UNIT 1 LAB

Aspects of Industry:
Technical and
Production Skills

Students who are fairly
sure of their future careers may
use all the Labs to investigate
all the aspects of industry for
one career. Other students may
want to investigate a different
job cluster with each Lab.

To develop a list of three
job possiblities in each job
cluster, students may brain-
storm with other students or
research the possibilities in the
Oceupational Outlook Hand-
book (OOH) or other career
references.

Students should be able to
relate the skills described in
the references and other publi-
cations to basic SCANS (Sec-
retary’s Commission on
Achieving Necessary Skills)
skill groups: reading, math,
speaking, and so on. Be sure
students are considering all the
SCANS groups.

Students should pay atten-
tion to how and where the
work is performed. A student
interested in writing, for exam-
ple, might work alone at home,
or in a busy newspaper office.
One situation or the other
might not suit the student.

Recommend that students
not limit themselves to current
trade and business periodicals.
By looking at periodicals that
are five to ten years old, they
may be able to see how the
field has changed, what has not
changed, and what predictions
about the field have come true.
They can use this information
in their reports.
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UNIT 1 LAB

Overview

In Unit One, vou read about why peo-
ple work, and focused on evaluating your
skills and aptitudes. In this Unit Lab, you
will use what you have learned while
exploring one of the aspects of industry:
Technical and Production Skills.

The Technical and Production Skills
aspect of industry covers the actual tech-
niques and abilities you'll need on the job.
It also covers how you'll work—whether
you'll time-share, telecommute, or rotate
jobs with someone else.

Tools

1. Occupational Outlook Handbook
2. Trade and business magazines
3. Consumer magazines

4. Information on apprentice-
ship programs

5. College/Specialty school
catalogs

| StEp [ B

This step should build on lists students
have already made and exercises they have al-
ready done. They should expand their lists, if
possible, to give their potential careers greater
breadth.

ASPECTS OF INDUSTRY:
Technical and Production Skills

Procedures

Choose one of the fol-
lowing 15 job clusters that in-
terests you: Agribusiness and Natural
Resources; Business and Office; Commu-
nications and Media; Construction; Fam-
ily and Consumer Sciences; Environment;
Fine Arts and Humanities; Health; Hospi-
tality and Recreation; Manufacturing;
Marine Science; Marketing and Distribu-
tion; Personal Service; Public Service;
Transportation.

Choose three jobs in the job cluster that
you would seriously think about pursuing.
Research each of the three, listing the skills
you would need to perform the job (read-
ing, computer use, carpentry, math, etc.).
Use the Occupational Outlook Handbook
(OOH) and other career references, trade
and business magazines, and consumer
magazines to get vour information. Some
of these sources are on the Internet.

In your research. look for comments
that indicate how the work is performed
by computer, individually, in groups, and
so on. Mention if the way the work is done
is changing.

If you have not already done so, make
lists of your skills, interests, aptitudes, and
values. You may want to brainstorm with
two or three classmates.

Working in teams may help students dis-
cover skills, aptitudes, and interests they were
not aware could translate into job skills. En-
courage students to ask family members, co-
workers, and friends outside of class for

suggestions on possible careers.




Compare the list of your skills, apti-

tudes, interests, and values to the lists of

skills vou made for the three jobs.

Choose the job that most closely

matches your skills, interests, aptitudes,
and values.

| St | C

Have your teacher, counselor, or parent

help you arrange a short (20- to 30-minute)
interview with a person in that job. If

someone in your first choice job is not
available, go on to your second choice.

following;
1.

During the interview, ask the

Which skills are most
important in performing
the job?

How did the person get
the skills to perform the
job? (Formal training?
Experience?)

Stip [ C

Students may get help setting up the in-
terview, but encourage them to personally
make phone contact with the inferviewee.
They should confirm the time of the interview,
explain what information they will be asking
for, and ask to see the job site.

Students should write their interview ques-
tions out in advance, arrive at the interview

notes. Do not record the interview without
permission. Be punctual and be courteous.
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How have the job skill requirements
changed in the past five to ten years?
Are they expected to change in the
next five

to ten years?

