ACTIVITIES

1. Discuss student readings and worksheets.

Ask students to role-play calling private (for-profit) agencies to
ask about job openings. Discuss questions the students should ask.

Discuss advantages and disadvantages of working through temporary
employment agencies.

List on the chalkboard the non-profit community-based employment
agencies in your area. Describe the services available at these
agencies. (Distribute brochures if available.)

Invite a representative from one of the commumnity-based agencies to
discuss the services they offer people locking for work.

STUDENT READINGS AND WORKSHEETS

Finding a Job, (Pitman), pp. 28-32.

| SUPPLEMENTARY MATERIALS
Getting Ready for the World of Work, LIFEWORKS, pp. 65-78.

Solving Life Problems in Occupational Knowledge, Level 1, pp. 71-74,

Solving Life Problems in Occupational Knowledge, Level 2, pp. 62-64,

Where To Go, Who To See, What To Do, Revised, (Steck-Vaughn), p. 50.

Qccupational Knowledge: Reading Book, (The APL Series), pp. 68-75;
Student Workbook, pp. 51-=52, 54-57,

1o



JOB SKILLS . e SEEKING A JOB
LEARNING OBJECTIVE : 1-1D

Identify the procedures involved in applying directly for jobs at
company personnel offices. ‘

CLASSROOM ACTIVITIES

Ask students to find the name, address, phone number and kind of work
provided by area employers. Use listings from the phone book, Chamber
of Commerce or local business organizatious.

. Discuss student readings and worksheets.

Ask students to role-play applving for a job at a company personnel
office. (If possible, tape record the conversation so the student
can assess his or her performance.)

| STUDENT READINGS AND WORKSHEETS

#17 2
O

1
i o a2

SUPPLEMENTARY MATERIALS

Solving Problems in Occupational Knowledge, Level 1, pp. 66-67.

A Realistic Job Search, LIFEWORKS, pp. 61-71.
Me & Jobs, LIFE SKILLS Series, p. 34.

Occupational Knowledge: Reading Book, (The APL Series), pp. 98-101.

H



YOUTH |
EMPLOYMENT |
COMPETENCIES

JOB APPLICATION FORMS

COMPETENCY: 2. Complete a job application form. To complete this competency
you must take an exam scoring at least 807 and complete a job application
form scoring at least 80% on a performance checklist.

PURPOSE: The job application plays a very important part in helping you
obtain a meaningful job. 1If you are unable to express clearly your
factual information on paper, your application will be glanced at and
then placed to one side. The employer will go on to other applicants

'who have not ''undersold" themselves.

LEARNING-OBJECTIVES:

A. Identify the purpose of job application forms.

B. Read and complete those parts of a job application form asking for
personal facts.

C. Read and complete those parts of a job application form asking about
job interests and job skills.

D. Read and complete that part of a job application form asking for
references,

E. Read and complete those parts of a job application form asking for -
education and employment records.

&



JOB SKILLS o JOB APPLICATION
LEARNING OBJECTIVE : FORMS 7 -4

Identify the purpose of job application formis.

GLASSROOM ACTIVITIES

1. Discuss student readings and worksheets.

Share samples of actual application forms used by local businesses
and government offices.

Discuss things an employer can learn about an applicant from the way
he or she completes an application form.

Talk about reasons why many employers require applicants to fill
out an application-form before they give an interview.

STUDENT READINGS AND WORKSHEETS

Finding a Job, (Pitman), p. &47.

SUPPLEMENTARY MATERIALS
Solving Life Problems in Occupational Knowledge, Lewvel 1, pp. 100-102.

Yow to Get a Job and Keep Tt, (Steck-Vauhgn), pp. 29-33.

Getting Ready for the World of Work, LIFEWORKS, pp. 5-12, 17-22.

My Job Application File, (Janus), p. 5.

Occupational Knowledge: Reading Book, (The APL Series), pp. B81-85.




JOB SKILLS JOB APPLICATION
LEARNING OBJECTIVE: FORMS ~ 2-

Read and complete those parts of a job application form asking for
personal faects.

CLASSROOM ACTIVITIES

1. Discuss student readings and worksheets.

Write the following terms on the chalkboard and discuss their
meaning: applicable, employee, employer, marital status,
gualifications, residence.

Distribute job application forms and ask students to identify
the personal information required. Discuss appropriate answers.

Meet with each student to evaluate their answers on sample
application forms and talk about ways to improve these answers.

Ask students to fill out index cards with personal data requested
on most job application forms.

STUDENT. READINGS AND WORKSHEETS

1. Job Application, LIFE SCHOOL, Handouts #4% — 8.

2, Finding Work, Fellett Coping Skills Series, pp.4d=47, 51=55

>y I

3. Finding a Job, (Pitman), pp. 48-51.

SUPPLEMENTARY MATERIALS

1. Getting Ready for the World of Work, LIFEWORK, pp. 23-46.
2. Me & Jobs, LIFE SKILLS, pp. 74-77.

3. My Job Application File, (Janus), pp. 6-7, 10-15.

T



JOB SK'ILLS JOB APPLICATION
LEARNING OBJECTIVE: FORMS  2-¢

Read and complete those parts of a job application ferm asking about
job interests and job skills.

CLASSROOM ACTIVITIES
Discuss student readings and worksheets.

Write on the chalkboard the names of a variety of entry-level
jobs. Discuss the possible hours and starting pay that might be
expected for each job. :

Write on the chalkboard the names of entry-level jobs the students
might be interested in seeking. Brainstorm on job skills and
personal skills that might help amn individual get each of these jobs.

Have students look through leccal employers' application forms to find
job interest questions. Discuss the best ways to respond to these
questions.

Ask students to list their job skills and job interests on their
index cards.

STUDENT READINGS AND WORKSHEETS

1. Job Application, LIFE SCHOO Hando 9 -

—2—FindingWorks

Follett—CopingSkills—series;—pp+29-445 5860 §—
3. Finding a Job, (Pitman), pp., 54-55. '

SUPPLEMENTARY MATERIALS

My Job Application File, (Janus), pp. 18-19.
Get Hired!, (Janus), pp. 11-18, 23-26, 31-38.




w_— JOB APPLICATION
LEARNING OBJECTIVE': FORMS 2-D

Read and complete that part of a job application form asking for references.

CLASSROOM ACTIVITIES

1. Discuss what kind of people should be sought for job references,

2. Ask each student to list 3 people he or she would like to use as
references. Meet with each student to discuss the appropriateness
of each choice. ' '

Have each student contact their reference choices to find out
whether they are willing to have their names used. Have students
list these names (with job title, address and phone number) on their
index cards.

STUDENT READINGS AND WORKSHEETS

2—Finding—a—Joby—Pitman)5—p+—56%

SUPPLEMENTARY MATERIALS

1. My Job Application File, (Janus), pp.




JOB SKILLS ~ [yoB APPLICATION
LEARNING OBJECTIVE FORMS = 2-=

Read and complete those parts of a job application form asking for
education and employment records.

CLASSROOM A‘CTIVITIES

Discuss student readings and worksheets.

Have students look through local employers' application forms
find the various kinds of questions asked about education and
employment. Talk about ways to answer these questions.

Ask students to add their education and employment history to
index cards.

Give students sample job application forms to complete. Meet
each student to suggest ways they can improve their answers.

STUDENT READINGS AND WORKSHEETS

1. Job Application, LIFE SCHOOL, Handouts #15 - 17.

2 Pinding Works,—FPellett—Coping—Skills—Seriess—pp—_iS—50s

3. Finding a Job, (Pitman), pp. 52-55, 57-58.

| SUPPLEMENTARY MATERIALS

1. Getting Ready for the World of Work, LIFEWORKS, pp. 47-64, 89-105.
2. Me & Jobs, LIFE SKILLS, pp. 74~79.

3. My Job Application File, (Janus), pp. 8-9, 16-17, 25-48.

4.

Occupational Knowledge: Student Workbook, (The APL Series), pp. 66-74.
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Y DUTH
EMPLOYMENT
COMPETENCIES

J OB INTERVIEW

COMPETENCY: 3. Demonstrate ability to participate effectively in a job
interview. To complete this competency you must take a written exam
‘scoring at least 807% correct, and participate in an interview scoring
at least 80% on a performance checklist.

PURPOSE: A job interview is your showcase for merchandising your talents.
During the interview an employer judges your qualifications, appearance,
and general fitness for the job opening. It 1Is your opportunity to
convince the employer that you can make a real contribution to the firm,

Equally 1mDortant+4;t_g1xg5_yQu_a_Qhancg_tﬂ4appralsﬂ_the_gﬂb_and_tha

1
GILIIJJ.U V e

and 1nrprests_and_whethezmthe_employexgéis—oi-@he—;ype—ané—eai&be*

for whom you want to work,

LEARNING OBJECTIVES:

A, TIdentify the purpose of job interviews.

B. 1Identify the necessary steps in getting ready for a job interview.

C. Differentiate between appropriate and inappropriate behavior during
a job interview.

I%%



MU_-_L;_S____;____ ' JOB INTERVIEW
LEARNING OBJECTIVE: © 3-4

Identify the purpose of job interviews.

CLASSROOM ACTIVITIES

Discuss student readings and worksheets.

Ask students to practice phoning an employer to arrange for an
interview. If possible, tape the exercise. Discuss the student's
performance.

Invite an employer to the class to talk about what emplovers expect
in a job interview and the qualities they look for in a potential
employee,

STUDENT READINGS AND WORKSHEETS

2. Job Interviews,Follett Coping Skills Series, pp. 5-9.

3. Finding a Job, (Pitman), p. 59.

SUPPLEMENTARY MATERIALS
1. A Realistic Job Search, LIFEWORKS, pp. 97-103.

2. Get Hired!, {(Janus), pp. 19-22.

3. Occupational Knowledge: Reading Book (The APL Series), pp. 93-97;
Student Workbook, p. 78.

17



_J_QB__S_IS_H—_I;S_,______ JOB INTERVIEW
LEARNING OBJECTIVE: 3- B

Identify the necessary steps in getting ready for a job interview,

CLASSROOM ACTIVITIES
1. Discuss student readings and worksheets.

Write on the chalkbeard questions students might be asked at a job
interview. Have each student write their answers to these questions
on a sheet of paper. As a class (or privately, when appropriate)
discuss the possible responses.

After discussing proper dress for job interviews, ask students to
come to class dressed for an interview,

Get students together in groups of two., Ask one student to apply

for a job and the other student to play the boss asking interview
questions (from Job Interviews, Follett, pp. 45-46 or a similar list).
Discuss the experiénce. Have students change roles and repeat.

STUDENT READINGS AND WORKSHEETS

7. Job Interviews, Follett Coping Skills.Series, pp. 10-23, 29-64.

3. Finding a Job, (Pitman), pp. 60-61,

SUPPLEMENTARY MATERIALS

How to Get a Job & Keep It, (Steck-Vaughn), pp. 37-46.
A Realistic Job Search, LIFEWORKS, pp. 104-117.

Solving Life Problems in Occupational Knowledge, Level i, pp. 118«
127.

Solving Life Problems in Occupational Knowledge, Level 3, pp. 82-96.

Get Hired!, (Janus), pp. 7-14, 23-26, 39-42.
Occupational Knowledge: Student Workbook, (The APL Series), pp. 79-82.




JOB SKILLS JOB INTERVIEW
LEARNING OBJECTIVE : 3-¢

Differentiate between appropriate and inappropriate behavior during
a job interview.

CLASSROOM ACTIVITIES

1. Discuss student readings and worksheets.

2. Have students develop theltr own interview checklists identifying
at least ten indicators of attitudes and behaviors appropriate to
a successful interview.

Set up a mock interview (with 2 students) which contains both
appropriate and inappropriate behaviors and attitudes. Have the
class evaluate the interviews using their own checklists.

Conduct an interview of each student for a job of interest to the
student. If possible, videotape or tape record the interview.
Discuss the student's strong and weak points in the interview.

STUDENT READINGS AND WORKSHEETS

I. Job Interview, LIFE SCHOOL, Handouts #10 or 11, 12=1%4; I5 ©F 16, I7=18-

2 Job Interwviews, Follett Coping Skills Series, pp. 24=28

r

3. Finding a Job, (Pitman), pp. 62-67.

SUPPLEMENTARY MATERIALS
1. A Realistic Job Search, LIFEWORKS, pp. 119-126, 144-155.

2. Occupational Knowledge: Reading Book, (The APL Series), pp. 102-111;
Student Workbook, p. 33.
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YOUTH
EMPLOYMENT
COMPETENCIES

WORK HABITS

COMPETENCY: 4. Identify proper work habits, attitude and behavior. To

complete this competency, you must take a written exam and score at
least 80%.

PURPOSE: Just as important as getting a job is keeping a job. You will need
to learn the types of behavior and work habits that employers expect and
demand of their workers, Your ability to keep a job will depend on your
ability to get along with others and to maintain a positive attitude.

LEARNING OBJECTIVES:

A. Identify the purpose of the probation period at the start of a
new job.

B. Identify appropriate behavior in learning the job and working
with others.

C. Distinguish between good and bad work habits.

D. Identify the factors that make up a pasitive job attitude.

E. Recognize acceptable ways of dealing with problems at work.

A2



Mmﬂ__ WORK HABITS
LEARNING OBJECTIVE - 4~ A

Identify the purpose of the probation period at the start of a new job.

CLASSROOM ACTIVITIES
1. Ask a representative from a union to talk to the class about problems

new workers often face on the job and how a new worker can get the
most out of his/her first days on the job.

Discuss student readings and worksheets.

STUDENT READINGS AND WORKSHEETS

Keeping a Job, (Pitman), pp. 3 - L2

Working with Others, Revised, (Steck-Vaughn), pp. 43-49.

7 SUPPLEMENTARY MATERIALS

1. Success at Work, (Steck—Vaughn), Pp. 38-40.

2. Solving Life Problems in Occupational Knowledge, Level 1 pp. 151-162,

3. Don't Get Fired, (Janus), pp. 5-10.




JOB SKILLS WORK HABITS
LEARNING OBJECTIVE: voF

-Identify appropriate behavior in learning the job and working with others.

CLASSROOM ACTIVITIES
1. Ask two students to act out "Following Company Rules" (On the Job,
LIFE SCHOOL, p. 206). Discuss why employees shouldn't use company

phones for persomal calls.

Discuss student reading and worksheets.

Divide thé class into small groups and have the groups determine
some DO's and DON'Ts on the job.

Distribute copies of "Case Studies One and Two" (On the Job, LIFE
SCHOOL, p. 207). Ask a volunteer to read each case study and
discuss what advice the students would give these workers.

STUDENT READINGS AND WORKSHEETS
1. On the Job, LIFE SCHOOL, Handouts #4 - 6.

2. Xeeping a Job, Follett Coping Skills Series,

3. Keeping a Job, (Pitmamn), pp. 13-20.

SUPPLEMENTARY MATERIALS
The Reality of Work & Promotion, LIFEWORKS pp. 35-46.

Success at Work, (Steck-Vaughn), pp. 28-29, 32-33, 35-36.

Solving Life Problems in Occupational Knowledge, Level 1, pp. 150-162.

Solving Life Problems in Occupatiomal Knowledge, Level 2, pp. 95-100.

Solving Life Problems in Occupational Knowledge, Level 3, pp. 108-113.

6. Attitudes on the Job, LIFE SKILLS Series, pp. 36-61.

7. Don't Get Firédf, (Jﬁnué}, pp. 11-26',~ R

8. Occupational Knowledge: Reading Book, (The APL Series), pp. 147-148;
Student Workbook . 129, . :
- 3 p ﬁ,?‘
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JOB SKILLS WORK HABITS
LEARNING OBJECTIVE: toe

Distinguish between good and bad work habits.

CLASSROOM ACTIVITIES

1. Discuss student readings and worksheets.

2. Ask groups of students to role-play appropriate and inappropriate
behaviors for job situations, e.g. a grocery store clerk who
doesn't like routine tasks, a farm worker who doesn't listen to
directions, etc. Discuss the skits in terms of behavior needed
to do tasks and human relations skills needed.

