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9-1

. Goals ours|

Describe the steps in
the career planning
process.

Identify the main
sources of career
information.

Discuss career
fields with the most
growth potential.

/’
Key Terms

career

informational
interview

mobility

Career Opportunities

o

Focus on Real Life

While reading the Sunday newspaper, Dan

Capparus noticed a large amount of space devoted to
employment ads. He was impressed by the number of help
wanted ads placed by businesses in his community. The ads indi-
cated that certain kinds of training were needed or that applicants
needed experience in certain business operations. He observed
that the ability to use certain computer programs was mentioned
quite often.

Dan thought about his own situation. He wondered if he was
taking the right courses to get the career that he wanted in the
future. He then realized that he did not know for sure what kind
of career he really wanted. For some reason or other, he had not
given this important subject a lot of thought. He wondered what

strategies he might use to improve his awareness of careers.

— utillidea
Describe the steps in
the career planning
process.

202 CHAPTER 9

THE CAREER PLANNING
PROCESS

An occupation is a task or series of rasks
that is performed to provide a good or
service, People are hired ro fill occupa-
tions, and they are paid for the work they
perform.

A career is a goal for work that is
tulfilled through an occupation or series
of occupations. You actually have a kind
of career goal now: “to complete your
schooling and get ready for your future.”

Career planning is the process of
studying careers, assessing yourself in
terms of careers, and making decisions
abour a future career. As shown in Figure
9-1 on the next page, this process begins
by carrying out a personal assessment.
Your interests, values, talents, and abili-
ties provide the basis for a career choice

as you develop new interests and abilities.

Your search for the right career could
continue for a long time. In the years

CAREER PLANNING AND DEVELOPMENT

ahead, some of your values and goals will
change. You will develop new interests
and abiliries.

© Comstock Images

Do you want a career or an occupation?
Explain your answer.
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Your Study of Careers

Too often, a career choice is not made
until full-time work begins. This is too
late, especially if certain training and edu-
cation are required.

The study of careers is a continuous
process. New career opportunities occur
all the time. You do not just decide to
study careers for one day or one week. It is
important to view learning about careers
as a lifelong activicy. It is something that
continues even after you begin your career.

Your first decision will likely be a
tentative career decision—a decision that
is subject to change as new information
is received. A tentative decision is much
better than no decision at all. Your career
decision will give you a direction that is
needed.

Making initial career decisions while
you are in school has many advantages.
One is that, in school, you have a lot
of information readily on hand. More
importantly, early career planning will
help you choose the right courses. An
early career decision can also encourage
you to become involved with organiza-
tions such as Future Business Leaders
of America (FBLA), DECA, and Junior
Achievement (JA). These organizations
teach you abour business and careers.

Career Training

Many careers require education and train-

ing beyond high school. These educa-

tional alternatives include:

o Two-year schools, usually called com-
munity colleges or junior colleges, offer
training in many areas.

» Four-year colleges and universities,
both public and private, provide educa-
tion for many careers and professions.

 Private business schools and other
institutions specialize in training stu-
dents for specific occupations such as
court reporter, computer technician,
barber, or medical assistant.

The Career Planning Process FIGURE 9-1

Step1 Personal Assessment What are some resources

+ Determine interests and values
career?

« |dentify talents and abilities
Step2 Employment Market Analysis

+ Geographic influences

+ Business and economic trends
Step3 Application Process

+ Application form

+ Resume and cover letter
Step4 Interview Process

+ Prepare for interview

+ Follow-up activities
Step5 Employment Acceptance

« Salary and financial factors

+ Organizational environment
Step6 Career Development and

Advancement

+ Practice career success behaviors

+ Develop strong work relationships

Consider the cost for further school-
ing as an investment in your furure that
will help you earn higher wages and
expand your potential. Many ways exist
to help finance additional schooling,
Most schools have financial aid pro-
grams including scholarships, student
loans, and work-study epportunities.

Some financial aid programs are based
on your academic record. Others are
based on financial need. You should assess
these methods for financing an education
as you continue your career planni

ar
asy HHIIC Y I paall

decision-making,

How can you be sure that you are mak-
ing the best career decision? There is no
way to guarantee a perfect decision. Those
who follow the right steps generally make
good decisions.

»»

List the steps in the career planning
process.
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The Riley Guide offers information and links on various
career-planning topics. Access the web site shown below
and click on the link for Chapter 9. Click on one of the Riley
Guide links and obtain information from two different
sources. Is the information provided similar or are conflict-
ing findings evident?

(O school.cengage.com/business/introtobiz

—  idea

Identify the main
sources of career
information.

204

CHAPTER 9

CAREER INFORMATION
SOURCES

Many information sources for career
planning are easily available. Your school
may have a career resource center with
magazines, books, videos, and CDs on
careers. Some information covers careers
in general. Other sources provide specific
coverage about occupations and careers in
your area.

Print and Media Sources
The Occupational Outlook Quarterly or

other print publications from the

© Getty Ima ges/PhotoDisc

What are some ways you can get career-i-nfon'natiun?

CAREER PLANNING AND DEVELOPMENT

Bureau of Labor Statistics can be
helpful. The Occupational Outlook
Handbook gives in-depth informarion
on hundreds of occupations includ-
ing job duties, working conditions,
education and training requirements,
advancement possibilities, employment
outlook, and earnings. These resources
are also available online.

Career World magazine pub-
lishes information abour a variety of
careers. It often looks at careers of the
tuture. The Encyclopedia of Careers
and Vocational Guidance can give
you basic information about many
occupations.

Newspaper help wanted ads (both in
print and online) can be useful in career
planning, Reading the help wanted ads in
newspapers gives you an idea of what jobs
are in demand. The ads help you find out
what training and skills are needed. The
career and business sections of newspapers
publish articles on a range of career plan-
ning topics.

Online Sources

Web sites are available to help you with
career planning. A search may be per-
formed to gather information abourt
“resumes,” “effective interviewing,” and
“creating a career portfolio.”

Informational Interviews
A very useful method to get career infor-
mation is with an informational inter-
view. An informational interview is a
planned discussion with a worker who
is willing to help you find out about the
work that a person does, the preparation
needed for that career, and the person’s
feelings about the career. Informational
interviews will help you gain insight into
what actually happens in a specific career
area.

You will find that most workers like
to talk about their career experiences. Be
sure to plan your questions for a career

Copyright 2009 Cengage Learning, Inc. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.
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informartion interview. Some suggested
questions might include:

« How did you get your current job?

o Inwhatways do you find your work
most satisfying? What are your main
frustrations?

o Whart tasks and activities are required
in your work?

o Whart are the most important qualifi-
cations for working in this field?

» Whart advice would you give a young
person who is thinking about this type
of work?

Keep notes on what you learn in your
informational interviews. The experiences
of others can provide key career planning
information.

If a specific career interests you, ask
your teacher or guidance counselor abourt
the possibility of becoming a job shadow
at a company employing workers that
reflect your career interest. Job shadowing
allows you to spend time with a worker

Career Areas with Greatest Growth Potential

Work as a Team

Using Figure 9-2, select three of the career areas

listed. For each career area: (1) create a list of

additional jobs, and (2) describe various skills that

would be necessary to work in this career area.

for a day or a week to learn abour a certain
occupation.

Business Contacts

The process of talking to other people about
their jobs is called nesworking. The advan-
tage of networking is that your contacts are
not limited to the people you know person-
ally. Every person you meet is a potential
contact for career information. The contacts
in your network can provide support when
you start work as well as later in life.

>

What are the main sources of career
information?

Sales and marketing rep- Health care medical assis- Social child care workers,
retailing resentatives and tants, physical services elder care coordina-
sales managers therapists, home tors, family counsel-
in the areas of health workers, lors, social service
electronics, med- lab technicians, agency administrators
ical products, health care
financial services administrators
Business web consultants, Hospitality resort and hotel Financial risk assessment
services language trans- and food administrators, services managers, actuaries,
lators, employee seivice Customer seivice E-COMIMIEITE aCCoui-
benefits manag- representatives, tants, investment
ers, data analysts food service man- consultants
agers, meeting
planners
Management supervisors, Computer systems analysts, Education  corporate trainers,
and human interview- technology computer opera- special education
resources ers, employee tors, web site teachers, educational
benefits developers, ser- administrators
administrators vice technicians
FIGURE 9-2

Which of the career areas shown above interest you? Do you think you should limit your career exploration to these career areas?