How does the person perform his or
her job? (Telecommuting? In groups?
Alone?)

During the interview, take careful
o
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promptly, be courteous and professional, ask
their questions clearly, and follow up the in-
terview with a thank you.

If students are interested or have the time,
they may want to interview a person in each
of the other two jobs they have chosen. All
persons interviewed may act as future refer-
ences or networking contacts when the stu-
dent begins looking for a job.

Report

Students should use the
Lab to begin to refine their job
searches; at the same time,
they should be keeping their
options open. Encourage them
to think broadly; have them dis-
cuss how the skills they might
acquire for their first choice
jobs would transfer fo another
job within the job cluster they
have chosen. How might those
skills transfer to another job
cluster?

Have students discovered a
lack of compatibility between
the jobs they chose to investi-
gate and their skills/interest
list? How will they use this
knowledge to refine their job
search?

Have students discuss the
ways they might acquire the
skills they need for their jobs.
(Part-time jobs now? Appren-
tice programs? Specialty
schools?) Have them begin to
collect catalogs and brochures
on different types of training
available for jobs in their cho-
sen clusters.
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UNIT 2 LAB

Aspects of Industry:
Planning

Students who are fairly
sure of their future careers may
use the Labs to investigate all
the aspects of industry for one
career. Other students may
want to investigate a different
job cluster with each Lab.

To find two job possibilities
in each job cluster, students
may brainstorm with other stu-
dents, or research the possibil-
ities in the Occupational
Outlook Handbook (OOH) or
other career references.

To help students prepare
for the research project, be
sure they understand the dif-
ference between a corporation
and a sole ownership. In class,
brainstorm a variety of eco-
nomic, political and social de-
cisions and conditions that
affect business in general. (For
example, tax cuts may help
some businesses but have seri-
ous consequences for public
services; changing social views
forees changes in hazardous
waste disposal or working con-
ditions; plant closures or
strikes affect businesses
throughout the industry.)

In small groups, have stu-
dents focus on the industries
they have chosen, looking at
the forces that affect them.
Groups may focus on one par-
ticular industry, or divide into
smaller brainstorming groups
to help each student with his or
her particular needs. You may
want to have students bring in
daily newspaper or magazine
articles that reflect the influ-
ences on the industries chosen.
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UNIT 2 LAB

ASPECTS OF INDUSTRY:
Planning

Overview

In Unit Two, you began thinking about
what kind of work is right for you and
developing your career plan. In this Unit
Lab, you will use what you have learned
about careers while exploring another
aspect of industry: Planning.

The Planning aspect of industry covers
the various types of business ownership—
sole ownership (proprietorship). partner-
ship, cooperative, corporation—and how
businesses of all types affect and are
affected by the economy, politics, and
society.

Tools

1. Internet
2. Trade and business magazines
3. Business newspapers

4. Personal interviews

Procedures
| Step | A

Choose one of the 15
job clusters from Figure 3-1 in
Chapter 3. You may choose the same
cluster you explored in the previous Lab,
or a different one.

Choose two jobs in the job cluster that
you would seriously think about pursuing.
Using trade and business magazines, news-
papers, and the Internet, research how the
industry represented by the jobs you have
chosen is affected by economic, political,
or social changes.

Identify a local corporation that
employs people in one of the jobs you have
chosen. Ask friends, family, teachers, and
counselors for leads. You may also check
with your local Chamber of Commerce,
which may have a directory of member
businesses.

If possible, research that particular cor-
poration. The Chamber of Commerce may
have profiled the business in its newslet-
ter, or the local newspaper may have run
stories about the business.

Contact a manager at the corporation
and ask permission to do a short (20- to 30-
minute) interview. You want to find out
why the business is organized as a corpo-
ration and what the advantages and dis-
advantages are of that form of business,

Recommend that students not limit them-
selves to current trade and business periodi-
cals. By looking at periodicals that are five to
ten years old, they may be able to see what
forces have influenced the industries in the
past, and how industry was changed as a re-
sult. They may use this information both in
their interviews and their reports.