Distribute copies of '"Case Studies 3, 4, and 5" (On the Job,
LIFE SCHOOL, p. 208). Ask a volunteer to read each case study.
Discuss what advice the students would give each of these workers.

lSTUDENT READINGS AND WORKSHEETS
#7 or 8, 9 - 11

Keeping -a Job-Follett Coping Skills—Series;—pp-

Attitudes on the Job, LIFE SKILLS Series, pp. 16-26.

| SUPPLEMENTARY MATER!ALS
1. The Reality of Work & Promotion, LIFEUQRKS, pp. 47-53.

Solving Life Problems in Occupational Knowledge, Level 3, pp. 134-143,

How to Get a Job and Keep It, (Steck-Vaughm), pp. 54-57.

Success at Work, (Steck-Vaughn), pp. 24-26:. 42-44.

Don't Get Fired!, (Janus}, pp. 27-56.

Qccupatiocnal Knowledge: Reading Book, (The APL Series), pp. 149-154;
Student Workbook, pp. 130-131.




JOB SKILLS WORK. HABITS
LEARNING OBJECTIVE: tY

Identify the factors that make up a positive job attitude.

CLASSROOM ACTIVITIES

1. Discuss student readings and worksheets.

2. Distribute copies of "Case Studies 6 and 7," (On the Job, LIFE SCHOOL
p. 209). Ask a volunteer to read each case study. Discuss these
situations and what changes the workers should consider.

Invite a worker to class to describe his or her job and to talk about
what kind of attitudes his/her employer expects on the job.

On the Job, LIFE SCHOOL, Handouts #12 or 13, 14 -

Keeping a Job, Follett Coping Skills Series, pp. 1/-27, 39-42, and
49 -55,

Keeping a Job, (Pitman), pp. 21-32.

Working with Others, Revised, (Steck-Vaughn), pp. 58-61.

SUPPLEMENTARY MATERIALS
Success at Work, (Steck-Vaughn), pp. 1-3, and 11-13.

Solving Life Problems in Occupational Knowledge, Level 1, pp. 162-165.

Attitudes on the Job, LIFE SKILLS Series, pp. 27-35.

Don't Get Fired, (Janus), pp. 49-52, p, 63,

Occupational Knowledge: Reading Book, (The APL Series), pp. 158-160;
S8tudent Workbook, pp. 136-317. ' 7 ,
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JOB SKILLS . ~ WORK HABITS
LEARNING OBJECTIVE : “-E

Recognize acceptable ways of dealing with problems at work.

CLASSROOM ACTIVITIES

1. Assign students to interview their parents and friends about problems
they have encountered on the job. Ask students to act out some of
these situatioms. Discuss how workers might deal with these problems.

Discuss student readings and worksheets.

STUDENT READINGS AND WORKSHEETS

O the Job, LIFE SCHOOL, Handouts #i7—=20-

Keeping a Job, Follett Coping SKills Ser¥ieés, pp. 31-38, 43=48, and
56-57. :

Keeping a Job, (Pitman), pp. 53 -~ 62.

Working with Others, (Steck-Vaughn), pp. 49 - 58.

| SUPPLEMENTARY MATERIALS
Success at Work, (Steck-Vaughn), pp. 7-9, 59-61, and 65-67.

Solving Life Problems in Occupational Knowledge, Level 2, pp. 127-132.

Don't Get Fired!, (Janus), pp. 53-57.

Occupational Knowledge: Reading Book, (The APL Series), pp. 157, 161-
165; Student Workbook, pp. 133-135. '




YOUTH |
EMPLOYMENT
COMPETENCIES

WORKERS' BENEFITS

COMPETENCY: 5. Describe standard benefits and payroll structures. To

complete this competency, you must take a written exam and score at
least 80%. '

PURPOSE: Once you start looking for a job, you will have to choose the
importance of benefits to you and your family. Your payroll check may
have deductions for these benefits. It is important that you learn the
payroll and benefit structure of your employer to gain the full benefit
and protection your employer has to offer.

LEARNING_OBJECTIVES:

A, Define basic terms about wages and salary, identify standard paycheck
deductions, and do simple computations related to salary.

B. Identify and describe common company benefits,

C. Tdentify the purpose of workers' compensation and describe the
benefits it provides.

D. Identify the purpose of unemployment insurance and disability
insurance and describe the henefits they provide.
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JOB SKILLS
LEARNING OBJECTIVE -

WORKERS® BENEFITS
5 - A

Define basic terms about wages and salary, identify standard paﬁcheck
deductions, and do simple computations related to salary.

CLASSROOM ACTIVITIES

1. Give students a variety of hourly rates to practice computing salaries
for a day, week, month, and year. Calculate "time and a half" for

several of these rates,.

2. Discuss why government taxes are taken from each paycheck rather

than collected at the end of the year.

3. Bring to class sample paychecks and earnings statements (or prepare
some for typical entry-level jobs, blackening out all names on the forms).

Ask students to practice reading these.

STUDENT READINGS AND WORKSHEETS

Keeping a Job, Follett Coping Skills Series, pp. 28-30.

3. Finding a Job, (Pitman}), pp. 68 - 71.

4, Working with Others, Revised, (Steck-Vaughn), pp. 63-74.

SUPPLEMENTARY MATERIALS

The Reality of Work and Promotion, LIFEWORKS, pp. 57-76.

Solving Life Problems in Occupational Knowledge, Level 2, pp. 104-118.

Solving Life Problems in Occupational Knowledge, Level 3, pp. 118-127.

Attitudes on the Job, LIFE SKILLS Series, pp. 109-110.

Where to Go, Who to See, What to Do, (Steck-Vaughn), pp. 57-58.

Occupational Knowledge: Reading Book, pp. 117-120, 123-131; Student

Workbook, pp. 97-99, 109-118.
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-&J-QB.—S.M——-’—— WORKERS'® BENEFITS
LEARNING OBJECTIVE 5 - B.

Identify and deséribe common company benefits.

CLASSROOCM ACGCTIVITIES

Discuss student readings and worksheets.

Have students compare the benefits of two or more companies and
select the best ome.

Ask students to underline or list benefits advertised for jobs listed
in the want ads.

STUDENT READINGS AND WORKSHEETS

Finding a Job,(Pitman), pp. 72-73.

Keeping a Job, Follett Coping Skills Series, pp. 32 - 33.

| SUPPLEMENTARY MATERIALS
‘ You and the World of Work, LIFEWORKS, pp. 113-125.

The Reality of Work and Promotion, LIFEWORKS, pp. 113-125.

Solving Life Problems in Occupatiomnal Knowledge, Level 1, pp. 187 - 200]

Solving Life Problems in Occupational Knowledge, Level 2, pp. 87-94.

Occupational Knowledge: Reading Book, (The APL Series), pp, 132-134,
137-138; Student Workbook, pp. 119-120, 122,
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OB SKILLS [ workers® senerits
LEARNING OBJECTIVE 50

Identify the purpose of workers' compensation and describe the benefits
it provides.

"CLASSROOM ACTIVITIES
1. Discuss student readings and worksheets.
2. Discuss situations in which workers would be eligible (or ineligible)

for workers' compensation. For each situation, list the kinds of
benefits the worker or his/her family might receive.

STUDENT READINGS AND WORKSHEETS

SUPPLEMENTARY MATERIALS
1. The Reality of Work and Promotion, LIFEWORKS, pp. 19 -~ 29,

2. Where to Go, Who to See, What to Do, (Steck-Vaughm), pp. 53 - 54.
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Mi—w_ WORKERS' BENEFITS
LEARNING OBJECTIVE: 5-D

Identify the purpose of unemployment insurance and disability insurance
and describe the benefits they provide.

CLASSROOM ACTIVITIES
Discuss student readings and worksheets.

List on the chalkboard and discuss the qualifications for
unemp loyment compensation.

List and discuss reasons why a worker might be ineligible for
unemployment compensation.

STUDENT READINGS AND WORKSHEETS

I. Workers' Benefits, LIFE SCHOOL, Handouts #16-17, 18 or 19, and 20.

| SUPPLEMENTARY MATERIALS

1. The Reality of Work and Promotiomn, LIFEWORKS, pp. 115 - 125,

2. Where to Go, Who to See, What to Do, (Steck-Vaughn), pp. 51 - 54.
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YOUTH
EMPLOYMENT
COMPETENCIES

CAREER PLANNING

COMPETENCY: 6. Develop a personal career plan.

PURPOSE: All of us have talents and skills that are right for a number of
jobs. Choosing a career 13 not easy. Right now there are over 20,000
different careers available. Since your work is such an important part
of your life, you should choose it carefully. Counting what you know
about yourself and about jobs helps you choose a career in which you
will succeed. It enables you to take charge of your life and establish
a lifestyle you can enjoy.

LEARNING OBJECTIVES:

A. Identify career goals and how to achieve these goals based on personal
and labor market information, including a career plan.
Assess personal aptitudes, abilities, interests, values, and needs.
Determine an occupational preference and make a career choice based
on assessment of needs.
D. Recognize that career goals and planning is an on-going rather than

a single life event.
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JOB SK.LLS CAREER PLANNING
LEARNING OBJECTIVE: 6 - A

Identify career goals and how to achieve these goals based on personal
and labor market information, including a career plan.

GLASSROOM AGTIVITIES

Discuss student readings and worksheets.

Assign students to interview adult workers about how they reached
their present job. Find out how important money, social status,
recognition, creativity or personal satisfaction were in the person's
career choice, Ask students what they think of the adults' choices.

Present a case study of a worker's process through a career-decision
sequence. Have the class evaluate the worker's plan.

Ask students to list 5 jobs that help people, that involve outdoor
work, that pay very well, that involve lots of travel, that are
highly respected. (Students can suggest categories that are impor-
tant to them.) Circle the jobs that are available for high school
graduates without extra training.

STUDENT READINGS AND WORKSHEETS

I SUPPLEMENTARY MATERIALS

Entering the World of'Work; (McKnight), Student Text, pp. 11-28.

Succeeding in the World of Work, (McKnight), Student Text, pp. 109-112. }

How To Get a Job and Keep It, Revised, (Steck-Vaughn), pp. 5-7.

Solving Life Problems in Occupational Knowledge, Level 1, pp. 26-36.
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JOB SKILLS ' CAREER PLANNING
LEARNING OBJECTIVE: 6~ B

Assess personal aptitudes, abilities, interests, values, and needs.

CLASSROOM ACTIVITIES

Give each student -the COPS Form R-inventory test (or another
interest inventory). Help them to evaluate the results and find
jobs in the career clusters identified.

Help each student complete the inventories in the Janus Job Planner
{(pp. 5-36) to gain more 1n81ght into their interests and values.

Encourage students to research the wide range of jobs available in
their interest areas. (Have them look up descriptions of jobs
they don't know about.)

If possible, arrange for a vocational counselor to give the students

aptitude tests and to assist the students in relating their test
results to career choices.

WORKSHEETS

SUPPLEMENTARY MATERIALS

1.

2.

3.

How To Get a Job and Keep It, (Steck-Vaughn), pp. 5-6, 47-48.

You and the World of Work, LIFEWORKS, pp. 3-8,29-31.

Entering the World of Work, (McKnight), Student Textbook, pp. 131-156;

Activities Manual, pp. 65-83.

Succeeding in the World of Work, (McKnight), Student Textbook, pp. 66—

84; Activities Manual, pp. 66-77, 95-99, 113-116.




JOB SK“'LS CAREER PLANNING
LEARNING OBJECTIVE: .

Determine an occupational preference and make a career choice based
on assessment of needs.

CLASSROOM ACTIVITIES

1. Help students complete the Job Check Sheets in the Janus Job Planner
(pp. 45-52).

Help students complete the Goals Inventory in the Janus Job Planner
{pp. 61-67).

Help each student develop a personal career choice and a career plan
based on an assessment of their needs and interests.

STUDENT READINGS AND WORKSHEETS

I, Janus Job Flanner, pp. 4o0-52, b1-74,

SUPPLEMENTARY MATERIALS

You and the World of Work, LIFEWORKS, pp. 77-83.

Entering the World of Work, (McKnight), Student Text, pp. 2-10.
Activities Manual, p.3.,

Succeeding in the World of Work, {McKnight), Activities Manual,
pp. 105-107.




JOB SKILLS  CAREER PLANNING
LEARNING OBJECTIVE : ) 6-1

Recognize that career goals and planning is an on-going rather than a
single life event.

CLASSROOM ACTIVITIES

Discuss student readings and worksheets,

Ask the students to write out (or talk about) what they would
like to be doing five years from now in terms of their job,
leisure time, family and education. Talk about how they could
work toward those goals.

Discuss the role that worker mobility (ability to transfer skills
across settings and jobs) plays in occupational opportunities and
in job retention.

Invite an adult worker, a businessperson who collects labor market
information, an employment counselor and/or a VTAE counselor

to participate in a panel discussion on changing careers, how to
take advantage of opportunities for advancement in jobs, and ways
to keep ahead of changes in the job market.

STUDENT READINGS AND WORKSHEETS

. Keeping a Job, (Pitman), pp. 63=70

4

SUPPLEMENTARY MATERIALS

1. Solving Life Problems in Occupational Knowledge, Level 1, pp. 183-185.

2. The Reality of Work and Promotion, LIFEWORKS, pp. 127-135, 137-153.

3. Succeeding in the World of Work, (McKnight), Student Text, pp. 292-294,
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YOUTH
EMPLOYMENT
COMPETENCIES

LABOR MARKET INFORMATIGON

COMPETENCY: 7. Use labor market informatiom tc find jobs.

PURPOSE: There are over 20,000 different careers available. And new jobs
are constantly being created to keep pace with our changing world. Each
job leads to different working conditions, different pay, and maybe

even a different way of life. It is important to choose the job that
will be right for you.

To make a good job choice, you need information about the kinds of
jobs that are available now and their outlook for the future. You will
—aisv need information about the kimds of traiming and educationm required—
for jobs that inmterest yod.

LEARNING OBJECTIVES:

A. Identify the requirements for various fields of work.
B. Describe where and how to get labor market information.

C. Use information sources and occupational and professional organizations
to identify occupations and professions.

D. Evaluate educaticnal opportunities including college, vocational
training, home-study programs, adult and life-long learning programs.



JOB SKILLS LABOR MARKET INFO
LEARNING OBJECTIVE: 7 - A |

Identify the requirements for various fields of work.

CLASSROOM " ACTIVITIES

1. Discuss the student readings and worksheets.

Ask students to list on the chalkboard all the jobs they can
think of in a particular job cluster. Show them how to look
up the names of other job titles in the Dictionary of Occupa-
tional Titles or the Occupation Qutlook Handbook.

Help students use the Qccupational Outlook Handbook to prepare
a report on the education and training required for two jobs
which interest them. Encourage them to think about jobs they
know little abouit,

Ask student to use the Occupational Outlook Handbook to find

the rates of pay for various jobs. Compare rates of pay for jobs
that require no training with those which require several years
of education or training.

STUbENT READINGS AND WORKSHEETS

inding a Job, (Pitman), pp. I~14.

—2v—Janus—Fob—Planmer;pp— 7588, 37=39"

3. Realizing What's Available in the World of Work, LIFEWORKS, pp.97-
99, 101-103.

SUPPLEMENTARY MATERIALS

Solving Life Problems in Occupational Knowledge, Level 2, pp. 21-23.

Entering the World of Work, (McKnight), Student Text, pp. 182-197,
Activities Memwnal, pp. 100-101.

Occupational Knowledge , (The APL Series), Reading Book, pp. 3-11;
Srndent Workbook, pp. 10-11.
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JOB _.SK"'LS LABOR MARKET INFO
" LEARNING OBJECTIVE: 7 _ 3

Describe where and how toget labor market information.