9-1 CAREER OPPORTUNITIES
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i ideaGROWTH CAREER AREAS Economic and Industry Trends

Discuss career fields  The life work you choose could be affected Career areas with the most potential are

with the most growth by the careers available in a field. Future

influenced by economic trends

potential. employment opportunities are influenced and current business activities. Consumer
by geography and business trends. demand, changing demographic trends,
and new technology are factors that
GeographicInfluences often affect career opportunities. As

1.

shown in Figure 9-2 on the previous
page, service industries are expected
to have the greatest employment
potential.

b i, HEC Ry SEVNURRINRITY o by | L5 "
WOLLLIC LILCSE 1T LICIUS WILIL SLLULL

You may have to decide whether you want
to work in the geographic area in which
you now live or whether you are willing
to move to where the job you really want
is located. There may be reasons why you
would prefer to live and work near your
home. People who successfully pursue the
careers of their choice often have mobility.
Mobiliey is che willingness and ability of a
person to move to where jobs are located.
The lack of mobility can lead to loca-

future demand, do not limit yourself.
Every career area will need new employ-
ees. Think about your personal interests
and abilities in addition to economic and
business trends.

tional unemployment. This occurs when

jobs are available in one place but go ; et >>

unfilled because those who are qualified What factors affect the career areas that
to fill those jobs live elsewhere and are not will be in demand in the future?
willing to relocate.

Call fssessment [N )

Key Con cepts 3. Spending time with a worker on the job to learn about
) a career is called
Determine the best answer. a. networking c. career training
The first step of the career planning process is to b. personal assessment d. job shadowing
a. prepare a resume and cover letter
b. interview for a job Make Academic Connections
c. determine your interests and abilities
d. obtain career training 4. Geography Conduct research to identify areas of the

country with strong demand for various careers. What
factors have affected job opportunities in these geo-
graphic regions?

The purpose of an informational interview is to
a. obtain information about a career area

b. apply for a job with a nonprofit organization .
c. research salaries for starting employees 5. Science |dentify recent scientific developments.

d. gain career training experience Explain how these discoveries might affect (a) the type
of career opportunities available in the future and
(b) how people work in organizations.

206 CHAPTER 9 CAREER PLANNING AND DEVELOPMENT
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i Official name
o . L e P, Ukraine
Capital

Kyiv (Kiev)
Population
46.3 million
Currency
hryvnia

Major exports

metals, petroleum products,
machinery, transport
equipment, food products

Major export partners
Russia, Turkey, Italy

Major imports
energy, machinery,
equipment, chemicals

Major import partners

Souree: CIA World Factbook

© Gleb Garanich/Reuters/Landoy.

Russia, Germany, Turkmenistan, China

As the country of Ukraine moved from using the Russian
ruble to its current currency, the hryvnia, something rather
unusual occurred. To prevent a shortage of money, the
government issued coupons to use when buying some of
the limited food and other products. While the coupons
were not intended to become currency, their acceptance
grew as the ruble became less attractive, The people of
Ukraine desired to separate themselves from their past as
a Russian state.

Today, the hryvnia is a fairly strong currency, reflecting
an expanding economy and encouraging business invest-
ment from around the world. Ukraine's strategic location,
between Europe and Asia, is also attractive. More than 300
U.S. companies have business operations there. Ukraine's
economy benefits from fertile farmland, rich natural
resources, a well-developed industrial base, and a highly
trained labor force.

Ukraine has seen extremes in its history. The coun-
try was the major political and cultural center in Eastern
Europe until conquered in 1240. More recently, Ukraine
was part of the Soviet Union for 70 years. It became inde-
pendentin 1991 and has expressed interest in being con-
sidered for membership in the European Union.

Visitors to the country often comment on the friendli-
ness and generosity of the Ukrainian people. In business,

however, be sure to use formal titles, such as Mr., Mrs.,
Miss, Ms., or Dr., until you are told to use a first name.
When conducting business negotiations, don't accept the
first “no.” This initial “no” may be quick and automatic.
Instead, be pleasant and ask again using a different phras-
ing. In addition, “final offers” may not be final. Be prepared
to wait. Ukrainian businesspeople may walk out or shout.
While responding in a similar dramatic way might be use-
ful, patience will usually be more effective.

Social events are important in the business process.
As you develop trust, acceptance of you will develop.
Meetings will usually include highly sweetened coffee or
tea along with chocolates or cookies. Some of the most
popular dinner foods of Ukrainians include pork, chicken,
seafood, potatoes, and many types of bread—white,
brown, rolls, bagels, pita, and flat bread.

Think Critically

1. How does Ukraine’s history affect current business and
economic activities?

2. What aspects of Ukrainian culture might create difficul-
ties for international companies?

3. Conduct library or Internet research to obtain addi-
tional information about business and economic activi-
ties in Ukraine.

9-1 CAREER OPPORTUNITIES
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I Goals Key Terms " Focus on Real Life

Describe factors of a

values Brianna Bunton learned about career planning
personal assessment 2 :
i R i in a number of ways. Brianna prepared a career report
e e i | | on becoming a corporate lawyer as a requirement for her ‘
Biccii== mathode ability | | Introduction to Business class. She also interviewed the legal
for obtaining career counsel for a local corporation. Her report gave her doubts about
experience. whether she really wanted to pursue a career in law and whether

she could afford the additional schooling.

Identify information A course in marketing that Brianna finished in her junior year
sources for available led her to believe that the marketing field was one that she would
jobs. like to enter. She did some reading about careers in this area.

With her various skills, she was able to get a part-time job as a
marketing assistant the following summer. While on the job, she
learned about more about the marketing process. Her job gave
her a chance to talk to several sales and marketing workers about
their careers. When school began again in the fall, she took more
courses related to her interest in marketing.

o i idea PERSONAL ASSESSMENT situations, a career in some type of

How-canivou make:sure vonselect:a research should be considered. What
are some topics or activities of interest
to you?

Describe factors of a = = i
personal assessment 10D you will enjoy and that fits your life

for career planning.  situation? Your career planning activities
should start with a self-assessment of your
interests, values, and abilities. These three
areas will help you better understand the
careers that will be the best for you. With a
thorough self-assessment, you will be more
likely to have a satistying and successful
career.

Interests
Many resources are available in printand
online to determine the activities that
give you satisfaction. Your inzerests pro-
vide a basis for your employment goals
and possible career paths.

People with strong social tendencies
may be best suited for work interacting
with people. If you enjoy investigating

® Garty lmages Photelis

What interests and values will influence your
choice of career?
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Values

Your values are things that are impor-
tant to you. You can learn about your
values with exercises or activities.
These exercises show how you rank
items such as prestige, money, power,
achievement, independence, securiry,
belonging, or serving others. Each of
these may influence you, directly or
indirectly, when you select your life’s
work.

You can begin to look at your values by
answering some questions. Your answers
will help you understand what you con-
sider important. Examples of questions
include:

» Isitimportant for me to earn alot of
money?

o Am I mainly interested in work that
provides a service for others?

o Isitimporrant for me to have an
occupation that others think is
important even if I do not really care
for it?

o Do I'wantan occupation that is very
challenging and may require additional
schooling?

o Would I be willing to start in a job
that pays a lower salary than another
if that job was more challenging and
offered better opportunities for future
advancement?

» Do I consider investing money in
education or occupational training

as important as spending for other

things?

Another question to better under-
stand your values is: “What would you
do if someone gave you a large sum
of money to be used in any way you
desire?” Would you start your own
business? Would you hire a jet and
travel around the world? Would you
set up a foundation to support athletics
for underprivileged children? Would

Work as a Team

Prepare a list of common values of people in
our society. For each item on your list, describe
career situations that would be appropriate for
people with this value.

you buy the trendiest wardrobe ever?
Would you use the money to finance an
expensive education? Your answers will
reveal something abourt your personal
values.