 Stip | B

The purpose of this exercise is fo get stu-
dents to understand the complexity of corpo-
rate organization. They should fry to get a
sense of why corporations make the decisions
they do, and how those decisions affect en-
ployees and the industry at large.

Students should look at the information
in the interview both from the viewpoint of a




chose sole proprietorship. What are the ad-
vantages and disadvantages of that form of
business? Some of the questions you might
ask are:

Some of the questions you might ask at the

interview are:

1. How does the corporate form of busi-
ness allow the company to expand,
change, and meet challenges? 1. How does being a sole proprietorship

allow the company to expand,

2. How are important decisions made
change, and meet challenges?

in the corporation?
What are the advantages and
disadvantages of being a sole
proprietorship?

3. What are the advantages and 2.
disadvantages of working for a
corporation?

Write out vour questions beforehand. 3.

If you are doing the interview in person,

be prompt and courteous, and dress

appropriately.

e

You will now repeat in-
structions for Step B, but for a
sole proprietorship. Identify a
sole proprietorship that em-
ploys people in the other job

How are important decisions made
in a sole proprietorship?

you have chosen. proce o an
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corporate manager and of a corporate em-
ployee. How would they fit into a corporate
structure as an employee? As a manager? If
time permits, encourage students to interview
a manager of at least one more corporation,
since not all corporations are the same,

Students may need help formulating ques-
tions that elicit this kind of information.

In this exercise, students should under-
stand the flexibility of a sole proprietorship,
and the ability to change quickly as markets
change. However, they should also realize
that sole proprietorship entails much more
risk, financially and personally. (For example,
when government regulations, economic
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conditions, or social views
change, small, sole proprietor-
ships are often most hard hit.)

If time permits, encourage
students to interview more
than one sole proprietor. Peo-
ple who run their own busi-
nesses are often full of
enthusiasm and ideas. Their
stories are often inspiring.

Students should write out
their interview questions in ad-
vance, arrive at the interview
promptly, be courteous and
professional, ask their ques-
tions clearly, and follow up the
interview with a thank you.

Remind students that per-
sons interviewed may in the
future act as references or net-
working contacts when they
begin looking for a job.

Report

Students should use the
Lab to further refine their job
searches. In their reports, they
should explore why the type of
business one works for may be
just as important as the job
one chooses. They should also
have a feel for the stability of
the industry.

If students are inclined to
go into business for them-
selves, encourage them to
think about what might
make their businesses flexible
enough to survive change.
(Produet diversity, continuing
education, and strong financial
planning might be some
ideas.)

Have students discuss their
interviews. What information
did they find surprising? How
has this new information af-
fected the way they look at
their potential careers?
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UNIT 3 LAB

Aspects of Industry:

Management

Students who are fairly
sure of their future careers may
use the Labs to investigate all
the aspects of industry for one
career. Other students may
want to investigate a different
job cluster with each Lab.

To find two job possibilities
in each job cluster, students
may use existing lists of jobs,
brainstorm with other stu-
dents, or research the possi-
bilities in the Occupalional
Outlook Handbook (OOH) or
other career references.

You might want to have
them read the classifieds over
a period of weeks, looking for
jobs that interest them. How do
their skills and experiences fit
those jobs?

The purpose of the inter-
view is two-fold. First, students
add to their contact lists. Sec-
ond, they get invaluable in-
formation about hiring and
working practices, benefits,
and what is expected of
employees.

To help students prepare
for this interview and all the
others that will follow in their
lives, you may want to have
them do practice interviews.
Have them do the interview in
front of the class with other
teachers playing the role of the
employer. Emphasize that stu-
dents should regard this as
their dress rehearsal and take
it seriously. Students should
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ASPECTS OF INDUSTRY:
Management

Overview

In Unit Three, you learned about the
process of finding, applying for, and inter-
viewing for a job. In this Unit Lab, you
will use what you have learned while
exploring another aspect of industry:
Management.