CLASSROOM "ACTIVITIES

Ask students to name places where labor market information is
available., List all of these on the chalkboard,

Discuss student readings and worksheets,

Ask students to interview 1 or 2 people who do the kind of work
that interests them. (Use interview questions om p. 23 of
Realizing What's Available in the World of Work.) Discuss the
findings. Discuss how entry-level job requirements may have
changed since the person interviewed started working.

Ask students to use the Occupational Outlook Handbook or the
Wisconsin Information System Occupations in Wisconsin to identify
two occupations that offer few job prospects or that may become
obsolete. Help students find new jobs that workers in these fields
might consider and discuss what new training would be required.

STUDENT READINGS AND WORKSHEETS

~ 1. Realizing What's Available in the World of Work, LIFEWOBKS, pp. 6-11.

. s}

13,2375, 80=86.

SUPPLEMENTARY MATERIALS

Entering the World of Work, (McKnight), Student Text, p. 181.

Succeeding in the World of Work, (McKnight), Activities Manual,
pp. 109-112.

Solving Life Problems in Occupational Knowledge, Level 1, pp. 1-25.

Solving Life Problems in Occupational Knowledge, Level 2, pp. 1-21.

Solving Life Problems in Occupational Knowledge, Level 3, pp. 7-20.

Occupational Knowledge, (The APL Series), Readiﬁg Book, pp. 12-29;
Student Workbook, pp. 14~21.




JOB SKILLS . LABOR MARKET INFO
LEARNING OBJECTIVE : s

Use information sources and occupational and professiocnal organizations
to identify occupations and professions.

CLASSROOM ACTIVITIES

1. Discuss student readings and worksheets.

2, Put together a resource center in the classroom of printed infor-
mation available on jobs and companies from the local Chamber of
Commerce, businesspersons' groups, union halls, yellow pages, etc.
(If this kind of resource center is available in your community,
have the students work there to become familiar with the materials.)

Have each student use the yellow pages and library resources to
identify at least 3 organizatlons that might be sources of employment
information. Share these with the class.

Help students preparfe a letter requesting career information from an
agency listed in the Qccupational Outlook Handbook or in the
Wisconsin Career Information System (if available).

2. Realizing What's Available in the World of Work, LIFEWORKS, pp. 14-16

SUPPLEMENTARY MATERIALS
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JOB SKILLS | T LABOR MARKET INFO
LEARNING OBJECTIVE: | 7-D "

Evaluate'egucational opportunities including coilege, vocational
training, home-study programs, adult and life-long learning programs.

CLASSROOM ACTIVITIES

Discuss student readings and worksheets.

Invite a speaker for the VTAE district and/or a lecal college to talk
about education options available to students part time or full time.

Put together a resource center in the classroom (or visit one at a
local library or a schocl counselor's office) of booklets detailing
educational programs available in the area. Ask students to locate
educational programs in a particular field. Discuss the advantages
of the wvarious programs available.

Help student write a letter or phone for information about
educational programs that interest them.

STUDENT READINGS AND WORKSHEETS

I Realizing What's Avallable in the World of WOTk, LIFEWORKS, pp. 120-137Q4

SUPPLEMENTARY MATERIALS

Entering the World of Work, (McKnight), Student Text, pp. 199-201,

Solving Life Problems in Occupational Knowledge, Level 1, pp. 38-56.

}

3. Succeeding in the World of Work, (McKnight), Student Text, pp. 301-
305; Activities Manual, pp. 248-250.




RECOMMENDED MATERTALS FOR TEACHING

JOB SKILLS

RECOMMENDED CORE MATERIALS PUBLISHER COST
1. LIFE SCHOOL: Occupational Knowledge Pitman Learning $72;45
Job Search
Job Application
Job Interview
On the Job
Workers' Benefits
2. Finding a Job Pitman Learning 3.30
3. Keeping a Job Pitman Learning 3.30
4. TFollett Coping Skills Series Cambridge
Finding Work 2.95
Teacher's Guide 1.35
Job Interviews 2.95
Teacher's Guide 1.35
Keeping a Job 2.95
Teacher's Guide 1.35
5. _Get Hired:! Janus—Book 346
6. Don't Get Fired! Janus Book 3.40
7. Janus Job Planmer Janus Book 3.40
8. Working with Others Steck-Vaughn 3.15
9. Realizing What's Available in the McGraw-Hill 6.96
World of Work, LIFEWORKS Series
10. COPS Form R (Career Occupational EDLITS
Preference System Inventory)
Self-écoring form: interest test 16.00

and self-interpretation guide (for

25 students)
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REFERENCE, MATERTALS 'PUBLISHER COST

1. Occupational Qutloock Handbook U,S, Dept, of Labor

2. Dictionary of Occupatiénal Titles 'U. S. Dept. of Labor

If available,

3. Wisconsin Career Information System Vocational Studles Materials are
Center, UW-Madison  leased under
a membership

contract.
SUPPLEMENTAL MATERTALS
1. Using the Want Ads Janus Book 3.30
2. My Job Application File : Janus Book 2.70
3. How to Get a Job and Keep It Steck-Vaughn 2.58
4. Success at Work Steck-Vaughn 3.18
5. Where to Go, Who to See, What to Steck-Vaughn 3.15
Do (Revised) '
6. LIFEWORKS Series: . McGraw-Hill
- The Reality of Work and Promotion 696
A-Realistic-—-Job-Secarch ' 696
Getting Ready for the World of Work 6.96
You and the World of Work 6.96
7. LIFE SKILLS Series ' . Educaticnal Design
Me & Jobs 4,20
Attitudes on the Job 4,20
8. Solving Life Problems in Occupational  McGraw-Hill
Knowledge
Level 1 . 5.95
Level 2 5.95
Level 3 5.95
9. The APL (Adult Performance Level) Harcourt Brace
Series: Occupational Knowledge Jovanovich
Reading Book ' 4.60
Student Workbook 4,00
Teacher's Manual 3.30



10.

11.

12

Teacher's Kit (includes read-along
cassette tapes)

Entering the World of Work

Student Text
Activities Manual
Instructor's Guide

Succeeding in the World of Work

Student Text
Activities Manual

Project Basic Instructional Guide
Volume IV: World of Work

PUBLISHER

McKnight

McRnight

Maryland State
Dept. of Education

COST

30.00

14.46
7.29
5.28

19.28
7.29

4,00




PUBL | SHERS*

AGS American Guidance Service
Publishers Building

?.0. Box 99

Circle Pines, MN 55014-1796
(800) 328-2560

Cambridge, The Adult Education Company

Prentice Hall Order Department
200 0id Tappan Road

0ld Tappan, NJ 07675

(800) 223-1360

EDITS/ Educational and Industrial
Testing Services '

P.0. Box 7234

San Diego, CA 92107

(619) 222-1666

Educational Design, Inc.
47 West 13th Street

New York, NY 10011

(800) 221-9372

EMC Publishing

Maryland Department of Education
State Media Services Center
Bal+imore, MD 21201-2595

(301) 659-2102

McGraw-Hill Pubiishers
13955 Manchester Road
Manchester, MO 63011
(800) 338-3987

Media Materials
Department 862052
2936 Remington Avenue
Baltimore, MD 21211
{800) 638~1010

Opportunities for Learning, Inc.
{includes Pitman Learning)

20417 Nordhoff St., Dept. 4RTA
Chatsworth, CA 91311

(818) 341-2535

Steck-Vaughn Company
P.0. Box 2028

i Times Education Service

Austin, TX 78768

300 York Avenue

(8007 531=50T5

St. Paul, MN 55101
(800) 328-1452

Glencoe Publishing Company

Bennett & McKnight Division

809 W. Detwelller Dr, Dept. HE/FL 87
Peoria, IL 61615-9989

(800) 257-5755

Harcourt Brace Jovanovich, Publishers
College Sales Division

7555 Caldwel |l Avenue

Chicago, IL 60648

{800) - 237-2665

Janus Book Publishers
Department BR

2501 Industrial Pkwy, West
Hayward, CA 94545

(800) 227-2375

JIST Works, Inc.

720 North Park Avenue
Indianapolis, IN 46202
(800) 648-5478

West Publishing Company
50 West Kellogg Blvd.
St. Paul, MN 55165
(800) 328-2209

Wieser Educational, Inc.

30081 Commercic

Rancho Santa Margerita, CA 92688
(714) 581-5022

Wisconsin Department of Justice

Office of Consumer Protection
P.0. Box 7856

Madison, W! 53707

{608) 266-1852

Wisconsin Taxpayers Alliance

335 West Wilson Street
Madison, W! 53703
(608) 255-4581

*as of August, 1988
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Use of Competency Test Materials

—-- One master copy of these tests and answer sheets should be
maintained in a central office location.

— A second set of tests should be made for use in the student
testing center. These tests should be secured at all times
and should not be available for classroom use,

—— Students should not write on the tests. Scrap paper should
be provided where appropriate, i.e. for math tests.

-- We have enclosed an answer sheet form which can be duplicated
for student use, or commercial test forms can be used.

—-= There is no time limit for these tests, but each test should
be completed at one sitting.

~= Tests should not be returned to the students after they are
graded. Instructors may wish to review with students areas
they had difficulty with on the test,. :

<= Two tests (A + B) are .provided for each competency. Either
test can be used to measure competence. Students whe fail
one test should be givern the second form after they have

completed additional study. The two test versions canm aiso

be used to minimize cheéating when several students are tested

at the same time.

Performance Tests

~— Duplicate copies will be needed of performance tests since
students will be asked to write on these papers and their
scores will be recorded on the checklist sheet,

~— Copies of the checklists (only!) should be available to the
gstudents in the classroom. These checklists provide the measures
by which student performance will be judged and should be
studied_by the students prior to taking the performance test,

—-~The job application form used in the "Complete a Job Application
Form" should be secured in the testing center. This form
should not be returned to the student. The instructer (or
evaluator) should go over the completed application form with
the student discussing strong and weak points, and then
return the form to the testing center.

THESE TESTS MAY BE REPRODUCED WITHOUT PERMISSION FROM THE
EMPLOYMENT & TRAINING INSTITUTE.

g7



STUDENT NAME

Competency Test for

General Area

Date

1. A B C D

24 A B Cc D

3. A B c D

4, A B Cc D

9. A B-C D
0. A B C D
1. A B € D

iz, A B c D

Form

13. A B c D

14. A B C D
15, A B C D
16. A B C D
17, 'A B C D
18. A B cC D
19. A B c D

20, A B c D



ACKNOWLEDGMENTS

The following persons reviewed individual Survival Skills Competency
Tests for their accuracy and appropriateness. We appreciate theilr assistance
in preparation of these tests.

Job Skills

David Pedro, Milwaukee District Director, Wisconsin Job Service
Pedro Viera, Associate Director, S.E.R. Jobs for Progress, Inc.
Richard E. Williams, Director, Employment and Economic Development,

Milwaukee Urban League

Community Resources

Bruce Brander, Specialist, University of Wis.-Milw. News Service
Dr. Robert Harris, Supervisor, Health Education, Milwaukee City Health Dept
Robert Schulz, Manager, University of Wis,-Milw. Mail Services

Consumer Economics

Anita Barsness, Center for Consumer Affairs, UW-Extension

David Gardner, Agent, American Family Insurance

William Lassow, Taxpayer Education Coordinator, U. S. Internal Revenue Service

Al Luzi, Director, Concerned Consumers League

John G. Maher, Operations Officer, First Bank Milwaukee

Mark Pawasarat, Mechanic, Michelson AMC/Subaru Inc.

James H. Prey, Chief, Agent Licensing Section, Wis. Office of the Commissiomer
of Imsurance

Thomas Reid, Staff Specialist, Wisconsin Department of Revenue

Franny Vannevel, Consumer Information Ccordinator, Office of Consumer Protection,

Wis. Department of Justice.

Government and Law

Anne Deleo, Attorney, Legal Action of Wisconsin

Kevin Kennedy, Executive Secretary, Wisconsin Electioms Board

Thaddeus Stawicki, Executive Secretary, City of Milwaukee Elections Commission
Lt. Bernard Tessmer, Training Director, Milwaukee County Sheriff's Department
Thomas Zablocki, County Clerk, Milwaukee County

Health

Dr. Curt Ayers, Acting Chair, Preventive Dentistry and Community Health,
Marquette University School of Dentistry

Dr. Robert Harris, Supervisor, Health Education, Milwaukee City Health Dept.

James D. huycke, Prevention Coordinator, Milwaukee Council on Drug Abuse

Susan A. Janowski, First Aid Representative, American Red Cross

Interpersonal Relationships

Steve Baruch, Human Relations Curriculum Developer, Milwaukee Public Schools

o9



JOB SKILLS

"Identify Resources and Procedures for Seeking a Job"

Test Form A

DIRECTIONS: DO NOT WRITE ON THIS TEST! If you need scrap paper, ask
your instructor for a blank piece of paper.,

The purpose of this test is to determine if you can
identify resources and procedures for seeking a job.

Read each question. Then read all four of the choices
listed, Select the'ggﬁ choice which best answers the
questions or completes the sentence. Mark this choice
on the answer sheet provided by your instructor. To
master this exam you must correctly answer at least 16
out of 20 (80%) items.

1. Where would you look in the newspaper to find the list of job openings
for the area?

. the local news section

the entertainment and travel section
the classified ads section
. the sports and investments section

oo W

2. When you find a job listing in the want ads which interests you, you
should

A. call immediately no matter what the ad says.
B. apply in person within the next two weeks.
C. send in your resume from your last job.

D. read the ad carefully and do as directed.




Seeking a Job

A=2
Use the ad section at the right to answer
: ) SCHOOL BUS DRIVER
questions #3~5, o ORI aith 3 3Eh00l 306 Toamch
a clear record for The past 3 wrs. If
vouw 1i0 these aqualificalions, apply n
person at School Rice, 3850 N. Holton,
Mon.-Fri. #-3,
SHOPPERS
3. How should you apply for the ﬁsm@ﬂmbmmmmmgo%
TELEPHONES SALES job? Ence RelBta riate fh ona par
lime pasilions available. Musl, be wil-
i 10 drive wilhin & 75- 100 nlile radi-
A o
- 1D person : aeeointmient 3515567 :
B. by phone Telephone Soficitors .
e 6 i H A
C. by mail Sty Sart a1 EIIN ek bomoes
sart lime, 24 hrs.-wk We Irain you.
D. by telegraph n0 experiance needed. Aopiy in per-
TELEPHONE SALES
Part time-Full fime
Qur office. Must call 273-2393
) ) : " TREE TRIMMERS
4. Which of the following could you expect | Egmarienced onlv £l tme, vear
1 1ab? TRUCK DRIVERS
if you tock the TELEPHONE SOLICITOR job? 31rs. exoUIck avr e rng, e
¥-264 Journal.
' W AITRESS
A. $3.50 per hour Pty Cub 113, 11302 . Blermouna |
s opply mpersonafterd
B. full time work WAITRESS .
. . Fult lima: Internatianal House of P
C. «tr ainling : cake;memn B Wascano i.Eswo Aoy
D. Dbonuses bperson e

3. Based on the way this sample of classified ads is organized, where
would you expect to find a listing for a part time job as a COOK paying
at least $100 per week?

under "éook"

A o e Va

A,
B. under "Part-time"
G- under "Fuuu Job u
™
1t

under—S100 .JODS

6. A want-ad says SALARY NEGOTIABLE. This means

A. you can decide how much you want to be paid.

B. the employer will set the salary based on past salaries.
C. you and the employer will decide on a salary together.
D. the salary will be the minimum wage.

7. Which of the following best describes the advantages of using the
Wisconsin Jobs Service?

A. mno cost; provides job counsellng, skills testing, listings of some
job openings

B. little red tape to go through, cost based on ability to pay

C. no crowds, provides contact with all possible employers in the area

D. no cost, used by all employers, no forms to fill out

8. The most expensive way to get help in finding a job is to go to

A, a school counselor.