Talents and Abilities

Each of you has certain ralents and abili-
ties. A talent is a natural, inborn aptitude
to do certain things. People often say
someone has a “natural talent.” Ability

is the quality of being able to perform

a mental or physical task. Your talents
and abilities, along with your career goals
and interests, are important in career
planning,

o Gatty Imag es/PhotoDic

How can your natural abilities help you get a job?
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You can learn about your abilities in a
number of ways. Think about the courses
you have taken and the grades you have
received in school. What kinds of courses
have you raken? In which ones have you
done your best work? Which courses
have been easiest for you? Which have
been the most difficult? Which do you
like the best? Answers to questions such
as these will idenrify your talents and
abilities.

Abilities can be developed, and that
is important to keep in mind. If you are
weak in a certain area, you may want to
take courses that will improve that area.
For instance, employers continually report
that writing, reading, and computing skills
are very important.

If you are not strong in preparing
reports, take extra courses in English
and Business Communication. If read-
ingis a concern, get help in that area. If
working wich fractions and decimals is
not easy for you, more courses in math,

—  lidea

Discuss methods
for obtaining career
experience.

including business math, would be desir-
able. Work to strengthen your weak
areas before you go into full-time work.
You can plan your courses and future
activities to help you grow toward your
chosen career.

>

What is the difference between an
interest and a talent?

EMPLOYMENT EXPERIENCE

Most people have more career skills
than they realize. Your involvement in
a range of school and community activi-
ties provides the basis for employment
experiences. You can obrain further
career-oriented abilities in four main
ways: work-study programs, part-time
employment, volunteering, and school
activities.

A QUESTION OF ETHICS

Tomas Novak applied for a posi-

tion as a regional sales manager

for a technology company. Tomas
was born and educated in Prague,
located in what is now the Czech
Republic. He has lived and worked

in the United States for eight years
and recently became an American
citizen. He has more than 10 years of
computer sales experience.

After the interview, Tormas was
told that other applicants were more
qualified. He did not receive a job
offer. While it would be difficult to
prove, Tomas feels he was a victim of
discrimination due to his slight Czech
accent. He believes his ability and
skills were comparable to others who
were hired.

N\

Discriminatory Hiring Practices

According to the Civil Rights Act
and the Americans with Disabilities
Act (ADA), itisillegal for employers
to make hiring decisions based on
personal characteristics such as age,
marital status, ethnicity, race, and
gender. You can help reduce illegal
hiring practices. Be cautious when
deciding what kinds of personal
information you include in a resume
or cover letter. Never include a pic-
ture of yourself on a resume.

Most potential employers do not
want to see this personal informa-
tion related to characteristics that
might be a basis for hiring bias.
Instead, only offer personal informa-
tion that is related to the job and
your career skills, such as hobbies,

community activities, memberships,
or personal interests,

Think Critically

1. Describe other situations in
which a person might be dis-
criminated against when apply-
ing for a job.

2. What actions can be taken by
companies and workers to
eliminate discriminatory hiring
practices?

210 CHAPTER 9 CAREER PLANNING AND DEVELOPMENT
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Work-Study Programs

Cooperative education combines school
with work-related experience. These pro-
grams provide an occasion to develop a
variety of on-the-job skills. You will not
only learn about technical aspects of the
job, but will also learn to interact in work
serings.

In a similar way, internships involve
work experience in organizations while
learning abouc a career field. Internships
for careers in accounting, finance, market-
ing, and communicartions are available
with many companies and nonprofit
organizations.

Applying for an internship is similar to
applying for a job. First, identify potential
positions. Then prepare a resume and
cover letter to communicate your back-
ground and interest in participating in an
internship.

Part-Time Employment

Summer and part-time work can provide
valuable experience. In addition, these
work situations will allow you the chance
to see if you enjoy a particular career field.
Your part-time work experience also helps
you make contacts. These people will

be able to guide you and offer support
throughout your working life.

Volunteer Activities

Involvement in community service can
result in gaining career experiences and
improving work habits. Volunteering in
community organizations also helps you
develop organizational skills while mak-
ing future career contacts.

School Activities
Class assignments can provide work-
related experiences. For example,
research and communication skills are
developed when you prepare reports and
oral presentations. Working on team
projects offers you a chance to interact
with others, a skill vital in every career.
School clubs and organizations can
resultin a range of valuable skills. Goal
secting, planning, supervising, and delegat-
ing responsibility are activities needed in
many employment settings.

>

What are methods for obtaining
employment experience?

© Brand X Picturss
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Career experts estimate that more than 70 percent of available jobs
are not advertised to the public. Talk to people you know, attend
career fairs, and contact companies directly to identify possible job
opportunities.

SOURCES OF AVAILABLE JOBS

Finding available positions is a common

concern for ioh hniinrers Several canrces
CONCCIN 0L JOU HIUITCTS, STVOTar S5OUiccs

are often used to obtain leads. Your ability
to find job openings is a key part of career
planning activities.

Identify information

enurces for availahla
SOUrCes Tor avahaoic

jobs.

The Media

The sources you use for information
about career planning can help you get
job leads, too. Newspaper want ads are a
common starting point. Many newspa-
pers post employment ads on their web
sites. Some papers have partnered with
career web sites that have searchable data-
bases of currently advertised positions.
Be aware that most available positions
are not advertised to the general public.
Therefore, other job search actions are
very important.

@ Getty Images/PhotoDis

Name some ways you can find out about job openings.

CAREER PLANNING AND DEVELOPMENT
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Personal Contacts

You need to let as many people as possible
know that you are looking for a job. Your
school counselors and business teachers
can be very helpful. If your school has a
placement office, be sure to register with
thart office. Your relatives, friends, neigh-
bors, and others will be good potential
sources of job leads.

:
Business Contacts

p, R IR, 5 i 0, LY S ——— P S, (s, Cp—
L UPLL SIIUrLLI LU LPULSEIICAITS I 3K clLMUrLLL

their openings. Some businesses post help
wanted signs in their windows. Some
retail businesses, including restaurants,
acceprt applications continuously. They
make it easy for prospective employ-

ees to pick up and turn in applications.
Employment kiosks, where you can apply
for a job online, are common in large
stores. Getting a job means going out and
looking around. During a visit, you will
be able to observe the types of activities
performed by employees. You may also
be able to make contacts for future career
information.

Use phone books, business directories,
and web sites to find names of organiza-
tions that may have unadvertised jobs.
Communicating with these companies
can produce business contacts that can
result in current or future employment
opportunities.

Career Fairs

Career fairs are often held at schools or
community centers. These events allow

a chance to contact several prospective
employers in a short time. You will be
asked a few questions to determine if you
qualify for a longer interview.

Getready for job fairs by being pre-
pared to quickly communicarte your
potential contributions to an organiza-
tion. Knowing something about the com-
pany will help set you apart from other
applicants.
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What do you think would be the most reliable source
of job information?

Government Employment Offices
Local and state government employ-
ment offices are another source for
information abour available jobs. These
tax-supported agencies help people find
jobs and provide career information, and
work with employers to find qualified
workers.

Employment offices can provide up-
to-date informartion about the job mar-
ket in your area. They can help you look
for part-time, summer, or full-time work.

No one source is necessarily better
than others. You need to let as many
people as possible know that you are look-
ing for a job. Your relatives, friends, neigh-
bors, and others are all potential sources
of job leads.

checkpoint »>
What are the main sources of informa-
tion about available jobs?

Key Concepts
Determine the best answer.

1

talents.

True or False. A person’s values are also called natural

Make Academic Connections

5. Research Use library research or an Internet search to
locate a career assessment tool. After answering the
questions, describe what you learned about yourself in
relation to potential future careers.

2. True or False. Volunteering experience can resultin

obtaining career skills.