The Management aspect of industry
covers the decisions managers make about
their products and services, company
growth, and profitability. It also includes
managing employees—not only assigning
and overseeing their work, but also plan-
ning how to keep employees interested in
and enthusiastic about their work. Contin-
uing education, involvement in company
decisions, and flexible working schedules
are a few ways to achieve that goal.

Tools

1. Internet
2. Trade and business
magazines
3. Business
newspapers

4. Personal
interviews

Procedures
| Stp (A

Choose one of the 15 job clusters
from Figure 3-1 in Chapter 3 that interests
you. You may choose the same cluster you
explored in the previous Lab, or a different
one. Choose two jobs in the job cluster that
you would seriously think about pursuing.

Using trade and business magazines,
newspapers, and the Internet, research
how the industry represented by the jobs
you have chosen is affected by new man-
agement practices.

Identify a local corporation that
employs people in one of the jobs you have
chosen. Ask friends, family, teachers, and
counselors for leads. You may also check
with your local Chamber of Commerce,
which may have a directory of member
businesses.

If possible, research that particular cor-
poration. The Chamber of Commerce may
have profiled the business in its news-
letter, or the local newspaper may have run
stories about the business.

Contact the personnel manager at each
company. This should not be the same
manager that you interviewed in previous

dress appropriately for the job they’re apply-
ing for, have their résumé prepared, and ask
appropriate questions. After the interview
is over, have other students eritique—not
criticize—the student’s performance. Empha-
size that all comments are to be constructive.
Comments such as “Your voice sounded weak

and unecertain,” are allowable. “You sounded
like a wimp,” is not.

If one of the students can operate a video
camera, or if the school has a video program,
you might want to tape the interviews. Watch-
ing themselves on videotape can help students
become aware of their undesirable habits.




assignments. Ask permission to do a 20-

to 30-minute interview. Make it clear that

you are not interviewing for a job, but that
you are seeking information for a class
presentation.

Some of the questions you might ask are:

1. What qualities are most important in
an employee?

2. What does the employer look for dur-
ing an interview?

3. What might convince a manager to
hire a student with little experience?

4. What kind of training/ education pro-
gram does the company offer,
if any?

5. Do employees partici-
pate in company deci-
sion or policy making?

6. What kinds of benefits

do employees receive?

Remember, you are building your con-
tact list through these exercises. Present
yourself in as positive a light as possible.

Working in groups of three or four,
compare notes on your interviews. On
what topics did the managers agree? On
what did they disagree? What suggestions
did the managers make? What kinds of
attitudes did they display?

| Step | C

Students should work together to discuss
their findings. In many kinds of work, particu-
larly in managerial positions, students will
be called on to work in teams to discuss
viewpoints.

After the teams have discussed their
findings, open the class to a discussion. Are
students surprised by any information? En-
couraged? Discouraged? What would the ben-
efits be of working for each company? What
might the drawbacks be?

| UNIT 3 LAB

Report

Students should begin to
evaluate their own strengths
and weaknesses as a potential
interviewee, and as a potential
employee.

By looking at the decisions
managers must make regarding
employees, students better un-
derstand their roles in the
workplace., You may want to
have students role-play a man-
agement situation such as the
following: a decision to lay off
employees, a decision to pro-
mote an employee, or the
setting up of a training or edu-
cation program. Have them
think in terms of what is best
for the company while making
their decisions.
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UNIT 4 LAB

Aspects of Industry:
Health, Safety, and
Environmental Issues

Students who are fairly
sure of their future careers may
use the Labs to investigate all
the aspects of industry for one
career. Other students may
want to investigate a different
job cluster with each Lab.

 Step | Al

To select a job, students
may brainstorm with other stu-
dents or research the possi-
bilities in the Occupational
Outlook Handbook (OOH) or
other career references.

To help students prepare
for this exercise, you might
review the different types of
resources available at the li-
brary. Encourage students to
make a bibliography of their
sources. All references should
include the name and date of
publication.

Discuss in class some of
the potential health risks that
workers face (carpal tunnel
syndrome, exposure to electro-
magnetic radiation, exposure
to toxins); safety risks they
face (working high above the
ground, with heavy equipment,
driving vehicles); and risks in
their working environment
(working in a smoking en-
vironment, exposure to the
elements).