B. company persomnel offices.

C. private (for-profit) employment agencies,
D. state employment agencies.



Seeking a Job
A-3

9. Community-based non-profit employment agencies often provide employment
services, What is an advantage 5f using these agencies? -

A. Their services are free.

B. They often offer job counseling and assessment programs.

C. They help clients find training programs and make referrals for
education classes.

D. all of the above

[

18. 1If you go to Wisconsin Job Service for help in finding a job, what do
you have to pay if they help you get a job?

A. nothing

B. one week's salary

C. a fee based on your income
C. a flat rate per interview

11. You are looking for a job. As you walk down the street you see a help
wanted sign in a store window. The best thing for you to do is

A, go right home and call the store owner.

B. go right in and apply for the job.

C. write a letter of application to the owmer.
D. forget it. The job is probably filled.

12, Which sources of job information should you consider when hunting for a job?

A, family and friends

B. Wisconsin Job Service
C. community-based employment agencies
D. all of the above

13. One way to find a job is to go to the state Job Service office. The best
reason to do this is

A. they usually have a lot of jobs listed.

B. every employer asks them to find workers.

C. very few people go there to find a job.

D. you will not have to wait in line for service.

14, When you go directly to a company to apply for a job, you should

. ask for the boss.

demand an interview.

. talk with other employees.

ask for the personnel department.

=R BVl



15.

16.

Seeking a Job
A-4

Fernando is looking for a job. He needs help finding out what he can do
and what kind of educatiomal programs could help him advance in his job.
Which of the following agencies could probably help Fernando?

Dawr

private employment agency
temporary help agency

-community-based agency

company personnel offices

If you go to a private (for-profit) employment agency for help in getting
a job, you should ask

A.
B.
C.
D.

whether they like your clothes.

who will pay for the service.

how much money the agency makes each year.
all of the above

Questions #17-18 are based on the following want ad.

NURSERY HELPER

weekends
Minimum Wage To Start

No experience necessary — will train

Must have driver's license

17.

18.

Call in pefson
Ask for manager

Ace Garden Center -
300 Main St

What kind of work would you do on this job?

help out in a nursery school
sell clothes for children
work with nurses in a hospital
take care of plants and trees

What must vou do to apply for this job?

“A.

B,
c.
D.

send your resume to the Ace Garden Shop

go to the place and ask for the manager

check first with the state employment service
telephone the manager of the shop



Seeking a Job
A-5

19. The contract you sign at a private employment agency tells

where you will find jobs in vour field.

whether and how much you must pay for their services.
what you must wear for an interview.

all of the above

oo

20. At the company personnel office you should ask to

A, £fill out an application.
B. sign a contract.

C. check their yellow pages.
D. see a counselor.
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JOB SKILLS
"Identify Resources and Procedures for Seeking a Job"
Test Form B

A

DIRECTIONS: DO NOT WRITE ON THIS TEST! 1If you need scrap paper, ask
your instructor for a blank piece of paper.

The purpose of this test is to determine if you can
identify resourcés and procedures for seeking a job.

Read each question. Then read all four of the choices
listed. Select the ONE choice which best answers the
questions or completes the sentence. Mark this choice
on the answer sheet provided by your instructor. To
master this exam you must correctly answer at Teast 16
out of 20 (80%) items. :

-

1. Newspapers 1ist job openings in

[ h | h | - ot
Lile TOLdT TIEWS SEL LUl

the classified ads sectiom.

the ertertainment section.
all of the above

0 WP =

2. When you are looking for a job you should

A. ask your friends if they have heard of any good jobs open.

B. ‘look at the want ads in the Tocal newspaper.

C. go through the yellow pages and call companies in your field
to see if they have openings.

D. all of the above

3. Jim graduated from high school in Kenosha, but is interested in
moving to Green Bay. Which of the following sources in Kenosha
would be most 1ikely to have information about jobs in Green Bay?

A. the Job Service office

B. the Kenosha News

C. his high school counselor
D. Tlocal bulletin boards



Questions #4-6 are based on the want-ad to the right.

Seeking a Job

3-2

4. What would you do on this job?

A. teach people how to drive a car
8. fix cameras and radios

C. sell merchandise in a store

D

all of the above

5. When would you work on this job?

A. every day all day

B. whenever you want to work
€. afternoons and evenings

D

Some experience necessary
Call manager for appointment

Equal Opportunity Employer

SALES.HELP WANTED

- Cameras
Appliances
Radio/TV

Evenings Mon-Fri
All day Sat

855-3212

evenings and Saturdays

6. What should you do to get this job?

call the state employment service
send your resume to the manager
call the manaqer of the store

Lo B o L v e =]

write a letter to the manager of the store

7. Lincoln has no work experience, but he is
willing to work hard and to learn. Which
one of the ads at the right will consider
a person with no experience!

ad A-
ad B
ad C
ad D

Lo B e R e

OED

.53l manaqlmen!

130 Sales & Marketing |
-AUTO SALESPERSON

Orening for 1 lop nolch experienced
Srofessionat to sel a new and uted
car gombination, Very rare eppartu-
nitv in earn{ns Dmemial Calt or 2pply
in persan al;

“Ernig von Schiedorn

Ponhac.meck

MAIN ST AT HWY. 4
MENOMONEE FALLS
- 255-6000

BRY CLEANING refail rute safgs,
expenence ln ranerv harging helpfus,
call Dan, 731-5350

MACHINE TOOL SALES

REPRESENTATIVE
Uniimited opportunilies. Strafghl
cominission. Experienced onlv, Send
resume 1o E-471, Journal

MANAGEMENT
TRAINEE

Our successtul direct sales program
is it need of ) experienced salasrnan
lo learn cur program and grow info

-=All media eads
~Exclusive products
-Hiph commissions ﬂald

Sand YoUr resums or calt and we wil
mail you an aeplication, Mo felephone
inferviews please. We will call back Io
arrange inlemews.

WINGOW !PECI)\L!STS
OF WISCONSIN -

1 4ITS 5, Kansas Ave,-
Milwaukee, WE 53307

For aoelications calt M. Didyér
_ TR 4800 (umnd o, 1 !m}




10.

11.

Seeking a Job
B-3

If you go to a private (for-profit) employment agency for help in getting a
job, you '

A. may have to pay them a fee for helping you.

B. have to go to the state employment service anyway

C. have to take any job they find whether you want it or not.
D. all of the above

Which of the following places may have a number of job openings listed?
A. school counselor

B. community-based employment agency

C. Job Service

D. all of the above

Which of the following activities are provided by Wisconsin Job Service?
A. 1list job openings for all companies

8. provide lists of jobs for some companies

C. recommend people for employers

D. recommend people for jobs

Who may use the State employment agency?

A. ‘anyone

4**44‘4‘4‘4**‘4‘4‘4‘3‘4‘ﬂﬂ1y*ﬂﬁemp}oyed‘pEOiﬂE

— D —onty people who are disatisfied with—their presemt—jobss

12,

13.

7~ =1 3 3
|7 Ullly gEntaid nandicdaps

What kind of employment services are often provided by community-based
non-profit employment agencies?

A. referrals to job training programs
B. Jjob counseling and assessment

C. social services
D. all of the above

Which best describes the services offered by Wisconsin Job Service?

A. no cost, provide job counseling and testing, have long 1ist of
job openings

B. no red tape, provide 1ist of johs for unskilled workers based on

their ability to pay

no crowds or lines, provide spec1a] services for skilled workers

contact by phone rather than in person, provide lists of all job
openings

[ I g}



Seeking a Job
B-4

14.  When you call a large company to ask about possible job openings, you
should ask for the :
A. personnel office.
B. president's office.
C. wunion steward.
D. supply c]ehk.
15. Which of the following is not a good reason for calling an employer
when looking for a job?
A. to set up an interview
B. to find out if a job is still available
C. to save time looking for Jjobs
D. to avoid having to fill out a job appiication form
16. What is an advantage of looking at a private (for-profit) employment
agency to find jobs? .
A. They 1ist all jobs available.
B. They Tist all government job openings.
C. It may take less time than going to employers yourself,
D. all of the above
17. When you go to a personnel office looking for jobs you should
A, demand to have a job interview immediately:
B—askhownach—the personnetoffice staff-are paid:
C. ask if there are any job openings.
D. all of the above
18. It is important to find out if a company with job openings has
A. long Tunch breaks.
B. the kind of job you want.
C. a large parking lot.
D. good sports teams.
19. When calling an employer about job openings you should

A. tell a joke to break the ice.

B. Tisten carefully to what the employer says.

€. try to conduct your job 1nterv1ew ovaer the phone.
D. all of the above



20.

Seeking a Job
B-5

The goal of calling an employer about possible jobs is to

A.
B.
C
D

set up an interview.

find out who else is applying for the job.

try to find out what other companies are hiring.
avoid filling out a job application form.




JOB SKILLS
"Complete a Job Application Form"

Test Form A

DIRECTIONS: DO NOT YRITE ON THIS TEST! If you need scrap paper, ask
: ‘your instructor for a blank piece of paper.

The purpose of this test is to determine if you can
complete a job application form.

Read each question, Then read all four of the choices Tisted.
Select the ONE choice which best answers the questions or
completes the sentence. Mark this choice on the answer

sheet provided by your instructor. To master this exam you
must correctly answer at least 16 out of 20 (80%) items.

1. In order to apply for a job you are asked to fill out a job

—————————app%%eat%eﬂ—fbfm—aﬁd—eﬂe%ﬂsefa—resume744¥ou~sheu+d~—m—————n————————m__—w~4*

write"seeresufe"tnstead of repeatingtrformation

fill out the application form completely.

leave out information that you don't want anyone to know
write "N/A" for information which is also on your resume,

[ow B ap R we i )

2. If you write "N/A" (for not applicable) in a blank on a job
application form, it means that

A. you do not know what to put in the blank.

B. the item does not apply to you.

C. the interviewer should not ask you about it.

D. the question is illegal and you should not answer it.

3. _ When you fill out a job application, you should

A. write in ba11po1nt pen.
B. write in pencil.
C
D

prlnt in ballpoint pen.
print in pencil,



JOD APPlICdL Ul 1y

4. When you fill out a job application, you should

A. supply all of the information asked for.

B. fill out only the parts you think are important.

C. 1list only your most recent employment.

D. fill out only your name and address until the interview.
5, A job application form asks about your

A. Jjob history.

B. dideas about the company.

C. children's ages.

D. things you own.

6. Ronald is preparing a personal fact sheet to take with him when he applies
for a job. What.information would he probably not be asked on job
application forms?

his dates of employment

the years he attended school
the date of his marriage
his social security number

[ow Mo M =" e

7 pnita was asked her MARITAL STATUS on a job applicati Which of
: - the following answers is appropriate?

A. mother
B. aunt

C. daughter
D. divorced

8. OCCUPATION is another word for

A, job.

B. background.
C. resume-

D. rate of pay.



Jub Application Form
A-3

9., Linda is applying for a job working in a flower shop. Which one of her
high school activities, extra-curricular activities and hobbies would
be most important to list on the job application?

A. cheerleader
B. ping pong champion
C. Garden Club
D. church choir
10. SPOUSE means
A. father or mother.
B. wife or husband.
C. brother or sister.
D. none of the above
11. If the application blank asks you for your former employer, you should
write the name of
A. someone who knows you and your work.
B. the last person or company you worked for.
C. the company you are applying to.
D. the person who referred you.
12, If you've never had a Job before what should you put in the application

under previous employer?

A, write N/A
B.
C
D

explain why
make one up
none of your business



Job Application Form
A-4

Use the form below to answer questions #13-14,

EDUCATION NAME ano LOGATION OF SCHOOL arvart | anabirteo SUBELT FTUBITS

GRAMMAR BENOGL

WIGH &

GOLLEAE

TRAGE. BUSINESE QR
CORALEPONGENCE

BCHOOL
(S

o0 |w|P

13. If you have just received your G.E.D., where would you put the
information on this application?

A. space A
D P AL Yol =1 Q
oy D*JI:IDU [~
O acam m [ il
Lo Sspace o
- e .
D—space U

14. If you plan on attending college in the future what should you put in
space C?

A. date you intend to enroll

B, the name of the coliege

C. leave blank

D, date you intend to graduate

15, Theresa is applying for a job at a Tocal company. What should she
be prepared to answer?

A. what hours she can work
B. when she can start work
C. the salary she expects
. all of the above



Job Application Form
A-S

EMPLOYMENT DESIRED

DATE YOU [T1%Y 54
mOSITION CAM STARY RS RLD

| 1r 90 MAY WE INGUIRE
ARE YOU EMPLOYED MOWY OF YOUR FALSENT CHMALOTEAY
EVIR APPLIED TO THIE COMPANY BEFORE! a wHEnt wHEN )

16. You are applying for a job and the application has some spaces like
the ones above. You are working now, but your boss does not know you
are looking for another job. Where would you indicate that you do not
want your present boss to know you have applied for another job?

A. space 1
B. space 2
C. space 3
D. space 4.

17. Which information about Jim's skills would be most important to 1ist on
his job application for a factory job?

can repair office machines
can bowl 240 .

sings in church choir
good handwriting

OO

18. A good reference to put on your job appiication form would be your

| ather or mother:
R B. best subject im schoot.
' C. teacher or former boss.

D. all of the above

19. REFERENCE means

employers you've had.

certificates you've earned.

someone you can ride to work with.

someone who will make a statement about you.

[ Mgy Jve B ]

20. When you list references you should

make sure you have checked with each person beforehand.

1ist their full address.

1ist only those people who you think will say good things about you.
all of the above

[wr N Wer i =]



JOB SKILLS
“"Complete a Job Application Form"
' Test Form B

DIRECTIONS: DO NGT WRITE ON THIS TEST! If you need scrap paper, ask
your instructor for a blank piece of paper.

The purpose of this test is to determine if you can
complete a job application form.

Read each question. Then read all four of the choices listed.
Select the ONE choice which best answers the questions -or
completes the sentence. Mark this choice on the answer

sheet provided by your instructor. To master this exam you
must correctly answer at least 16 out of 20 (80%) items.

1. What is the purpose of a job application form?

to determ1ne your fr1nqe benefits

to sk Jeant is..qualified for a job
to determ1ne whether you can read and write

-A. on a job application usually means

N

A. never arrested.
B. not applicable
C. not available
D. no answer

3. What information could you expect to be asked on a job application
form?

A. names of teachers you've had

B. your social security number

C. the salary you expect for this job

D. the federal income tax paid during the Tast year.



Job Application Form

4. Your fact sheet or resume
A. 1ists your training, education, and experience,
B. 1lists all of your grades in school.
C. is a legal document needed for a job.
D. must be mailed to an employer,
5. The best way to comp]ete a job application form is to
A, write with a pencil,
B. write with a ballpoint pen.
C. print with a pencil.
D. print with a ballpoint pen.
6. What should you write on an applicatibn form if you don't have a phone number?
A. 1ist a good friend's number
3. explain why you don't have a phone
C. leave the space blank
D, make up-a-phone number
7. MARITAL STATUS means
A. married, divorced or separated.
B. engaged to be married.
C. whether you have children,
D. time spent in training programs.
8. DEPENDENTS means

A.
B.
C
D

what you expect for a minimum salary.

the number of children and adults you support.
the special skills you depend on.

whom you depend on to get to work.



Job Apptication Form
B-3

Questions #9-10 are based on the following application.

APPLICATION FOR EMPLOYMENT

WE ARE AN EQUAL SPPOATUNITY EMPLOYER

PERSONAL INFORMATION
socraL steumTy

DATE MEER

) i
1 NAME * agx 12X f
LAST Finnt WDOLE .

p

Mot
ITATE

ETAREY . sITY
3 PERMANENT ACDRLSE
FTUEET oY ATt
: 4 FHONE NO. SWN HOME NENT BOARD
i
i
5 DATE OF RIATH HEIGNT WELANT
6 MARRIED sNGLE WIDOWED pivaRcrn SECPARATID
DEPENDENTS OTHER cITIZEN s Q
HUMSER OF CHILDAIM THAN WIFE OR CHILEREN oF Uy, 5. A, NO O
IF RELATED TO ANYONE IN OUR IMPLOY, REPERALD
ATATE MAME AND BEPARTMENT BY

9. On the application above, what would you put where it says "PRESENT
ADDRESS"? ‘

A. the address of the place where you last worked
B. the address of the place where you live now

C. the address of your best friend

D. the address of the company you are applying to

0. If you were sent to a job by the state employment service, where would

you put that information on the application above?