3. Adesire to assist others in your job is an example of

your
a. talents
b. interests
c. abilities
d. values

Communication Look at the classified advertising
section in your Sunday newspaper. Find three jobs that
include an international factor. Prepare a paragraph
summary explaining actions a person might take to
prepare for these jobs.

4. A(n)_7?_isan event that allows a person to contact

several prospective employers in a short time.

a. career fair
b. informational interview
c. network
d. career resource center

9-2 PLANNING YOUR CAREER 213
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Effective Presentations

“Please prepare a presentation about the recent changes
in our product line for the executive committee meeting.”

This request and others point out your need to be able to
make oral presentations. Your ability to communicate orally
is a vital skill that can be enhanced by considering these
actions.

Plan Your Presentation
¢ Clearly define your purpose. Organize the main sec-
tions. Conduct research to get needed information.

* Plan a creative introduction. Use a story, quote,
statistic, or involvement activity to get the audience's
attention and to communicate your main theme.

* Develop a clear conclusion. Summarize the main
ideas and key findings.

Practice Your Presentation
* Prepare an outline of key ideas and main phrases. Do
not memorize or read your entire presentation.

® Present your complete presentation several times.
Record your presentation to determine areas for
improvement.

¢ (Consider using a handout with key ideas, graphs,
tables, maps, or other visuals.

Make Your Presentation
+ Talk to the audience, don't read to them. Don't read
from your visuals—posters, slides, or other items.

* Use effective voice projection, expression, and enthu-
siasm. Avoid repetitious phrases such as “OK," "you
know,” and “like.”

* Look and talk professionally—dress appropriately and
stand up straight.

You are likely to make many presentations through-
out your life. At first it may seem difficult. As you prepare,
practice, and present more talks, your ability and comfort
level will increase.

214 CHAPTER 9

Sharpen Your Life Skills

Think Critically

1. What are the main suggestions you should follow for
making an effective presentation?

2. Describe some situations in which you may make pre-
sentations during your life.

CAREER PLANNING AND DEVELOPMENT
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Goals Key Terms | Focus on Real Life
Prepare an appli-

application form Francisca Negalo just graduated from high

cation form and a ; 5 .
school. Her work experience includes a summer job
resume. resume i ¢
and employment through a cooperative education program.
Identify the parts of career portfolio Francisca is. now ready for full-time e.mployment. Her high .
an application cover Sovetletter s.chool business education program |nclluded.c.omp.uter applica-
letter: tions and two years of accounting. She is familiar with computer-
based accounting systems, and she is proficient with the most
Discuss the online recent version of Windows and Microsoft Office.
application process. Francisca plans on continuing her accounting studies in an

evening program at a local two-year college. She wants to earmn

an associate's degree in accounting. In time, she will transfer to a
university and work toward a bachelor’s degree in business admin-
istration. For now, she needs to get a job and earn some money.

APPLICATION ACTIVITIES application form asks for information o idea  —

related to employment. The form gives

The application process may start in
PP pros o ) the employer standard information Prepare an
several ways. You might fill out an appli- & 3 ; application form and
¢ about each job applicant. The form will = N

cation form you have received from the
employer. Some businesses use online
application forms. You may also apply

by submitting a resume and cover letter,
As an alternative to mailing these docu-
ments, you might send them via e-mail or
post them to a web site.

likely ask for your name, address, Social
Security number, education, work experi-
ence, the job for which you are applying,
and references.

Personal Data Sheet

The application process starts by preparing
a personal data sheet. A personal data sheet
is a summary of your important job-related
information. It should list your education
and work experience, as well as your refer-
ences. Preparing your personal data sheet
will ensure you have all the necessary infor-
mation to fill out the application form.

4

How can letters and forms provide insight into your
personal attributes?

£ Gesty Images/PhotoDisc

Application Form

An employer often has each applicant
complete an application form. An
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FIGURE 9-3 Sample Application Form

Explain how the way an

application form is filled out LAKEVIEW TECHNICAL COLLEGE Name [ rancisca .f_\.'rzgafc
might reflect how the appli- APPLICATION FOR EMPLOYMENT s Sty s SPABLST
cant will approach the job. x

U.8. Citizen -2 yes Date July 15. 20--

— no,ifnot, type ofvisa
Do you have any physical condition that may prevent you from performing certain kinds of work No

Have you ever besn icted of a felony or misd or are there any felony charges against you pending disposition? No
If yes, give date(s) and nature of the act(s) and disp

Have you ever been compensated for an on-the-job accident 7 Na If yes, sxplain

Have you served in the U.S. armed forces? NO ‘What branch Type of discharge Rank

Datesofservice —___ If you wers deferred —why? = —

S ea notity__Marianne Negalo 520 Nancy Bilvd. Sun Prairie, W1 (608 555-1710
Name} iAddress) iPnone)

List all employment within the past ten years EMPLOYM ENT H ISTO RY

POSITION HELD
NAME OF EMPLOYER ADDRESS gooates | Reasonfor
and Immediate Supervisor and Telephone Number Occupation and Duties | Menthly i o Living
Rate | From| To
Tempest Teo Fot S | 99 @20 Emperary
Compan Coop
= lliz Lipton record keaping
T P s O Te ol Fivatie - P A T ) E
e Diass Versith Madizon, Wi Becorded data using | 3/hr | &/20|presers
S35-1122 compatar
Years Attended| Date | What did you spacialize in?
Lo LESID From | To |Gradusted| Degree(s) Recsived
side Elamantary ks
19 Fiias 1)
Trade School
Businessa College
College
Graduste
Other
Other Than Immediats Relativea
Telephons 2 fears
Name Address Number Dccupation Kadwn
M. Tim Sch.'l'lr.s 1234 Mangra Drive, Madisan 355-1099 Teacher 5
Rev. David Crane 957 Culpepper C1. Madison 555466l | Pustor 12
Mirs. Susan Callies 1602 Woodrale, Madisen 5550065 Secretar 5
Type of work you would consider Accounting Full, or parttime?  © 4ll fime

Minimum salary you would consider F14000 Would you congider temporary work? e Date available for employmernt fmmediately

The information contained here is true to the best of my knowledge and belief. | realize that any falsification in this application constitutes
arounds for dismissal. In this connection, | authorize all previous employers to provide Lakeview Technical College with any information
conceming rmy employment. | further authorize Lakeview Technical College to verify any other information | have provided in this applica-
tion.| FURTHER UNDERSTAND THAT THIS APPLICATION BECOMES INACTIVE AFTER THREE MONTHS.

signatwrs Franciacn Negale bate  June 15, 20--

Filling out the application form Resume
should be viewed as your firsz job task.
Follow directions carefully. Print
answers neatly. Answer all questions
completely. Carefully scudy the
completed application form in
Figure 9-3.

A resume is a tool that provides informa-
tion about you to a potential employer. Two
of the most popular types of resumes are
experience-based and qualifications-based. In
an experience-based resume, experiences are
usually listed in order of work history. Ina

2116 CHAPTER 9 CAREER PLANNING AND DEVELOPMENT
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Sample Resume FIGURE 9-4

Francisca Negalo

1602 Collegewood Drive the best person possible?

Madison, WI 53711-2821
(608) 555-0308

e-mail: fnegalo@badgernet.com

How will the infarmation
in this resume help an
employer who wants to hire

Church

CAREER OBJECTIVE To use my accounting, business, computer,
communication, and interpersonal skills in a
challenging position with opportunity for
advancement.

EDUCATION  Four Lakes High School
Graduated June 10, 20 - -
Emphasis: Business Education

EXPERIENCE ¢ Records Clerk, Tempest Tea Pot Company;
one year, cooperative education

* General Clerk, City Assessor’s Office, summer

Relevant Skills and  Proficient with most recent versions of Microsoft
Courses  Windows and Office, including Word, Excel, Access,
and PowerPoint.

Excelled in the following courses: Introduction to
Business, Computer Applications, Accounting [ and II.