Then discuss what kinds of
health, safety, and environ-
mental issues may affect the
community at large (unsafe
dumping of foxic or conta-
minated materials, chemical
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UNIT 4 LAB

ASPECTS OF INDUSTRY:
Health, Safety, and

Environmental Issues

Overview

In Unit Four, you read about starting a
new job and the ethics and proper attitude
that will sustain you throughout your
working career. You also began to look into
some of the health, safety, and legal issues
that arise in the workplace. In this Unit
Lab, you will use what you have learned
while exploring another aspect of indus-
try: Health, Safety, and Environmental
Issues.

The Health, Safety, and Environmental
Issues aspect of industry covers an em-
ployee’s health, safety, and environment
while at work. It also covers how busi-
nesses affect the health, safety, and envi-
ronment of the community at large.

runoff in water, proper use of building materi-
als or structural safety, non-earthquake proof
buildings, water and air pollution, overuse of
resources, and so on).

Tools

1. Internet

2. Trade, health, environmen-
tal, and business
magazines

3. Newspapers

Procedures

Choose one of the 15 job clusters
shown in Figure 3-1 in Chapter 3. You may
choose the same cluster you explored in
the previous Lab, or a different one.

Choose one job in the job cluster that
vou would seriously think about pursuing.
Use trade, health and environmental mag-
azines, newspapers, and the Internet to
pinpoint a health, safety, or environmental
issue that affects workers in that industry.
Examples of some issues might be the use
of chemicals, working high above the
ground, or working with computers.

Next, pinpoint a health, safety, or envi-
ronmental issue in the industry you have
chosen that affects the community at large.
Some issues might be hazardous waste dis-
posal policies, building standards, or air
pollution.

Keep copies of the articles you find.
You may want to refer to them later when
you write your Report.

| Stip | B

Because health, safety, and environmental

issues can be controversial, students should

try to choose companies with a positive track




Find and research two local companies
that employ people in the job you've cho-
sen. Choose companies that have a positive
record in dealing with health, safety, and
environmental issues.

Contact the person at each company
who is in charge of worker safety or com-
munity relations, probably someone in the
personnel department for employee issues.
Ask permission to do a 20- to 30-minute
interview for a class project.

Some of the questions you might ask
about employee working conditions are:
1. What situations on the job might

affect a worker's health or

safety?
2. What steps does the com-
pany take to ensure em-
plovees’ health and safety?
(Thorough training? Safety
equipment?)

Some questions you might ask about the
affect of the industry on the community are:
1. How might the work of the industry

affect the health, safety, and environ-

ment of the community?
2. What steps does the company take to
minimize risk to the community?

Use the same interview etiquette in this
Lab as in the previous Labs. Be prompt,
courteous, and send a thank-you letter.

record. If the company’s record is unknown, or
if the company is of great appeal to the student
despite some bad publicity, caution the student
not to be confrontational in the interview. Urge
students to be polite at all times. Explain that

they should not argue with their interviewees,
even if the two of them appear to approach the
issues from different points of view. If the com-
pany in question has been or is involved in a
lawsuit involving any of these issues, steer the

UNIT 4 LAB

the student toward another
company.

Have students write out all
questions in advance. Make
sure they are phrased in a pos-
itive manner.

You might want to work on
brushing up interpersonal
skills, teaching students how
to deal with a potentially hos-
tile interviewee. This is a life
skill they will need regardless
of the work they pursue, You
might want to do this through
role-playing, or through a dis-
cussion of unpleasant confron-
tations students have had with
classmates, teachers, parents,
salespeople, or strangers. Have
the class brainstorm ways a
student might have handled the
situation more positively.

Report

You might want to have stu-
dents look at the ethics of the
workplace regarding worker
safety, health, and environ-
ment. Have them look at how
they can respond if they find
themselves in a work situation
that conflicts with their per-
sonal ethics, Have them ad-
dress these issues in their
report, or in a classroom
discussion.
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