A. Tline 1
B. Tine 4
C. 1ine 6
D. Tline 8

11.  An application form asks you for information on your education, beginning
with your most recent school. Matthew attended three schools. In what
order should he Tist them?

A. Elm Street Elementary School, Lincoln Junior High School, Central High

School

3. Central High School, ETm Street Elementary School, Lincoln Junior High
School : .

C. Central High School, Lincoln Junior High School, Elm Street Elementary
School

D. Lincoln Junior High School, Central High School, Elm Street Elementary
School _



Job Application Form
B-4

12. Application forms usually ask for information on

the names of schools you attended.
when you attended school.

whether you finished school.

all of the above

e g W e ]

Questions #13-14 are based on the following appliication selection.

FORMER EMPLOYERS (LIST BELOW LAST POUR TMPLOYEIRE, STARTING WITH I;AI'I' ONE FIRST. )

DATE

ADDRES LA L] 24 SALARY o TION REASON FOR LIAYING
MONTH AMD TEAR NAME AMO | - "OYER

TS

FROM

hi-]

TROM

BN (-

13. If you were filling out this job application, where would you put the name

of the place vou are working now?

A. space 1
B. space 2
C. space 3 .
D. space 4

14. Brett only had two jobs including the one he has now. What should he
put in space 3 and 42

A. make up one job and leave one blank
B. put N/A in both spaces

C. wmake up names for both spaces

0. Teave all four spaces blank



Job Application Form
' B-5

15. Betty is applying for a clerical job. She has worked as a clerk-typist
at Smith & Company since 1973. Before that, she worked as a clerk at the
Baker Company for two years. Which of the following would be the best
way for Betty to list her work experience?

A. "Total of ten years in clerical jobs, mostly in this area."
B. "I worked for Baker until 1973 when I quit to go to work at
Smith for more money."
C. "Clerk-typist, Smith & Company, 1973 - present; clerk, Baker Company,
1971 - 1973." : '
D. "I can do nearly any office job, and I learn very quickly."

16. James coaches basketball for the children in his neighborhood. For what
jobs should he 1ist this on the application form?
A. construction workef
B. mechanic
€. recreation director
D. 1insurance salesman

17. Lawrence prepared a fact sheet 1isting his employment and education history.
His fact sheet should
A. help him to fill out application forms.

B. be used instead of the employer's application form.
C. be mailed with his resume.
D. be neatly printed in pencil.

18. Which of the”fo1ﬁowing skills would NOT be important to 1ist for a clerical
job?

A. type 65 words per minute
8. keypunching

C. worked the switchboard

D. 1ike small children

19. An employer asks you for REFERENCES. She wants

A. a 1ist of past employers,
B. a copy of certificates you've earned.
€. names of people who can provide information about you.
D. none of the above
20. Which of the following is not a good reference for a job application form?

A. a formef boss
8. a teacher

C. a relative

D.

a member of the clergy



JOB SKILLS.
"Complete a Job Application Form"

PERFORMANCE TEST

Student Date of Evaluation
Instructor Performance Attempt 1 2 3 4
Evaluator

DIRECTIONS: The purpose of this performance test is to determine if you
can completea job application form. To master this competency,
you must demonstrate proficiency in 8 out of 10 (80%) items
on the performance checklist. All critical items (*) must
be marked "yes" for mastery.

Complete the two-page "Application for Employment.'




Job Application -PERFORMANCE

OYMENTS

WE ARE AN FQUAL QPPORTUNITY FMPLOYER

PERSONAL INFORMATION
SOCIAL TESUMITY

DATE HUMBER

NAME ) AGE sEx
LAST FinrT ®IDOLE

PRESENT ADDRESH

ETAKET cITY STATE - .
PERMANENT ADDRESS

STREELT Ty BTATE
FHONE NO, - OWHN HOME AENT BWOARD

.
DATE OF 'BIRTH HEIGHT WEIGHT
CITIZEN yes QO
QX U, 5. A, NO ]
IF RELATED TO ANYONE IN OUR EMPLOY, REFIERRED
STATE NAME AND DEFPARTMENT ay
EMPLOYMENT DESIRED
DATE YOU EALANY
rOSITION CAN ETART DESIRED
IF RD MAY WE INQIIRE
ARE YOU EMPLOYED NOW? OF YOUR PACSENT IMFLOYERT
EVER AFPPLIID TO THIEB COM.FANY REFORKLT WHERT WHEM 1
EDUCATION NAME anND LOCATION OF SCHOOL AT EN D I S SUBJZCTS STUDILL

GRAMMAR SCHOOL,

HIGH SCHOOL

COLLEGE

TRADE. BUYIHERS OR
CORRESPONDENCE

SCHOOL

SUBJECTS OF SPECIAL STUDY

WHAT FOREIGN LANGUAGES DO YOM SPEAK FLUENTLY?

REAQ

WARITE

U. §. MILITARY OR
MAvYAL BERVICE RAMNK

PRESENT MEMBERSHI® [N
NATIONAL GUARD OR RESERVES

EFFICIENCY® LINE NOQ. 3001



. Job Application ~PERFORMANCE

Page 3

FORMER EMPLO‘YERS (LIST BELOW LAGT FOUR EMPLOYERS. STARTING WITH LAST ONK FIRST. )

DATE

MONTH AND YEAR NAME AND ADDRESS OF TMPLOYER

SALARY

POSITION REZARON FOR LEAVIM

FROM

o

FROM -

TO

FROM

TO

FROM

TO

GIVE éELOW THE NAMES OF THREE PERSONS NOT RELATED TO YOU,

REFERENCES:

WHOM YOU HAVE KNOWN AT LTAST ONKE YEAR,

NAME ADDRESS

YEARS
ACQUAINTE:

BUBINERR

2

3

PHYSICAL RECORD:

LIST ANY PHYSICAL DEFECTS

‘WERE YOU EVER INJURED? GIVE DETAILS

[V3

HAYE YO ANY DEFECTS IN HEARINGT

IN YIGIONRT

TN BPEECHT

IN CABE OF
EMERGEMNCY NOTIFY

NAME ARDDRENS

FHONE HO,

I AUTHORIZE INVESTIGATION OF ALL STATEMINTS CONTAINED IN THIS APPLICATION. | UNDERSTAND THAT MIGR.EPF!E!ENTA'HON
OMISSION OF FACTS CALLED FOR IS CAUSE FOR DISMISSAL. FURTHER, | UNDERSTAND AND AGREE THAT MY EMPLOYMENT & FOR :
DEFINITE PERICD AND MAY, REGARDLESS OF THE DATE OF PAYMENT OF MY WAGES AND BALARY, BE TERMINATED AT ANY Ti°

WITHOUT ANY PREVIOUS NOTICEH.

DATE SIGNATURE

DO NOT WRITE BELOW THIS LINE

INTERVIEWED AaY

DATE
REMARKS:

NEATNESS CHARACTER

PERSONALITY ARILITY

HIRED

FOR DEPT.

POSITION WwWILL REPORT

SALARY
WAGES

APPROVED: 1.

EMPLOYMENT MANAGER

OEPT. HEAD

GEHERAL MANAGER



Job Application -pERFORMANCE

Page 4
PERFORMANCE TEST CHECKLIST
Critical ' _ Points
Ttems Items to Be Observed Yes - No
® 1. Write or print in ink in readable style. *1 0
* : 2. Provide personal information completely and ®*1 0
accurately,
* 3. List education data completely and accurately. *1 0
* 4. List work experiences from most recent to earliest. *], 0

(If no work experiences, write N.A. or Not Applicable)

* 5. Provide the complete names and addresses of all *1 0
references.

* 6. Provide references who are NOT classmates or relafivés. *1 it
7. Answer all appropriate questions. 1 0

8. Use correct spelling of all words. : 1 0

9, Ise onxxectfeapitaiizatisn and—punctuatiomn, T U

10— Make—correetionsneatly 1 0

Total Points Possible = 10 PERFORMANCE SCORE TOTAL

Points Needed for Mastery = 8



JOB SKILLS

"Demonstrate the-Abiliﬁ§ to Participate Effectively
in a Job Interview"

Test Form &

DIRECTIONS: DO NOT WRITE ON THIS TEST! If you need scrap paper, ask
your instructor for a blank piece of paper.

The purpose of this test is to determine if you can demonstrate
the ability to participate effectively in a job interview.

Read each guestion. Then read all four of the choices listed.
Select the ONE choice which best answers the questions or
completes the sentence. Mark this choice on the answer

sheet provided by your instructor. To master this exam you
must correctly answer at least 16 out of 20 (80%) items.

1. The job interview takes place between you and the

person in Chd.rge of hiring.

sales manager.
company president.
person who had the job last.

o0 W

2. In an interview it is important to

A. say as little as possible about past jobs.

B. act any way you want because the interview doesn't matter.
C. ask guestions about the job you want.

D. answer only questions which make you look good.

3. In job interviews employers may ask questions about

A. past jcbs.

B. personal interests.
C. education.

D. all of the above



Job Interview
A-2

There are a number of things you should do to prepare for a job interview.
Which of the following is not something you should do?

A. make a list of dquestions to ask the interviawer

B. plan to argue about your salary and benefits

C. learn something about the company and job you are applying for
D. be ready to negotiate the salary you will be paid

If you have a job interview at 9:00 a.m., you should

A. be a little late because interviews never start on time.
B. get there exactly at 9 o'clock.

C. get there 5 or 10 minutes early.

D. get there at 8 o'clock to be first is line.

When you go to a job interview, you should

A. dress neatly in clean clothes.

B. wear the uniform you would wear to work.
C. put on anything handy.

D. wear the fanciest clothes you have,

7. In a job interview it is okay to ask questions about
A. what duties you'll have.
B.—vyour benefits,
C. hours and salaxrv.
D. all of the above
8. Dave 1s out of work and desperate to do almost ahything for money. He
gets an interview for a job with long hours. In the interview Dave should
A. tell the employer he will work hard at the job.
B. explain that he is desperate for money.
C. tell the employer that the hours should be changed.
D. all of the above . S
9. Bill has gotten a job interview with a private security agency. He

knows very little about the company. He should

A. learn about the company before the interview and find out what types
of skills are needed.

B. dress up for the interview and not worry about the history of the
company .

C. explain during the interview that he doesn't know much about the
company but he'd sure like to learn.

D. walt until the interview and see what happens.



Job Interview
A-3

10. Louie wants to create a good impression at his job interview. What would

not be a good question to ask?

A. Is there a chance for working extra hours?

B. How many holidays do employees get?

C. Is there any possibility for advancement?

D. Wwhat are people like where I'll be working?
11. Before going to an interview it is important to

A, bring along an éttractive friend.

B. wash and wax your car in case the boss sees you coming,

C. knew something about the company. .

D. all of the above
12. Jennie wants to be at her. interview on- time so she asks her friend Dave

to give her a ride. Dave should

A. stay outside.

B. speak as a reference for his good friend.

C. ask to sit in on the interview.

D. come inside and wait with Jennie.
13. At a job interview, it is good practice to spend the most time discussing

A.—money-matters.

B=—raisess

—Es—conmpany-bernefitss

D. your qualifications for the job.
14, Which of the following should you not do-‘at a job interview?

A. ask the interviewer questions

BE. show that you have a sense of humor

C. interrupt the interviewer

D. all of the above
15. During a Jjob interview you should

try to impress the interviewer by boasting of your abilities and
confidence. )

show how relaxed and friendly you are by telling stories and jokes.
speak only when you are questioned to show that you will be a good
worker.

feel free to ask questions and look directly at the interviewer.



Job Interview
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16. After a job interview, it is a good idea to

A
B.
C.
D.

send a gift.

write a thank you letter.

wait one month before checking back.
phone the interviewer later in the day.

17. Five years ago, Mary quit her job to raise a family. Now, because the
family needs money, she wants to go back to work. An interviewer asks

her,

is

"Who will take care of your children while you work?" Which answer
best?

"I don't know, if I can find someone to take care of them."

"It's none of your business."

"How does that question relate to the joh?"

"I know that's important and I'll make arrangements for the children."

18, During a job interview you should

smoke a cigarette.

ask gquestiocons.

talk about people you know.

walk right in and make yourself feel at home.

~19.After a job interview is over you should

thanktheintarviewer.

ask when the decision will be made.
ask to be called about the decision.
all of the above.

20. At the end of the job interview if the employer hasn't said anything about
getting the job, you should

figure you blew it,

wait a few days then forget about it.

ask when they'll be making their decision.

ask what went wrong and see if you can get another interview.
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JOB SKILLS

"Demonstrate the Ability to Participate Effectively
In a Job Interview"

N

DIRECTIONS: DO NOT WRITE ON THIS TEST! If you need'scrap paper, ask
your instructor for a blank piece of paper.

Test Form B

The purpose of this test is to determine if you can demonstrate
the ability to participate effectively in a job interview.

Read each question. Then read all four of the choices listed.
Select the ONE choice which best answers the guestions or
completes the sentence, Mark this choice on the answer

sheet provided by your instructor. To master this exam you
must correctly answer at least 16 out of 20 (80%) items.

1. The main purpose of a job interview is to

+m -
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in the job.
C. 1introduce employees to company rules.
D. discuss salary and fringe benefits of the job.

2. A job interview is

held after you have been hired.

part of a "weeding out" process.

just a formality and not that important.
all of the above

[ B e T w78 e ]

3. MWhich of the following statements is true about job interviews?

A. The interviewer learns a lot about you from the way you act.
B. An interview is not really very important in getting a job.
€. You should not ask questions during a job interview.
D. The interviewer usually has no say in who is hired.



Job Interview

B-2
4. Susie is applying for a part-time clerical position to work at during her
summer vacation. She is going to the job interview after school. She
should
A. make sure she's dressed properly for the interview. -
8. explain that she's just interested in the job for a few months until
summer vacation ends.
C. tell the employer that he's lucky to get a student for this job.
D. wear her school clothes and explain that the students 1ike jeans
and t-shirts,
5. To prepare for a job interview you should
A. get a good night's sleep,
B. check out transportation to the interview.
C. collect information for the job application.
D. all of the above
6. Margo has an interview for a secretarial job in a few days. She
should
A.' not think about the job so she can act herself during the interview.
B. plan out what she wants to say.
C. —plan to go to a late movie the night before the interview
D.” buy a pretty cocktail dress to look sexy.
7. Under what conditions is it okay to wear sloppy or dirty clothes to an
interview?
A. when the working conditions are so bad you have to wear old clothes
B. at an auto repair shop
C. when the employees dress that way
D. never
8. If you have a job interview at 10:00 a.m., you should

A. be late because interviews never start on time.
B. get there exactly at 10 o'clock.
€. get there 5 or 10 minutes early,
D. get there at 9 o'clock to be the first in line,



Job Interview

B-3
9. When you go on a job interview, you should
A, dress neatly and be well groomed.
B. wear the uniform you would wear to work.
C, put on anything that is handy,
D. wear the fanciest clothes you have,

10. During the interview, you should
A. not answer any questions because you may get in trouble,

8. brag if you have to so you sound really great.
C. talk all the time and tell the interviewer everything.
D. answer all questions completely and honestly,

11, Carolina, at age 18, is applying for her first job. The interviewer
surprises her by asking, "What do you hope to be doing 10 years from
now?" Carolina should answer:

A. "I hope I'11 be married and won't have to work."

B. "Could we come back to that question later?"

C. "I hope I'11 be making a lot of money-and driving around in a
sports car."

B. "I hope to be working at a job which is challenging to me,"

12, Mr, ToTken has been out of work for three months. Now he has a lot of
bills he can't pay. He thinks he would take almost any kind of job
just to put food on the table. An interviewer asks him, "Why do you
want to work for our company?" Mr. Tolken should answer:

A. "I think I could do a good job here."
B. "One company is as good as another."
C. "I don't care where I work. I'11 take any job just to put food on
the table."
D. "I don't know."
13. Robert drove Maria to her job interview. Now he should

A. go to the interview with her,
B, wait in the car.

C. speak as her reference.

D

D, ask the interviewer about other openings,



Job Interview

B-4

14. During a job interview you should

A. smoke if it helps you relax.

B. chew gum. .

C. Took right at the interviewer.

D. ail of the above
15. During a job interview you should

A. Took wide awake and sit up straight,

B. use a firm handshake,

C. speak clearly and distinctly,

D. all of the above
16. During a job interview you should not

A. refuse to answer questions which may make you look bad,

B. smiie a Jot.

€. be honest,

0. be enthusiastic.
17. During a job interview, the interviewer asked Roosevelt if he would take
: a test. He should :

A. say, "I don't like tests. I won't take it."

B. decide this is part of getting the job and say, "Yes, I'11 be glad to

take §t." -

C. promise to bring in his high school transcript instead.

D. before he decides whether or not to take it, ask to see the test.
18. Which of the following would be the best activity for Sue Ellen to do to

prepare for a job interview?

try on eye-catching jewelry

practice calling the interviewer by her first name

pick out an inpressive book to carry on the interview

practice answering questions about her past jobs and experience

DO E >



19.