Activities  * Treasurer, Future Business Leaders of America
* Member of Pep Club
* Member of Alpha Chi youth group at First Christian

¢ Member of East Side YMCA swim team

REFERENCES  Will be furnished upon request.

qualifications-based resume, your abilicies
and experiences related to the job for which
you are applying are highlighted.

As shown in Figure 9-4, a resume usu-
ally includes the following sections:

« Personal information Name, address,
phone, e-mail
» Career objective Personal employment

goal
« Education Schools attended, dates,
degrees, programs of study

» Experience Work and volunteer activi-
ties with dates and responsibilities

« Career-related honors and other
activities Awards, school and
community involvement

Be sure your resume is presented in a
professional manner—clean, organized,
with no errors. Limit your resume to one
page. Use a formar that highlights how
your skills will contribute to the compa-
ny’s needs.

9-3 APPLYING FOR EMPLOYMENT 717
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Remember that resumes are ActionVarbe For Reciias
usually skimmed quickly. Some and Cover Letters

companies even use scanners to ] Bt Organized

check for keywords. Important Aecomsinhentl [Edied Plannad

p hrasmg mlg][}.l: fﬂCIUd_&hﬂ;;an Administered  Facilitated Produced

Japatiess, p 1'0.1(21611( wit obe Coordinated Initiated Researched

Illustrator, Cisco network cer- -
S i Created Implemented  Supervised

tification, research ability, team : .

Designed Managed Trained

projects, leadership skills, over-

seas study, and international DR ol Updated

experience.

Use action words that demon-
strate what you have achieved. See
Figure 9-5 for examples of strong
action words. » Resume, cover letter, and answers to

When preparing your resume, sample interview questions
be completely honest about your
qualifications. Remember that employers
check resume informarion. Providing
false informarion can cause you to lose a
job. False information, found after
you have been hired, can lead to your

FIGURE 9-5

What are some other action verhs that might be used on a
resume or in a cover letter?

o Sample reports, presentation materials,
and research findings from school projects

»  Web site designs, creative works from
school activities or previous employment
such as ads, packages, and promotions

dismissal and long-term career « News articles of community activities
problems. or other experiences in which you have
Many career experts suggest not participated

including a career objective on the
resume, Often, a career objective is too
vague or too general. Instead, this goal is
better addressed in the cover letter when
you connect your abilities to the organi-
zation’s needs.

» Letters of recommendation

A career portfolio can show your abilities
in a tangible manner to prospective employ-
ers. In addition, these materials will commu-
nicate your initiative and uniqueness.

References are not usually included
on the resume. Have this information on CW@W »>
hand when requested by a prospective What are the main sections of a resume?

employer. Prepare a list of people who can

give a report about your character, educa-

— L iidea tion, and work habits. These individuals APPLICATION COVER LETTER

50f10

may be teachers, previous employers,
Identify the partsof  gpervisors, or coworkers. Be sure to
an application cover ; o

obtain permission from the people you

The application cover letter expresses
your interest in a specific job. Think of this

letter. | P as a sales letter for the purpose of obtain-

plan touseas relerences. ing an interview. Like any good sales letter,
a cover letter should draw attention and
Career Portfolio interest. It should build a desire to meet
Many job applicants prepare a career you. Your letter should urge the reader to
portfolio. A career portfolio provides invite you to come for an interview. Figure
tangible evidence of your ability and 9-6 on the next page shows a cover lecter
skills. A career portfolio may include the that is neat, courteous, and to the point.
following items: A carelessly written letter may cause the
5g | CHAPTER 9 CAREER PLANNING AND DEVELOPMENT
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employer to think that you will be a care-
less worker. A cover letter usually involves
three main sections: introduction, devel-
opment, and conclusion.

Introduction

Your cover letter should start by getting
the reader’s attention. Next, indicate the
reason for writing. Refer to the job or
type of employment in which you are
interested. Give a brief summary of your
experience and qualifications. If applica-
ble, mention the name of the person who
referred you to this organization.

Development

This section should highlight your
background and experiences that specifi-
cally qualify you for the job. Refer the
employer to your resume for more details.
Ar this point, summarize information
about your experiences and training,
Connecr your skills and background to
specific organizational needs.

Conclusion

The final section is designed to request
action—ask for the opportunity to discuss
your qualifications in more detail. In other
words, request an interview! Include your
contact information, telephone numbers,
times when you are available, and e-mail
address. Make sure your e-mail address is
professional. Close the letter with a sum-
mary of how you could benefit the organi-
zation. Create a personalized cover letter
for each position for which you apply.
Targeted Letter

In recent years, some job applicants are
using a zargeted application letter instead

of aresume and cover lecter. This letter
provides a quick summary of your ability
to meet the needs of an organization. A
target letter will usually include a list of
major skills and competencies. Once again,
your goal is to emphasize achievements and

skills so you will be invited for an interview,

Sample Cover Letter

1602 Collegewood Drive
Madison, MI 53711-2821
June 235, 20--

Dr. David Haugen

Vice President of Finance
Lakeview Technical College
Madison, W1 53706-3692

Dear Dr. Haugen:

The advertisement n the Daily Chronicle for an accounting clerk describes
a position in which | am interested. Please consider me as an applicant for
that position.

The ad stated that you are looking for a bright and alert person who is
conscientious and interested in long-term employment. My record at Four
Lakes High School and part-time employment record will show that I have
the qualities you desire. My career goal is to someday become a Certified
Public Accountant. An accounting clerk’s position in your office will allow
me to get an important start on my career.

My business education program at Four Lakes High School mcluded
courses in Introduction to Business, Computer Applications, Office
Procedures, and Accounting. I also completed four years of English and
three years of math. For each of my last semesters, | was on the honor roll.
In our work experience program, | worked ten hours a week during my
senior year for the Tempest Tea Pot Company, where [ learned a great deal
about office work and human relations. My summer job in the city
assessor's office is helping me to work accurately with figures.

Enclosed is a personal data sheet giving my qualifications in more detail. [
= - Mool MetaRr NPT |

...... | B B AT

e i R T e R
WOLLIL appreciale an Opponumiy o Merview Wiln yYou. 1 may De reacned

by telephone at (608 ) 535-0308 anytime during the day.

Sincerely yours,

Fuancisca Negalo

Francisca Negalo

Enclosure

FIGURE 9-6
What aspects of this letter would cause a reader to want to meet the applicant in person?

533

Whatis the purpose of a cover letter?

Work as a Team

Plan an online portfolio. Design a web site that
could serve as a career portfolio. Describe the
format, elements, graphics, and links of this elec-
tronic portfolio. Talk about how an online port-
folio could be used when applying for various
types of careers.

9-3 APPLYING FOR EMPLOYMENT 219
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 —

11 idea
Discuss the online
application process.

ONLINE APPLICATION PROCESS

Many people are using the Interner for
career planning activities. While research-
ing potential employment is the most
common use, job seekers also apply and
interview online. Because an Internet
resume is less personal, do not overlook
other job search methods—phone calls,
ads, job fairs, and personal contacts.

Online Applications

Many organizations allow you to apply
online, In addition ro the basic applica-
tion, you may also be asked some pre-
liminary questions to determine your
suitability for the position available. When
posting your resume online or sending it
by e-mail, consider the following:

o Useasimple format. Avoid bold,
underline, iralics, and tabs.

» Do not use attached files that may be
difficult to open.

Cyber resumes are posted on various
web sites. They are scanned for keywords
to identify candidates with the necessary
job qualifications. The words and phrases
that might make you an attractive job

"9-3

Key Concepts

Determine the best answer.

candidate vary depending on the com-
pany and the position. One company
might search for words such as leadler,
interpersonal, and team and another might
scan for word processing, database, and

spreadsheet.

Cyber Interviewing

Many organizations hold screening
interviews using video conferencing,
Others require that you post preliminary
interview responses online. These
“e-interviews” may involve questions
such as: “Would you rather have struc-
ture or flexibility in your work?” and
“What approach do you use to solve
difficult problems?”

Online interviewing may also be used
to test a person’s ability in job-related situ-
ations. For example, an applicant may be
asked to respond to tasks such as those
that a bank teller or retail clerk might
encounter.

22

How is the Internet used in the job
application process?

P Xtral

-Mlmmimmai_

Study Tools

Make Academic Connections

3. Law Conductlibrary or online research to obtain infor-

1. The item least likely to be included on a resume is
a. aschool award
b. your references
c. schools attended
d. your work experience

2. The main purpose of a cover letter is to
a. request an interview
b. obtain career information
c. ask a person to be a reference
d. apply for a government job

220 CHAPTER 9

mation on laws that protect people during the hiring
process, What actions are illegal when selecting among
various people for a job?

Technology Locate an online application form. What
types of questions are asked? Are you pre-pared to
answer these questions? How?

CAREER PLANNING AND DEVELOPMENT
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Goals | Key Terms

Describe activities employment
involved in the inter- interview
view process.

mentor

Compare factors
to consider when
accepting a job offer.

exit interview

Identify attitudes
and actions for
success on the job.

' Focus on Real Life

Barda Yang received a phone call asking her to
come in for an interview. She had recently applied for a
part-time job to assist the administrator of a child care facility.
Barda has always enjoyed working with children. Her volunteer
work at the park district, helping to coach soccer, helped her get
this interview.

Although this position doesn’t involve working directly with
children, she is excited about the opportunity to work in this envi-
ronment. Barda has not had many interviews in her life, but has
practiced answering sample questions with her aunt. This experi-
ence has given her more confidence as well as an improved ability
to answer unexpected questions.

THE

“We want to meet with you in person.”
This is your goal after submitting an
application or resume. An employment
interview is a two-way conversation

in which the interviewer learns about
you and you learn about the job and the
companny.

Before You Interview

Prepare for an interview by obraining
more information about your prospec-
tive employer and the job for which
you are applying. Prepare questions

to ask in the interview. These might
include

» What training opportunities are avail-
able to employees?

«  What qualities do your most successful
employees possess?

« What new opportunities are your
company considering in the next few
years?

Successful interviewing requires practice,
Record yourself so you will answer questions
in a smooth and complete manner. Prepare
concise answers for specific questions

you might be asked. Ask friends to help

you practice your interview skills. Atrend
workshops on interviewing skills. Work

to organize your ideas. Speak clearly and
calmly. Be sure to communicate enthusiasm.

Describe activities
involved in the inter-
view process.

& Gty Images/PhatoDis:

What kinds of information can you learn about a position in an
interview?
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EYI

An interviewer cannot ask

. Yourage

. Yourreligion

DA W=

. Where you were born

. If you have any disabilities
. Your marital status

. Your responsibility for children

An interviewer can ask

1. Ifyouarea U.S. citizen

2. Forproofthat you are over 18

3. Ifyou have the physical ability to perform the job
4. Ifthere are any days or times when you can’t work

m

~
=X

=
-
-]
m
=
k-1

As part of your interview prepara-
tion you should plan to make a good first
impression. It is imporrant to arrive on
time for your appointment and dress
appropriately. Make sure you know how
to get to the interview location and give
yourself plenty of time to get there. You
should go alone to the interview even if
someone else is providing transportation.
Wear the type of clothing that is appro-
priate for the company and the job for
which you are applying,

During the Interview

The person who interviews you wants to
find out such things as your appearance,
manners, use of language, and general
ability for the job. An interviewer may
take a number of different approaches.
Most interviewers will try to put you

at ease when your interview begins.
Interviews may include situations or ques-
tions to determine how you react under
pressure. Answer clearly in a controlled
manner. Use of behavioral interviewing

is expanding to better evaluate an appli-
cant’s on-the-job potential. Questions
typically begin with “describe” or “tell me
about...” Some common interview ques-
tions are shown in Figure 9-7.

CAREER PLANNING AND DEVELOPMENT

Some employers use pre-employment
tests to screen applicants for skills and
abilities needed on the job. Examples of
pre-employment tests include keyboard-
ing, word processing, calculating, and
other skills. The interviewer may review
your test results and discuss specific job
requirements with you.

Avoid ralking too much, but answer
each question completely using good
eye contact. Stay calm during the inter-
view. Remember, you are being asked
questions on a subject about which you
are the world’s expert—you! Finally,
thank the interviewer for the oppor-
tunity to discuss the job and your
qualifications.

Education and Training Questions

+ What qualifies you for this job?

+ Why are you interested in this
company?

+ What activities have helped you
to expand your interests and
knowledge?

Work and Other Experience
Questions

+ In what situations have you done
your bestwork?

+ Describe the supervisors who moti-
vated you most.

» Which of your past accomplishments
are you most proud of?

+ Describe people with whom you
have found it difficult to work.

Personal Qualities Questions
+ What are your major strengths?
» What are your major weaknesses?

What have you done to overcome
these?

+ What do you plan to be doing 5 or 10
years from now?

+ Which individuals have had the
greatest influence on you?

FIGURE 9-7
Think of answers to each question and write them down.
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After the Interview

Within a day or two, send a follow-up
letter to express your appreciation for the
opportunity to interview. Even if you
don’t get the job, this thank-you letter
will make a positive impression for future
consideration.

Next, evaluate your interview perfor-
mance. Try to remember questions that
you were not expecting or not prepared
to answer. Write notes about areas in
which you need improvement. The more
interviews you have, the better you will
present yourself. More interviews will also
increase the chance of being offered a job.

Be patient after the interview. It may
take several weeks for the company to
complete all of its interviews and make its
selection.

>

What actions should be taken when pre-
paring for an employment interview?

Work as a Team

Use Figure 9-7 to ask others sample interview
questions. Create follow-up questions based on
their answers. Comment on the strong aspects of
their answers and suggest improvements.

Organizational Environment
While the financial elements of a job are
very important, also consider the working
environment. Leadership style, dress code,
the physical workspace, and the social
atmosphere should be explored.
Advancement potential and train-
ing programs should be assessed. Some
companies take pride in promoting from
within and work hard to provide career
and personal growth opportunities for
workers.

JOB OFFERS

“We'd like you to work for us.” When you
hear those words, remember to consider
several factors before accepting or declin-
ing the position. The financial aspects of
ajob should be assessed along with some
organizational factors.

Salary and Financial Factors
The type of work and your experience will

affecr vonr rare of nav. The nasirion mav
AeCT your rate of pay. 1€ position

include employee &m:ﬁﬁry. Insurance, vaca-
tion time, and retirement programs are
examples of common employee benefits.
Some companies offer free parking, on-
site fitness centers, discount gym member-
ships, and other programs and services.
Ask whart benefits, services, and programs
will be available to you and how much
you will be expected to pay for them. Part-
time and seasonal employees may or may
not be offered benefits.

1]

33
What factors should a person consider
when accepting a job?

Compare factors
to consider when
accepting a job offer,

o Gatty [mages/ PhotoDisc

What kind of work environment appeals to you?
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Honor the time for breaks. Don’t
abuse rest periods and lunch breaks by

ON-THE-JOB BEHAVIOR

Attitude can make a big difference in

10f10

Identify attitudes and extending the time limit.

actions for successon  your career success. A positive attitude

the job. helps you learn and cooperate with » Consider Your appearance. Dress neal:ly
others. Always think, speak, dress, and be well groomed. Employers often
and act in ways that project a positive observe that sloppy appearance reflect
image. Then, you will likely find your sloppy work habits.

job more satisfying and enjoyable. » Beontime. Arriving late or leaving

early is a poor practice.

Job Success Strategies » Be friendly with everyone. Respect

As you prepare for your first day of work, your coworkers and. learn to BEL

remember the following; along. Each person in an organiza-

. tion is imporrant. Any coworker may

o Ask questions. If you do not under- be of help to you in the future.
stand directions, have them repeated sh diinda=n [
and listen carefully. You probably will ~ * >h0WYou aredependable. Lo qual-
make mistakes when learning your ity work that is completed on time.
job. Be sure to learn from each mistake Sloppy work or work turned in
and avoid repeating t. late aftects others. You are part of a

" i ream—take pride in that. Pay atten-

« Avoid complaining. If you seem to tion to details. Return phone calls and
have more work to do than you can e-mails promprtly to show that you
handle, talk with your supervisor. care about your work.