20.

Job Interview
B-5%

After an interview, you should thank the interviewer for seeing you

A. only if you get the job.

B. never

C. always. - o ‘

D. only if you 1ike the fnterviewer,

The interviewer agrees to tell you whether or not you got the job
within a few days. After almost a week you have heard nothing. You
should

A. know that you will not be hired.

B. wait until several more days have passed,
C. call and ask if the decision has been made.
D. call to arrange for another interview,
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JOB SKILLS _
"Participate Effectively in a Job Interview"

PERFORMANCE TEST

Student Date of Evaluation

Instructox Performance Attempt 1 2 3 4

DIRECTIONS: The purpose of this performance test is to determine if
you are able to participate effectively in a job interview.
To master this competency, you must demonstrate proficiency
in 8 out of 10 points (80%) on the performance checklist,
All critical items (*) must be marked "yes" for mastery.

You will be interviewed for a job. (The interview will
be conducted by a person responsible for hiring in a
business or government agency.)

JOB SKILLS
"Participate Effectively In a Job Interview"

PERFORMANCE TEST CHECKLIST

Critical Points
Ttems Items to Be Observed Yes No
® 1. Demonstrate proper dress and grooming. *1 0
2. Give your resume to the interviewer. 1 0
* 3. Explain why you want the job. ' ‘*l 0
® 4, Explain why vou are suited for the job. %] 0]
5., Explain your career goals. | 1 0
* 6. Describe your educatiomal background. 1 0
7. Demonstrate good eye contact. 1 0
8. Use firm, pleasant tome of voice. 1 0
9. Contrel hands, legs and facial movements. 1 0
® 10. Answer questions truthfully and directly. %1 0
Total Points Possible = 10 PERFORMANCE SCORE TOTAL

Points Needed for Mastery = 8§



JOB SKILLS
"Identify Proper Work Habits, Attitude and Behavior"

Test Form A

DIRECTIONS: DO NOT WRITE ON THIS TEST! If you need scrap paper, ask
your instructor for a blank piece of paper,

The purpose of this test is to determine if you can
identify proper work habits, attitudes and behavior.

Read each question, Then read all four of the choices Tisted.
Select the ONE choice which best answers the questions or
completes the sentence. Mark this choice on the answer

sheet provided by your instructor. To master this exam you
must correctly answer at least 16 out of 20 {80%) items.

1. A good attitude toward work is best expressed by which of the
following statements?

. -] don't think.I.am going to last very long at this:

Some days I can't wait for the end of the day.
I would rather do my work wrong than ask for help.

You should try to do your job better

only if your boss complains about your work.
only if you Tike what you are doing.

to get a promotion. '

all of the above

3. Workers who have a complaint about their job should

A. speak to their supervisor,

B. ask for a more interesting job.
C. complain to their co-workers.

D. take off early.



Work Habits
A-2

4. It's been a very busy week and you already have more work than you can get
done, But your boss asks you to help a new employee. You should

A, say, "I will when I get time."

B. do what the boss says right away.

C. tell the boss it's not your job.

D. 1ignore the new employee after the boss leaves,

5. Your job hours are from 8:30 a.m. to 5:00 p.m. with a half hour for lunch.
On the first day you should

A. be ready to work at 8:00 a.m.
8. walk in the door at 8:30 a.m.
C. be ready to work at 8:30 a.m.
D e time.

expect to have some fre

6. Which of the following is proper dress for a used car salesman?:

A. blue jeans and work shirt
B. sport shirt and tie
C. tuxedo

B. all of the above

7. 0On your job you have to wear steel-plated safety shoes to protect your
feet. You don't 1ike to wear them hecause they are very heavy. What
should you do?

A. wear regular shoes that look 1ike the safety shoes

B. tell your boss that you don't 1ike them and won't wear them

C. refuse to work unless they Tet you wear what you want

D. try to get used to the safety shoes so you can wear them at work

8. For the last month you have been required to work overtime, and you're
not very happy. You should

quit right away.

call in sick once in a while.

talk to your supervisor to see how long this may go on,
talk to the president of the company.

[ B g e e =)
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Jean finished her work %-hour before quitting time. Her boss hasn't given
her any other work to do. She should

A. Jjust knock off and relax because there will be more work tomorrow,
B. try to look Tike she 1s working so her boss won't know she has nothing to do.
C. Tlook for something else to do or help someone else with their work,
D. tell the boss that she 1s done with her work and she is Teaving for the day.

Pete overslept., He knows that he is going to be over an hour Tate for work,
The best thing for him to do is to

A. not worry about it, Everyone is late once in a while.

B. Jjust take his time and figure out what to say when he gets to work,

C. take the whole day off because it's easier than explaining that he
overslept.

D. call the office and tell them that he overslept and that he will be late,

Your boss complains that you have been late to work three out of the last
four days. You should answer

"If—wegworkedgbetter—heursA}#ceuld—getéhereyon—t1me—”

"Sorry, I'11 try harder to get here on time from now on.,"
"Other people come in as tate as I do. Yell at them, not me."

OC")UJII=

On her first day, Sue is assigned to sort bolts with Mary Jane. Mary Jane
doesn't seem happy working at this job. Sue should

A, be friendly and polite but ignore Mary Jane's complaints.

B. talk to Mary Jane about the job to see if she can cheer her up.
C. tell Mary Jane to stop complaining and get to work.

D. tell Mary Jane to talk.to her supervisor.

Employers expect new workers to get along with their co-workérs. Which of
the following is not a good way for Al to act on his first day?

A. ask fellow workers questions about how to do the job
B. 1listen carefully to what others say to him
C. smile at people he meets

D. laugh and joke around all day to make friends
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14. Cooperation on the job demands that each worker

A. help out another when it's necessary to get the job done.
B. tell others how to do their job better,

C. report to supervisors any arguments between workers,

D. all of the above

15. Which one of the following statements is true about probation.periods for

a new job?

A. MWorkers cannot be fired during their probation period.

8. New workers on probation are not expected to follow company rules.
C. Probation periods ususally last 3-5 years.

D. Supervisors use the probation period to see what new workers can do,

Answer questions #16-17 based on the situation described below.

Bob's first day at the Burgerhouse began during the lunch hour, Mr. Bill,

the boss, showed Bob how to make fries and fix cokes. He said, "OK, Bob, take
over." Bob started fixing up coke orders and then had to fill some orders

for fries. When the fries ran out, he had to make more, but he forgot how many

came out burnt. Orders began backing up.. Then Mr. Bill told Bob to..qet out. . ...

of the way if he couldn't do things right.

16, Bob should have

A, told Mr. Bi1l he didn't want to make fries,

B. asked another worker how long to put in the fries.

C. told another worker to take care of the fries while he was fixing cokes.
J. none of the above

17. In the example above, Bob is mad at his boss. He should tell him

"I forgot how Tong to cook the fries; next time I'11 ask."
"If you don't Tike me, get someone else to do this job."
"Don't get mad at me, I was just doing what you told me."
"You should have told me how to cook the fries.,”

Lo R o I v = e =)
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during a probation periond

A. the company must keep you as an employee,

B, your supervisor will evaluate your work,

C. <vou can ask for a transfer if you don't 1ike your job.
D. none of the above

You must work closely with another employee in order to do your work.
The other employee does not do the job right some of the time, You
should

A. try to cover it up and do both jobs.
B. complain to the boss right away.
C. do nothing and hope it changes,
D. talk to the other employee about it,

Luther has a hard time balancing the demands of his job with the needs
of his family. When he needs to run ervrands for his children, he should

A, take days off from work.

B, take off work and call in sick,

C. find a way to help out after his working hours.
D. Teave the job and hope he won't be missed.




JOB SKILLS
"Identify Proper Work Habits, Attitude and Behavior"

Test Form B

DIRECTIONS: DO NOT WRITE ON THIS TEST! If you need scrap paper, ask
your instructor for a blank piece of paper.

The purpose of this test is to determine if you can
identify proper work habits, attitude and behavior.

Read each question. Then read all four of the choices

- Tisted. Select the ONE choice which best answers the
questions or completes the sentence. Mark this choice
on the answer sheet provided by your instructor. To
master this exam you must correctly answer at least 16
out of 20 (80%) items.

——— 1. Job promotions are often based on the employer's fdea of a~—— "

orker s attttude.—Which of the fottowing would help in getting

-

g oaeme WTRR M MR VTG
promo-tion?

[

following company rules

always coming to work on time

doing more than asked without complaining
making friends with everyone

T O

2, The boss says you have a "bad attitude"., This may mean

A. you like to drink too much.

B. you don't have a lot of friends.

C. you aren't very interested in the kind of Job you're doing.
D. you work too fast and make others look bad.

3. George's boss says George has a positive attitude about work. This
means that George '

A. is not a reliable worker. :
B. doesn't have to follow company rules.
C. can ask for more time off.

D. 1is a reliable worker.
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4. Betsy has been asked to do a dull and dirty job at the dime store. She should
A. do a poor job so the boss won't assign her this kind of work again.
B. complain about the assignment.
C. 1inform her supervisor that she feels ijll.
D. get the job done as soon as she can.
5. Which of these is proper dress for a salesman in a shoe store at the
Tocal shopping center?
A. blue jeans and faded t-shirt
B. Jjacket and tie
C. shorts and sweatshirt
D. overcoat
6, If your job is scheduled to start at 8:00 a.m,, you should
A; show up at 7:00 a.m.
B. be no more than 10 minutes late,
C. be working at 3:00 a.m,
D. walk in the donr at 8:00 a.m.
7. For the last month you have been required to work overtime. You should
A. quit right away. :
B, call in sick once in a while,
Y- ygoon,
0. talk to the president of the company.
8. Your job is working on a machine and you are told to wear safety glasses,
You should
A. keep the glasses in your pocket so they don't get broken,
8. tell your boss that you don't Tike to wear glasses,
C. wear your own regular glasses instead of the safety glasses,
D. wear the safety glasses whenever you are running the machine.
9. George's boss asked him to work an extra hour to finish a very important

rush job, What should he do?

A. tell the boss he'll work if he is paid double for the extra time

B. agree to work because it doesn't happen often and the boss needs help
C. refuse to do it because there is no job that can't wait

D. tell the boss to find someone else to do the work
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If your supervisor gives you a lot of orders, you should

tell the supervisor that you won't be bossed around.

do what you are asked because it's the boss's job to give orders.
quit because no one should be able to order you around,

complain to everyone else that the boss likes to pick on you.

o0 W Ir
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11. If you feel too 111 to go to work, you should
A. call and let someone know you won't be in.
B. tell your boss why you were out when you are better.
C. not worry about it. Everyone gets sick once in a while.
D. call when you happen to think about it.
12. Mike was hired as a packer at the corner grocery store. What is one
thing he should net do on his first day?
A. spend some time getting to know each of his co-workers
B. watch carefully as his boss shows him how to pack grocery bags
C. ask a lot of questions to make sure he's doing things right
D. smile at customers when he's done packing their bags
13, To get along with co-workers you should
A. tell them what you really think of them.
B. socialize after work,
L. Tisten to what they have to say, and respond in a friendly way,
D. all of the above . . . e
14. Most employers expect new workers to
A. show some interest in what they do.
B. work very carefully, not going too fast at first.
C. ask fellow workers if they have questions,
D, all of the above
15. Mary's new job demands that she work in the duplicating room sorting and

putting copies in order. She learns fast and enjoys her work, Since she
wants to make a good impression, she works as fast as she can. Llater in
the day her supervisor tells her that many of the copies she made were
wrong. She should

A, explain that while she made mistakes, she made a lTot of copies.
B. slow down and make sure there are no more mistakes.

C, tell her supervisor that the machine may not be working properly,
D. ask for another assignment,



Hork Habits
B-4

16. The purpose of a probation period is to
A. teach company rules.
B. conduct training.
C. punish new workers,
D. Tlet the company decide whether to hire you permanently,
17. 4Yhat does probation mean?
A. trial period
B. overtime wages
C. & warning
D. all of the above
18. John and Jim work in the maintenance department, John uses a workbench
in the morning, and Jim uses it the afternaon. John always leaves a big
mess that Jim has to clean up before he can de his work., What should
Jim do? ‘
A. Tleave a note for John
B. use another work area
C. leave the mess for someone else
D. request a transfer
19. Hhen you try to solve a problem with co-workers,
A~ each person may fave to give in a l1ittle,
B.— you should quit i¥ vou don't get your way,
C. you should do just what your co-workers want.
D. you should try to get your supervisor on your side.
20. Most employers expect their workers to

A. take a few days off every couple of weeks,

B. use all their sick days each year.

C. come to work every day even when they are sick.
D. come to work every day unless they are sick.



JOB SKILLS
"Describe Standard Benefits and
Payroll Structures"

Test Form A

DIRECTIONS: DO NOT WRITE ON THIS TEST! If you need scrap paper, ask
your instructor for a blank piece of paper.

The purpose of this test is to determine if you can
describe standard benefits and payroll structures.

Read each question. Then read all four of the choices listed.
Select the ONE choice which best answers the questions or
completes the sentence. Mark this choice on the answer

sheet provided by your instructor. To master this exam you
must correctly answer at least 16 out of 20 (80%) items.

1: F.I.C.A. is another name for

,W”WA+mwfedenalmsavingsgbondsﬂdeductiensﬁfoﬂf~4~

L33
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cnr‘-'!-a-'! ety

A A

cprifys
unemployment ¢

y _ _
ompensation.
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2. Which of the following is not a fringe benefit?

A. state taxes-

B. health insurance
C. pension

D. paid vacation

3. Unemployment insurance programs give cash benefits to workers who

A. have just graduated from school and are job hunting.
B. have been fired for bad conduct.

C. quit work to return to school full time.

D. have been involuntarily laid off.
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4. Which of the following would disqualify a worker from receiying
unemployment compensation benefits in Wisconsin?

A. being fired for a good reason
B. Tlooking for work

C. being laid off

D a1T'of the above -

5. Things that you must report when collecting unemployment benefits include
all but

A. wages earned during the base year,
8. money made on odd jobs,

C. health insurance premiums.

D. vacation pay,

6. For how long can a worker be eligible to receive unemployment compensation?

until death

until the person turns 65

until another job is found for at least 4 weeks
until another job is found for at least 26 weeks

lww g W =l — ]

- 7. Which of the following workers would be eligible for worker's compensation
benefits?

—————————A—Terrycame—to worl i iece—ofequipment
——————She-broke-her—arin-and-coutd-not-work—for—amonth s e e o

B. Lonnie got a job-related disease and could not work for six months,
C. Jose was injured at home when a box fell on him.
D. Fredrick was in a car accident while on vacation,

8, The smallest amount an employer can pay someone is the

A, base rate,
B. minimum wage.
C. piece work,
D. gross pay.

9., If you work over forty hours a week you usually get

A. better benefits.
B, time and a half,
C, fewer taxes,

D. a higher pension,
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11.

12.

13.
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Which one of the following would not be covered by worker's compensation?

A. all medical costs connected with the injury

B. partial salary as permanent disability payments
C. death benefits

D. family health insurance costs

Health insurance for your family

A. usually costs extra depending on how many kids you have.
B. means getting separate policies for each family member,
C. often is available at 1ittle or no extra costs.

D. is available only if your family members work for the company, too.

Pension plans are designed to

give you money when you're sick.
give you money when you retire, .
replace FICA. .

provide better health insurance,

DO W=

If you join a union, you pay dues

for the job training a union must give to its members.
until your apprenticeship 1s over,

O W

«-because -the "pright to work" laws require {t.
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14,

15,

16,

Workers on a pension plan

A. sometimes pay part of the cost of the pension,
B. don't need health insurance,

C. always pay for the entire pension.

D. must be over 50 years old.

The W-4 form is used

to apply for government jobs,

to measure your vocational skills for job placement.

to determine how much federal tax to withhold from your pay.
to- report unemployment claims to the state employment office,

o0 WE

Worker's compensation is

A. the amount of money you actually take home.

B. the lowest amount you can legally be paid per hour.

C. a form of insurance that pays you money 1f you are injured on the job.
D. a form of insurance that pays you money if you are injured off the job,
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Employee Mark Pearse
Payroll No. 82-435
Dates Worked 5/12 - 5/26
DEDUCTIONS  NET PAY
PAY - F.I.C.A Federal Tax State Tax Health Ins.
$420.00 $28.14 $46.20 $14.20 $9.05 $322 .41

Use the payroll check stub above to answer questions #17-19.
17. How much was Mark's take-home pay?
A. $322.41
B. $ 97.59
€. $60.40
D. § 28,14

18, What was Mark's aross salary for this pay period?

A, §$28.14 N -
B, $46.20
C. §322.4]
D. $420.00

19. How much money was deducted from Mark's earnings for income tax purposes?

A, $28.14
B. $60.40
€. $88.54
D, $97.59

20. Some companies allow emh]oyees to have money taken from their paychecks
for purposes named by the employee. All of the following are deducted
from some employees' paychecks EXCEPT

A. U.S. Savings Bond fund.
B. United Way contributions.
€. union dues.

D. church contributions.



JOB SKILLS
"Describe Standard Benefits and
Payroll Structures"
Test Form B

DIRECTIONS: DO NOT WRITE ON THIS TEST! 1If you need scrap paper, ask
your instructor for a blank piece of paper.

. The purpose of this test is to determine if you can
describe standard benefits and payroll structures.

Read each question. Then read all four of the choices
listed. Select the ONE choice which best answers the
questions or completes the sentence, Mark this choice
on the answer sheet provided by your instructor. To
master this exam you must correctly answer at least 16
out of 20 (80%) items.

The money amount shown on your pay check before deductions is called

A—federal taxes
— B gross=salary:

C. net salary

D. F.I.C.A.

2. The amount of money deducted from your paycheck for social security
is often found on your paycheck under

A. F.I.C.A.

B. gross pay.
C. state tax.
D. federal tax.

L]

3. Morking full time usuaily means working

7 hours a day, 5 days a week.

4 hours a day or 32 hours a week.
8 hours a day or 40 hours a week,
30 weeks in one year,

[ B g B w5 I ]
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Your take-home pay is the same as your

A. gross salary.
B. net salary.

C. federal tax.

D. social security.

Mary's gross salary for one week's work is $175.00. A1l deductions including

state and federal taxes and social security are $37,00, How much is Mary's
take home pay? ’

A. $175.00
B. $212.00
Cc. §$37.00
D. $138.00

In order to collect umemployment compensation you must report

A. any income from odd jobs.

B. yeur health insurance premiums.
C. your cpouse's earnings,

D. all of the above

Which of the following is a fringe benefit?

A health ARSUPANGE - -
B——ife jnsurance
e FCIIDIUII
D. all of the above

Paid time off usually includes paid

weekends,

taxes.

health insurance.
vacations and sick days.

OO0 W-

Workers involved in group health insurance plans

A. never pay anything for the insurance.

3. always pay for all of the insurance.

C. may have to pay for a part of the insurance.
D. never get paid for sick days.
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10. Pension plans give you money when you
A. are sick,
B. retire.
C. need a loan,
D. are hurt on the job.

11, Which of the following statements is true about employee health insurance
plans? -
A. Most or all of the cost of insurance premiums is covered by the

employer.

B. It is impossible for your family to be covered under your plan.
C. Health insurance usually pays for time off the job when you get sick.
D. all of the above

12. A form of insurance that pays you money if you are hurt on the job is
called .
A, group health,
B. worker's compensation,
C. unemployment compensation,
D. all of the above

13, If you are temporarily disabled due to an injury on the job, you will.

K. be paid part of your salary until you are able to do back to work.
B. be paid part of your salary unless you are in the hospital.
C. be fired from your job if you don't have any family health insurance.
D. not be paid any money if you need to be trained for another job.

14, Which of the following would not be covered under worker's compensation?
A. You break vour arm at work.
B. You get a work related disease.
C. Your wife has a car accident.
D. You are injured by a machine at work.

15. Unemployment benefits are for those people who

A, don't want to look for a job.

B. get laid off because there was no work.
C. have never worked,

D. all of the above
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Where do you go to file a claim for unemployment benefits?

A, your ex-employer

B. any employment agency
C. Job Service

D. the welfare office

If you become temporarily disabled off the job you may collect part of
your salary while not working if you have

A. health insurance.

B. a pension plan.

C. unemployment insurance.
D. disability insurance.

Workers are eligible to receive unemployment compensation until they
find another job

A. for 1-2 months.

B. for at least 26 weeks.
C. for up to 3 years.

D. until they turn 65.

Paycheck deductions are sometimes made for purposes set by the employee.

Which of the following cqg}q”pgﬁampaxrq}l deduction for many employees?

“United Way donations

20.

church dues
alimony payments
home mortgages

o M ap Jyw s R o
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The Towest wage rate that most employers may pay their employees is called

incentive pay.
piece work wage.
minimum wage.
merit pay.

DO =



JOB SKILLS

"Develop a Personal Career Plan"

Test Form A

DIRECTIONS: DO NOT WRITE ON THIS TEST! If you need scrap paper, ask
your instructor for a blank piece of paper.

The purpose of this test is to determine 1f you can
develop a personal career plamn.

Read each question. Then read all four of the choices
listed. Select the QONE choice which best answers the
questions or completes the sentence. Mark this choice
on the answer sheet provided by your instructor. To
master this exam yvou must correctly answer at least 16
out of 20 (80%) items.

A. studying yourself and your interests.

B. learning what kinds of work are available.
C. checking job requirements.
D. all of the above

’

2. Working at an entry-level job in a job area

ls one way to see if a career in that area would sult you.
will usually insure a quick promotiom up the pay scale.
will normally earn you a high salary.

. all of the above

OO W

3. Clyde wants to be rich and famous, Which of the following jobs might
Clyde be dreaming about?

investment broker
machine tool operator
. pro football player

. chef

oW >
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4. DBeing creative is important to Emily. What job would fit that need?

A. typist

B. graphic artist

C. key punch operator
D. roofing

5. Max just wants to seek adventure and doesn't care about the dangers involved.
What kind of work might he like?

A. wused car sales

B. under water demolition
C. welding

D. carpentry

6. Caring for people means a lot to George. Which of these jobs might suit him?

nursing

teaching

day care worker
all of the ‘above

UC)EJU{D‘

7. Which of the following could be included in a Career Plan?

A. wvocational training

B¢ """:'L’mp'rovi:ﬂg"ma’th"’s*k’i*l*l’s T

€. wWork experience

‘D, all of the above

8. Liomel dropped out of high school and has never had a job. A short-term goal
for Lionel could include

getting a college degree.
starting his own business.
going back to school.
getting married.

2 G w e

9. Long~term career goals are

. retirement plans.

goals you keep working toward.
college degrees.

volunteer work.

o o0ow e
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10. When you make a long-term career plan, you should expect to
A, keep the same job all your life.
B. start with a job that is high-paying.
C. npeed new training or education as you advance.
D. earn less pay as you get older.
1l1. Joe does not like to work with others if he doesn't have to. Which of the
following jobs would have the best working conditions for him?
A, fast food server
B. machine operator
C. hospital aide
D, camp leader
12. Mike is shy and doesn't say much to others. He wants to be happy at his
job. Which of the following would be the most likely job for Mike to
consider?
A, police officer
B. shoe salesperson
€. assembler in a factory
D. waiter
13. Fernando hates to sit still while he works.  Which of the following would
not be a good job for him? - - o m
A. truck driver
B. waiter
C. roofing
D. forester
14. Sue is a bright and lively person who enjoys meeting new people. Which
of the following jobs would provide an interesting work setting for her?
A. travel director
B. airline stewardess
C. receptionist
D. all of the above
15. Mary doesn't like to be supervised by anyone. She might be happy as a

A. secretary.

B. truck driver.

C. waitress.

D. all of the above
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16. Mike has always enjoyed selling things to people. He could do this
kind of work as a
A. retail store salesman.
B. business machine operator.
C. construction worker.
D. bus driver.
17. All of the following jobs are in the CARING/HELPING area except
A. musician.
B. vyouth leader.
C. ambulance attendant.
D. nurse's aide.
18. Matthew is interested in applying for a CLERICAL job. Which of his
volunteer activities would be the most important experience for this job?
A. cocking meals
B. typing letters and forms
C. painting houses
D. repairing bikes
19. Dana is applying for an apprenticeshi? program for electricians. Which
of her volunteer activities would be the most important experience for . .
this job?
A. running office equipment
B. taking care of young children
C. repairing radios and TVs
D. singing in a school play
20. Which one of the following statements is true?

A. You should never change jobs.

B, Most jobs can be learned in a few weeks.

C. The military services do not offer job training.
D. Some job training is done out of school.



JOB SKILLS
" "Develop 4 Personal Career Plan"

Test Form B

DIRECTIONS: DO NOT WRITE ON THIS TEST! If you need scrap paper ask

your instructor for a blank piece of paper.

The.purpose of this test is to determine if you can
develop a personal career plan.

Read each question. Then read all four of the choices
listed. Select the ONE choice which best answers the
questions or completes the sentences. Mark this choice
on the answer sheet provided by your imstructor. To
master this exam you must correctly answer at least 16
out of 20 (80%) items.

1. Vhich one of the following statements is true?

A, Most people are suited for only ome job..
B. Most people have interests in several areas.
C. Work is mot supposed to be interesting.
D. all of the above
2. All of the followlng jobs are in the CLERICAL field except
A, bank teller.
B, cashier.
C. parking attendant.
D. secretary.
3. Joline wants to do creative work where she can use new ideas. She

could consider all of the following jobs except

.

00wk

auto mechanic.
artist.
designer,
writer.
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4. Which one of the following statements is true?

A. Most employers do not care whether you have previcus work experience.
B. Employers are only interested in work you have done for pay.

C. Employers are usually interested in your volunteer work in their field.
D. Unpaid work experience never helps you get a paying job.

5. Mike has done a lot of unpaid work repairing bikes, building hi-fi
equipment, and building models. These experiences show that he might
enjoy a career in
A, clerical fields.

B. sales,
C. creative fields.
D. mechanics.
6. TFred likes to do something different everyday. What kind of work would
be good for him?
A. garbage collector
.B. police officer
C. machine operator
D. cook
7. Pat likes the fresh air a lot.and woﬁld do almost anything to work out-
“gide. Which job might be good for her?
A. cook
B. gardener
C. secretary
B. nurse
8. Joy does not get along well with people with whom she works. She may
be happy in which of the following jobs?
A. keypunch operator
B. «construction worker
C. receptionist
D. all of the above
9. Grover likes his work to remain pretty much the same day in and day out.

He might be happy as a(n)

A, roofer.

B. Dbaker.

C. assembler.

D. all of the above
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10. Frank likes to talk to people and enjoys seeing new faces. He might
like working
A. at home.
B. in a clothing store.
C. in a typing pool.
D. at a comstruction site.
11. Martha wants to be a nurse but she dropped out of high school last year.
Finishing school should be her
A, lowest priority.
B. long-term career goal.
C.. short-term career goal.
D. work experience program.
12, Which of the following is a long-term career goal?
A. to have a large family
B. to be a police chief
"C. to buy a boat
D. to eat at a fancy restaurant
13. Maria is putting together her career plan. In it she could include
A, her weight and height. o
B. the kind of apartment she wants.
C.  additional education necessary.
D. all of the above
14. George's career goal is to make a lot of money in his own house painting
business. His short-term career goal might include
A. a part time job painting houses.
B.- college. '
C. completing vocational training.
D. all of the above
15, Jeff likes working in situations which provide new challenges and a

chance to meet new people. He might be happy

flipping hamburgers at McDonalds.
roofing.

washing cars.

bartending.

e B W= I



16.

17.

18.

19.

A are “S“ai Iq;z easy
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Yolanda likes getting dressed up and showing off.
would probably be best for her?

A. cook

B. waitress

C. receptionist
D. 1lathe operator

Career Planning
E B"‘ 4

Which of these jobs

Sue wants a job helping others. Which of these jobs would prebably be

best for her?

A, day care worker

B. salad bar worker

C. waitress

D. door-to~-door salesperson

Mike wants to make lots of money and doesn't care what kind of work he
has to do. Which of these jobs would be good for him?

A, waiter

B. artist

C. comstruction worker
D. sales clerk

Jobs at the top of a career ladder

it

oo
ge
B. reqguire 1ittle, if any, skill or education.

20.

C. are poorly paid.
D. are usually interesting and challenging.

Which one of the following statements is true?

A. You should never change jobs.

B. You cannot go¢ to school while you are working.

C. You can learn to do any job in one week.

D, You can often take vocational school courses while you are working.



. JOB SKILLS
"Use Labor Market Information to Find Jobs"

Test Form A

DIRECTIONS: DO NOT WRITE ON THIS TEST! If you need scrap paper ask

vour instructor for a blank piece of paper.

The purpose of this test is to determine if you can
use labor market information to find jobs.

Read each question, Then read all four of the choices
listed. Select the QORE choice which best answers the
questions or completes the sentence., Mark this choice
on the answer sheet provided by your instruecter. To
master this exam you must correctly answer at least 16
out of 20 (80%) items.

1. Reggie is interested in working with sick people. He can look
— wo--yp -different jobs in the Occupational -Outlook Handbookto-find—out—

A, education and Craining requUirements,
B. wage and salary ranges.
C. the future outlook for jobs.
D. all of the above

2. Thinking about jobs as parts-of occupational clusters can help
you to
A, avoid thioking about wages.
B. find out what jobs provide the best wages.
C. organize your ideas about jobs into groups.
D. study for job-interest tests.

3. In the Occupational Outlook Handbook, Office Occupations include

A, file clerks.
B. fire fighters.
C. mechanics.

D. teachers.
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Becky likes to work outdoors, prefers to work alorie, and likes quiet
places. Which job would best suit her interests?

A,
BD

C

D.

cashier
waitress
gardener
recreation aide

Sally is interested in becoming a firefighter.
According to the Occupational Outlook Handbook
section (shown at the right), most applicants
for firefighter jobs are required to have

A
B
C
D

a college degree.

a two-year training certificate.

military training,

a high school diploma or GED certificate.