;
£
q
£
§
54 | CHAPTER 9 CAREER PLANNING AND DEVELOPMENT
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« Follow the rules. If a rule seems unfair
or unreasonable, discuss it with others
and find out why it was created.

Many successful people get assistance
from a person with more experience. A
mentor is an experienced employee who
serves as counselor to a person with less
experience. Mentors frequently offer
specific advice related to work assign-
ments as well as general career guidance,
For example, your mentor might help
you develop skills needed in your current
position and provide insight about future

@ Getty Images/PhotoDis:

o Is it possible that your new job may bring you backin
opportunites. contact with a former employer?

Leaving aJob o Ifthere is an exit interview, in which

When the time comes to leave a job, it is
important to depart on good terms. The

your employer asks questions about
your work, be constructive and

following tips can help you leave a job in Saoperahye.

an appropriate manner. o Letcoworkersknow that you appreci-

« Give at least a two-week notice. Write ated the opportunity to work with them.
ashort, polite letter of resignation; Leaving on a positive note is good for you
include the date of the last day you will  and for those you are leaving.
be working.

o Try to finish all of your current proj- : S 3
ects. If they are not completed, leave How does a mentor assist less experi-

a note explaining to the next person enced employees?

where to begin.

B X |
h schacl.cangage.combusinessintrotobiz /

Key Concepts
Determine the best answer.

1. A commonly suggested action to take after an inter-
view is to
a. contact the organization about the salary
b. evaluate your performance in the interview
€. revise your resume
d. estimate the cost of career training for the job

2. The _?_interview occurs when leaving a job.
a. informational
b. exit
c. employment
d. coaching

R

Make Academic Connections

3. Communication Work with another person to
improve your interview skills. Ask each other some of
the questions in Figure 9-7, Describe strengths and
needed improvements to each other.

=

Culture Describe questions and actions that might
occur in the interview process in different countries.
How could body language be interpreted differently in
various cultures?
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CHAPTER 9 Assessment

Business Notes

9-1 CAREER OPPORTUNITIES

1.

The career planning process involves a self-assess-
ment, an analysis of the employment market, appli-
cation activities, the interview process, a comparison
of job offers, and career development activities.

Important sources of career information include
print and media sources, online sources, informa-
tional interviews, and business contacts.

Career fields with the most growth potential
include computer technology, health care, busi-
ness services, social services, sales and retailing,
education, hospitality and food service, financial
services, management, and human resources.
Service industries are expected to have the great-
est employment potential in the future.

9-2 PLANNING YOUR CAREER

4.

Your interests, values, talents, and abilities should
be assessed when making a career decision.

Employment experience may be obtained
through work-study programs, part-time employ-
ment, volunteer activities, and school activities.

Information sources about available jobs include
the media, personal contacts, business contacts,
career fairs, and employment agencies.

Communicate Business Concepts

1.

Who are some people you know that you might
consider for an informational interview?

Give examples of how consumer demand, chang-
ing demographic trends, and new technology
might affect career opportunities.

Make a list of your talents and abilities. Specify
whether you believe each one is strong or weak.
Indicate how you might use your strengths in
career planning. Also indicate what actions you
might take to improve your weak areas.

What actions might a person take when preparing
to attend a career fair?

CHAPTER 9

school.cengage.com/business/introtobiz

9-3 APPLYING FOR EMPLOYMENT

7

The application process may start with com-
pleting an application form or with the use of a
resume and cover letter.

There are three main parts to an application letter.
The introduction gets the reader's attention. The
development highlights your background and the
skills that qualify you for the job. The conclusion
asks for an interview.

Online application activities include the applica-
tion process, e-resumes, and cyber interviewing.

9-4 SECURING A JOB

10.

11.

12.

CAREER PLANNING AND DEVELOPMENT

The interview process involves preparing for the
interview, participating in the interview, and fol-
low-up activities.

Factors to consider when accepting a job offer are
salary, benefits, leadership style, dress code, social
atmosphere, and advancement potential.

A positive attitude is the foundation of success on
the job. Other success strategies include asking
questions, avoiding complaints, giving atten-
tion to your appearance, following the rules, and
being on time, dependable, and friendly.

Your personal data sheet should list several refer-
ences. Application forms also ask references to be
listed. Make a list of three or more references you
could use right now. Then note the type of infor-
mation each reference could give that would be
of help to a potential employer.

Prepare a list of items that you might include in a
career portfolio when applying for a job.

If you were in charge of hiring people, what
information would you want to obtain from appli-
cants? How would you go about getting this infor-
mation? What are some specific questions you
would ask if you were to interview the applicants?

Copyright 2009 Cengage Learning, Inc. All Rights Reserved. May not be copied, scanned. or duplicated, in whole or in part.
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8. Job applicants may encounter role-playing situ-

ations in an interview. What types of situations
may be used to assess the skills and abilities of
prospective employees?

Information has been received about three job
openings in your community. Each is quite differ-
ent. Assume that you are qualified for only one
position. Make up whatever qualifications you
think you would like to present to a prospective
employer. Then write a letter of application for the
position.

a. Reliable person is needed to handle a variety
of responsibilities in a small business office.
Must be able to work without supervision and
communicate effectively with people who call
for information. Word processing and other
office skills are desirable. Salary is better than
average in this community.

Develop Your Business Language

Match the terms listed with the definitions.

11.

12.

13.
14.
{

16.

17.

18.

19.

20.

A planned discussion with a worker to find out
about the work that person does, the preparation
necessary for the career, and the person’s feelings
about the career.

The willingness and ability of a person to move to
where jobs are located.

The things that are important to you in life.
A natural, inborn aptitude to do certain things.

A goal in life that is fulfilled through a job or a
series of occupations.

The quality of being able to perform mental or
physical tasks.

A sales letter about an applicant written for the
purpose of getting an interview.

A summary of job-related information about
yourself.

An experienced employee who serves as coun-
selor to a person with less experience.

A document used by employers that asks for
information related to employment.

10.

212

23.

b. Salespeople are needed for the auto parts
and cosmetics departments of a large retail
store. Applicants should have some famil-
iarity and/or experience with selling. Hours
are flexible, although some evening and
weekend work will be required. Benefits are
especially attractive; incentive bonus policy
can provide a good income for the right
person.

c. Oursis a leading bank in this region. We are in
need of capable people who want to begin a
career in banking. Our training program starts
at the bottom, but provides a great opportu-

nity to learn about the banking industry. Salary

is competitive.

What kinds of questions would you ask in an exit
interview if you were the supervisor interviewing
a sales clerk who is leaving?

A two-way conversation in which the interviewer
learns about you and you learn about the job and
the company.

An interview in which an employer asks ques-
tions about how an employee liked his/her work
and inquires about job improvements that might
be made.

Tangible evidence of your ability and skills pro-
vided when applying for a job.

KEY TERMS

FTTTae o oan Ty

ability

application form
career

career portfolio

cover letter
employment interview
exitinterview
informational interview
mentor

mobility

resume

talent

. values

CHAPTER 9  ASSESSMENT

Copyright 2009 Cengage Learning, Inc. All Rights Reserved. May not be copied, scanned. or duplicated, in whole or in part.

227

1/3/2011 12:27 PM



CourseSmart - Instructors - Print

User name: Enrique Gonzalez

http://instructors.coursesmart.com/print?xmlid=9780538445610/224&pag. ..

Book: Intro to Business, 7th Edition Page: 228

No part of any book may be reproduced or transmitted by any means without the publisher's prior permission. Use (other than qualified fair use) in violation of the law or Terms of Service is
prohibited. Violators will be prosecuted to the full extent of the law.

50f10

228

Make Academic Connections

24, ECONOMICS The web site for the Bureau of Labor
Statistics presents a wide variety of data on
employment and wages. Select a topic area and
present a two-paragraph summary. Explain how
this information could be useful in your career
planning activities.