Curtis wants to learn the average wages for
foundry workers. He could look in the
Qccupational Outlook Handbook under

0w

Office Occupations.
Scientific and Technical Occupations.

Industrial Production and Related QOccupations.

Service Occupatlons .

=
i

Training, Other Qualifications,
and Advancement

Applicants for municipal firefight-
ing jobs must pass a written test, a
medical examination, and tests of

' strength, physical stamina, and agil-

ity, as specified by local regulations.

These examinations are open Lo men
and women who are at least 18 years
of age, meet certain height and

~ weight requirements, and have a high

school education or equivalent.
Those who receive the highest scores
on the examinations have the best
chances for appointment. Extra cred-
it usually is given for military service.
Experience gained as a volunteer

firefighter or through training in the

A SKTLL 13
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A
B.
C
D

-

an ability to do something well.
work you have done in the past.
something you enjoy do:.ng

all of the above

farm workers
computer operators
foundrv workers
lawyers

As a rule, begmners in large fire
departments are trained for several
weeks at the city's fire school.
Through classroom instruction and
practice drills, the recruits study fire-
fighting techniques, fire prevention,

Which of the following job fields is expanding in the 19808'?

Micﬁele, a high school graduate, needs a job right away. Which of the
following jobs is often available and requires no technical training?

o B W -~ =

teacher

fast food worker
electrician

all of the above

*
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10. ENTRY LEVEL JOBS cffer work for people
A. with no work experience.
B. with at least 5 years work experience.
C. who have completed apprenticeship programs.
D. who have completed vecational school.
11. Which of the following statements is true?
A, All job training is given in school.
B. You can learn to do any job in ome week.
C. Some trades are taught through an apprentice program.
D. all of the abowve
12. Vocational counselors are trained to
A. tell people about new TV shows.
B. help people get welfare payments.
C. discourage people from seeking jobs.
D. help people find a job suitable for their skills.
13. The OUTLOOK for a job is important because
A. certain jobs may be phased out.
B. it gives you an idea of future employment possibilities.
- Bu-it can determine salary. . ... R
D—all—ofthe—above
14, Wisconsin Job Service has information om
A. service jobs only.
B. government jobs only.
C. a variety of jobs.
D. entry level jobs only.
15. Jane found that short-order cook, dietician, and home economics teacher

are
The

»

o B T B

-

all possible career choices for someone who enjoys working with food.
main difference in preparing herself for these careers is

the amount of schooling she needs.

the number of people she knows working in the field.
her personal interests.

her age.
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16. Where can you find out the names of professional associations in the
career fields that interest you?

A. OQOccupational Outlook Handbook
B. your local library-

C. the yellow pages

D. all of the above

Use the section from the Qccupational Outlook Handbook (on page A-3) to
answer questions #17-20.

17. A nursing aide or orderly performs all of the following tasks except

. prescribing medication.
giving massages.

. washing patients.
making beds.

ook

18. According to the Occupational Outlook Handbook, nursing aides' salaries
are

A, more than a nurse.
B. 1less than average.
C. §7.00 an hour.

D, $10.00 ap hoyr, e

19. To be a nursing aide, vou must have

A. a college degree.

B. a high school diploma.
C. wvocational training.

D. No diploma is necessary.

20. In the future nursing aide jobs will

A. decrease.

B.  increase.

C. remain the same.
D. mnone of the above
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Use this selection from the Occupational
Outlook Handbook to answer questioms #17-20.

NURSING AIDES,
ORDERLIES, AND
ATTENDANTS

(D.O.T. 355.687 through .887)

Nature of the Work

Nursing aides, orderlies, and atten-
dants perform a variety of duties to
care for sick and injured people. Oth-
er job titles include hospital atten-
dant, nursing assistant, auxiliary

nursing worker, geriatric aide, and (in
mental institutions) psvchiatric aide,

Nursing aides and orderlies answer
patients’ bell calls and deliver mes-
sages, serve meals, feed patients who
are unable to feed themselves, make
beds, and bathe -and dress patients.
They also may give massages, take
temperatures, and assist patients in
getting out of bed and walking. Or-
derlies escort patients to operating
and examining rooms and transport
and set_up heavy equipment. Some

Places of Employment

About | million persons worked as
nursing aides, orderlies, and atten-
dants in 1976. Most work in hospi
tals, although a rapidly growing num-
ber work in nursing homes and other
institutions that provide facilities for
fong-term care and recuperation.

Training, Cther Qualifications,
and Advancement

Although' some employers prefer
high school graduates, many, such &

 Veterans Administration hospitals,
do not require a high school diploma.
Employers often accept applicants
who are 17 or 18 years of age. Oth.
ers—particularly nursing homes and
mental hospitals—prefer to hire
more mature persons who are at least
in their mid-twenties.

Nursing iides generally are trained
after they are hired Some mstity-
tions comhime on- -the-job t-.ining,
under the close supcrivision o regis-
tered or luensechrdct:cal -NUTses;

—at‘%ﬂd—aﬂi—s—m—ﬂ”@ilk—m—hﬂw—w‘th—ehﬂnuunl mstri Tlr\n |
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Employment Qutlook

Employment of nursing aides is
expected to increase faster than the
average for all occupations through
the mid-1980’s. In addition to those
needed because of occupational
growth, many thousands of nursing
aides will be needed each year to
replace workers who die, retire, or
leave the occupation for other rea-
sons.

Although most jobs for nursing
aides and orderlies currently are in
hospitals, most new openings will be
in nursing homes, convalescent
homes, and other long-term care fa-
cilities. Major reasons for expected
occupational growth are the increcas-
ing need for medical care of a grow-
ing population, including a larger
proportion of elderly people, and the
increasing ability of people to pay for
health care, largely as a result of the
growth in public and private health
insurance.

Earnings and Working
Conditions

A T-wN

pharmacies or_supply rooms storing

SHTHEOS

HIT ce O rd—t ;

Nursing aides, orderlies, and atten-

and moving supplies. )

The duties of nursing aides depend
on the policies of the institutions
where they work, the type of patient
being cared for, and—equally impor-
tant—the capacities and resourceful-
ness of the nursing aide or orderly. In
some hospitals, they may clean pa-
tients’ rooms and do other houschold
tasks. In others, under the supervi-
ston of registered nurses and licensed
practical nurses, they may assist in
the care of patients. The tasks per-
formed for patients differ consider-
ably, and depend on whether the pa-
tient is confined to bed following
major surgery, is recovering after a
disabling accident or illness, or needs
assistance with daily activities be-
cause of infirmity caused by ad-
vanced age.

Another occupation similar to
nursing aide is fomemaker-home
health aide. Working in the homes of
patients, they perform duties similar
to those of nursing aides, as well as
doing the cooking and other light
housework. (See statement on home.
maker-home health aides elsewhere
in the Handbook.)

[

learn to take. temperas
‘ures, bathe patients, change linens
on beds that are occupied by pa-
tients, and move and lift patients.
Triining may fast several davs or a
lew months, depending on the poli-
sies of the hospitul or other institu-
e, the complexity of the duties,

and the aide « aptitude for the work

dants earned salaries that were below
the average for all nonsupervisury
workers in private industry, except
farming. Nursing aides employed full
time by nursing homes and related
facilities earned considerably less
than those in hospitais. Depending
on the experience of the applicant,
starting salaries of nursing aides in
Veterans Administration hospitals
ranged from $125 to $140 a week in
1977. The average salary earned by
nursing aides employed by the Feder-
al Government was $185 a week in
1977,

With few exceptions, the sched-
uled workweek of attendants in hos-
pitals is 40 hours or less. Because
nursing care must be available to pa-
tients on a 24-hour-a-day basis,
scheduled hours include nightwork
and work on weekends and holidays.

Attendants in hospitals and similar
institutions generally receive paid va-
cations which, after 1 year of service,
may be a week or more in length.
P-'illd holidays and sick leave, hospital
and medical benefits, shift differen
tiuls, and pension plans also are avial-
able to many hospital employees.



JOB SKILLS

"Use Labor Market Information to Find Jobs"

"Test Form B

DIRECTIONS: DO NOT WRITE ON THIS TEST! If you need scrap paper ask
yvour instructor for a blank piece of paper.

The purpose of this test is to determine if you can
use labor market information to find jobs.

Read each question. Then read all four of the choices
listed. Select the ONE choice which best answers the
questions or completes the sentence. Mark this choice
on the answer sheet provided by your inmstructor. To
master this exam you must correctly answer at least 16
out of 20 (80%) items.

1. Dane wants information about jobs in auto repair. To find out about

——the education and training requirements; wages and salary ranges,

141 T o] T it

A, dictionary.

B. QOccupational Outlook Handbook.
C

D

. How to Seek a Job.
. all of the above

*2. If Ramon wants to learn more about the variety of jobs and
salaries available for mechanics, he should

. read the want ads.

look at the mechanics occupational job cluster.
look in an encyclopedia.

call an auto dealership.

[ ) =~ i g

3. Which- of the following jobs would fall into the category of
construction occupations in the Occupational Outlook Handbook?

A, electrician

B. beautician

C. truck driver

D. business machine repairperson
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A. auto mechanies

B. health ocecupations
C. welding jobs

D. carpenters

4, Maria wants to work in a hospital as a typist or receptiomist. To find
out what the job outlook and salary ranges are for these careers, she
ghould look at
A. Sales Occupations.

B. Industrial Production Occupations.
C. Office Occupations.
D. Scientific and Technical Occupatiomns.

5. Which group of occupations would include cooks?
A. health
B. education
C. sales
D. service

6. A salary for the same job can vary due to the
A, area of the country.

B. type of company.
C. type of work performed.
D. all of the above

7. Sam has no work experience and no high school diploma. His search for
employment should focus on : :
A. entry level jobs. _

B. apprenticeship programs.
C. skilled crafts jobs.
D. professional occupations.

8. Jeff is willing to work for less money if the working conditions are
to his liking. Working Conditions refer to
A. hourly wage.

B. dress codes.
C. supervisors.
D. physical surroundiags.
9. Which jobs are talked about as expanding in the 1980s?
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10. Liza wants to be trained to be a machine operator. She should contact
A. a correspondence school.
B. the University of Wisconsin.
C. her loecal vocational school.
D. a private university.
11. Mike wants to learn how to operate printing presses, but he dropped
out of school. Mike should
A. find an employer who will teach him.
B. sign up for technical school.
€. go to Job.Service for training.
D. finish school or get a GED in order to enter technical school.
12. Vocational counselors help
A, welfare recipients only.
B. people find jobs.
C. the handicapped only.
D. all of the above
13. Most jobs open to high school dropouts and new high school graduates are
A. dinteresting and challenging.
B+——easy-to—gets
C-—at—the minimum—wage-
—Dr—aTTofthe—dbove
l4. Which of the following are sources of job information?
A. Unions
B. Job Service
C.  vocational counselor
D. all of the above
15. If you wanted to find out the future job outlook in the area of welding,

you could contact

A. the Armed Forces.

B. a job counselor.

C. vour social studies teacher.
D. a social worker.
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16, Fanny has been told that the outlook for word processors will be high
in the future. This means that '

A, there may be leots of jobs available.
B. no high scheool degree is necessary.
C. few jobs will be available.

D. all of the above

Use the section of the Occupational Outlook Handbook (on page B-5), to answer
questions #17-20.

17. A receptionist needs to perform all of the following tasks except

A. typing.

B. filing.

C. supervising secretaries.
D. answering phones.

18. According to the Occupational OQutlook Handbook a receptionist needs a

A. college degree.

B. high school diploma.
C. vocational degree .

D. No degree is required.

19, According to the Occupational Outlook Handbook salaries for receptlonistis

are

A. higher than other office workers.
3. less than average.

C. $10 an hour.

D. none of the above

20. The job outlook for receptionists is

good.

bad.

going to remain the same.
. uncertain.

e o =



Use this selection from the Occupational Outlook

Handbook to answer questions #17-20.

RECEPTIONISTS
(D.O.T. 235.862, 237.368)

" Mature of the Work

All organizations want to make a
good first impression on the public.
This is an important part of the job of

" the receptionist, who generally is the

first person a caller sees.

Receptionists greet customers and
other visitors, determine their needs,
and refer callers to the official who
can help them. Receptionists in hos-
pitals, after obtaining personal histo-
ries, direct patients to the proper
waiting rooms; in beauty shops, they
arrange appointments and show cus-
tomers to the operator’s booth; and
in large plants, they provide callers
with identification cards and arrange
escorts to take them to the proper
office.

Many recepuomsts keep business
records of callers, the times at which
they called, and the persons to whom
they were referred. When they are
not busy-with callers, receptionists

S may. type,,f‘ le,_or_opﬁtate_a_ smich- _

I)lJrlI u

sort ‘mail and. collect and distribute.

and

elementary bookkeeping, and busi-
ness practices are helpful to the be-
ginner.

Liking people and wanting to help
them are assets to the receptionist. A
neat appearance, a pleasant voice,
and an even disposition also are im-
portant. Because receptionists do
not work under close supervision,
common sense and a thorough un-
derstanding of how the business is
organized help them handle various
situations that arise.

Promotion opportunities for re-
ceptionists are limited, especially in
small offices. In large workplaces,
however, a receptionist who has
clerical skills may advance to a better
paying job as a secretary, administra-
tive assistant, or bookkeeper. Many
companies have their own training
programs so that the skills needed for
advancement can be learned on the
job. College or business school train-
ing also can be helpful in advancing
to better paying office jobs.

Employment Qutlook

Employment of receptionists is ex-
pected to grow faster than the aver-
age t‘orﬁall—occupatlons—through the

-\
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Earnings and Working
Conditions

Full-time switchboard operator-re-
ceptionists working in urban areas
averaged $141 a week in 1976, This
was about three-quarters as much as
the average earnings for nonsupervi-
sory workers in private industry, ex-
cept farming. Receptionists working
in the western United States had av-
erage weekly earnings of $149.
Those in southern cities averaged
$133 a week. In the Federal Govern-
ment, beginning information recep-
tionists averaged $171 a week in
1977.

Receptionists usually work in arcas
that are comfortably furnished., Al-
though most have regular hours, re-
ceptionists in hospitals and beauty
shops may work evenings and week-
ends. (See the statement ON wiv.
occupations for sources of add:uw
information.)

messages. Still others prepare travel
vouchers and do simple bookkeep-
ing.

Places of Employment

About 500,000 persons worked as
receptionists in 1976, Part-time em-
ployment is readily available for re-
ceptionists, and about 1 in 3 works
part time,

Although receptionists work in al-
most every kind of organization,
about half work for doctors, dentists,
hospitals, and other health service
providers, Large numbers of recep-
tionists also work in insurance com-
panies, banks, factories, and firms
providing business and personal ser-
vices.

Training, Other Qualifications,
and Advancement

A high school diploma generally is
required for work as a receptionist.
Courses in English, spelling, typing,

ﬁVﬂl_I'CSUh“EaCh_‘yeﬂ" as—businesses

expand and as receptionists who die,
retire, or transfer to other jobs are
replaced. The number of replace-
ments will be quite large because the
occupation is large and turnover is
high.

Within the fast-growing clerical
field, receptionist employment is ex-
pected to grow rapidly. This is largely
because s¢ many receptionists work
for firms providing business, person-
al, and professional services—a sec-
tor of the economy which is expected
to show very streng growth in the
future. In addition, more and more
firms recognize the importance of
the receptionist in promoting good
public relations. Also, because the
receptionist’s work is of a person-to-
person nature, it is unlikely to be af-
fected by office automation.

Job opportunities should continue
to be excellent for persons who do
not wish to work full time. This occu-
pation aiso offers many opportunities
for those without prior work experi-
ence.
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Complete a Job Application Form

Competency Test for

JOB SKILLS

General Area
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Develop a Personal Career Plan

JOB SKILLS
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JOB SKILLS

Competency Test for
General Area
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