25. CULTURE Talk to someone who has worked in
another country. Obtain information about the
application process and hiring activities in a differ-
ent culture.

26. MATH Nancy Sisterrse attends a college where the
tuition and fees amount to $9,500 per year. The
books and supplies she buys total $1,200 per year.
In addition, she has general living expenses of
$11,600 per year. She has three sources of income:
financial aid of $3,500 per year, a scholarship that
pays one-half of her tuition, and a work-study job
from which she earns $5,300 per year.

a. How much income does Nancy receive each
year from her three sources of income?

b. How much does it cost Nancy to go to this col-
lege each year?

c. What percentage of her annual college costs
is covered by her three sources of income?
(Round off your answer.)

d. If her uncle David said that he would lend
her the money she needs beyond her three
sources of income, how much money would
Nancy have to borrow each year?

Linking School and Community

Talk to two or three people in your community to
obtain information about their job search and inter-
viewing experiences. Use the following questions in
your discussion with these people:

« What are some ways that you have learned about
available jobs?

Web Workout

The Internet can be a very useful source of career
planning information. Select a career topic area
(such as preparing a resume, identifying job oppor-

tunities, or effective interviewing) and compare the

advice given on two different career web sites.

CHAPTER 9

27. COMMUNICATION Prepare an in-class presentation
or video with examples of strong and weak inter-
view behaviors.

28. TECHNOLOGY Visit a web site that allows people to
post their resumes. Prepare a summary of the pro-
cedure, cost (if any), and other information from
the web site.

29. MATH Emilie Antoine is a personnel interviewer.
On Monday, she interviewed seven job applicants;

on Tuseday civ annlicants: on Weadnecsday nine
on uesday, si¥ applicants on Wednescay, nine

applicants; on Thursday, five applicants; and on
Friday, eight applicants.

a. How many job applicants did Emilie interview
that week? What was the average number per
day?

b. On Wednesday, the first interview took 50
minutes; the next two each took 40 minutes;
the next four took 35 minutes each; and the
last two took 45 minutes each. How many
total hours did Emilie spend in these inter-
views? What was the average length of the
interviews?

30. GEOGRAPHY Obtain information about the salaries
of workers in different geographic regions of the
United States. What factors affect the differences
that exist?

31. HISTORY Research a significant world event.
Explain how this event affected the location and
types of careers available around the world.

« What actions did you take to improve your chances
of being selected for a job?

* How did you prepare for job interviews?

Prepare a one-page summary of your findings. Which
of these ideas did you find most interesting and poten-
tially useful in the future?

Think Critically

1. Prepare a summary of the main ideas from each
web site.

2. What are the similarities and differences between
the advice presented on the two web sites?

3. How might the information obtained be of value
to you in the future?

CAREER PLANNING AND DEVELOPMENT

Copyright 2009 Cengage Learning, Inc. All Rights Reserved. May not be copied, scanned. or duplicated, in whole or in part.

1/3/2011 12:27 PM



CourseSmart - Instructors - Print

User name: Enrique Gonzalez

http://instructors.coursesmart.com/print?xmlid=9780538445610/224&pag. ..

Book: Intro to Business, 7th Edition Page: 229

No part of any book may be reproduced or transmitted by any means without the publisher's prior permission. Use (other than qualified fair use) in violation of the law or Terms of Service is
prohibited. Violators will be prosecuted to the full extent of the law.

6 of 10

Decision-Making Strategies

Jeff Barbson is looking to his future and wondering
what kind of career he should prepare for. His father
is the city’s civil engineer. His mother is a buyer for a
major department store. Both of his parents are suc-
cessful and enjoy their careers. Both of them have
talked with Jeff about their work. He has visited his
father’s office and has worked as a sales clerk in his
mother's store. Jeff's favorite subjects are comput-
ers, economics, and art. His least favorites are history,
English, business law, and math. He earns his best
grades in computers and art. Jeff’s father wants him

Job Interview Event

You are applying for a position at the Winning Edge
Corporation, a large fictional financial corporation head-
quartered in Washington, DC. Company benéefits include
paid holidays and vacations, sick leave, a retirement plan,
and health insurance. Salary will be based upon experi-
ence and education. The event consists of three parts:

« Letter of application and resume
« Job application form
+ Interviews

You are required to prepare a one-page letter of appli-
cation. Your resume should not exceed two pages

in length. The resume, letter of application, and job
application should be put together in a file folder with
the student’s name on the tab of the folder. You will
be required to complete a job application form with
the use of your resume and a one-page reference
sheet. No other reference materials may be used. Your
initial interview with a member from the business
community will last 10 minutes. Finalists from the

first round of interviews will have a 15-minute second
interview. Total scores will be calculated for the letter
of application, resume, job application, and interview
to determine which students will be hired.

PERFORMANCE INDICATORS EVALUATED

* Understand the importance of a professional
portfolio that includes a resume and letter of
application.

Portfolio Activity

to be an engineer because there is a need for engi-
neers in their state. His mother wants him to go into
retailing. Jeff would like to go to medical school and
become a heart specialist.

32. Based on his school record, which of the three
career areas do you think he should choose?

33. What advice would you give Jeff regarding career
planning?

+ Demonstrate
strong inter-
viewing skills neces-
sary to earn a job.

» Prepare a business resume and letter of applica-
tion that generate results.

HIIYE.

You will be evaluated for

+ Organization of your professional portfolio
» Performance during the interview
* Quality of participation in the interview

For more detailed information about performance indi-
cators, go to the FBLA web site.

Think Critically

1. Why is the letter of application important?

2. Why should you research a company before
going on the interview?

3. Give two good examples of questions a candi-
date can ask the interviewer.

4, List the major sections of the resume.

htep://www.fbla-pbl.org/

Access the web site shown here to find portfolio activities for this chapter. Use the

school. cengage.com/business/introtobiz
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Organize
International
Business

Activities

o
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. Prepare a resume, cover letter, and answers to interview questions foran
international business cmp[oymmt opportuniry.

Goals

Activities

Use your textbook, library materials, web sites, interviews with people, and

other resources to complete the following:

1. Companies commonly organize as a sole proprietorship, a partnership, or
a corporation. Based on the business idea that you developed in the previ-
ous unit {or another international business idea), analyze the positive and
negative aspects of these three types of
business structures.

2. A business plan is vital when start-
ing a new enterprise. Based on your
international business idea, obrain
information on these business plan
components:

overview of the business idea
main competitors
description of customers

discussion of the orgmizarion’s
major operations

preiimimi}’ marktring activities

summary Olc start-up COSCs

s Selectan organization type that would be
most appropriate for an international busi-
ness setting,

»  Outline a business plan for a global entre-
prmeurial enterprise.

»  Identify leadership traits and managerial
skills needed when doing business in other
countries.

s Research needed training and skills for work-
ingin various international setrings.

@ Getty Images/PhatoDis:
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3. Some leadership skills may be appropriate for several cultural settings.
Other career competencies are unique to various regions and indus-
tries. Using the country from your portfolio (or select a country),
describe two leadership traits unique to the geographic area or busi-
ness you have chosen.

4. A person’sability to understand and work with people in different cultures
isa necessary for international business success. List skills and training that
would be of value to a person working for a multinational company.

5. Inpreparation for a global business career, prepare a list of your current
skills and training you hope to obtain in the future. Identify abilities
and experiences needed to work in an international business setting.

6. Create alist of questions and preliminary answers that mighe be the
basis of an interview with a multinational company.

'é
£
g
£
g
o

Present

1. Prepare a portfolio (folder, file, or notebook) to store the information
and materials you created in the activities above.

2. Describe in writing or with a visual display the benefits and draw-
backs of the three types of business structures when doing business in

a foreign country.

3. Create a resume for yourselfas it might look in the future. Also, write
a cover letter that expresses your interest and ability to work for an
international company.

4. Prepareavideo (or in-class presentation) showing strong interviewing
skills and common job interview weaknesses when applying for a posi-
tion with an international business organization.
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