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Summary Fact Sheet

e Canada's real level of unemployment is over two million people; most
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official statistics underestimate reality

Canada's real unemployment rate is over 19%

between 1981 and 1982 the number of unemployed persons increased by 45%
the 1982 unemployment rate was the highest recorded since 1938-39

between 1955~1980, Canada's official unemployment rate was 5,9% compared
with an average of 3.1% for ten major Western European OECD countries

Newfoundland has the highest official rate of unemployment (17% in 1982);
Saskatchewan has the lowest rate (6% in 1982)

youth (ages 15-24 years) have the highest rates of unemployment in all
regions of Canada

in 1982, thé blue-collar unemployment rate (14.8%) was double that of the
white-collar rate (7.1%)

poverty among families would increase by S1% if women's earnings were
deducted from total family income

the unemployment rate among female heads of households (lone employed
mothers) is 65% greater than for male heads of households

duration of unemployment increases with age: average length of
unemployment for youth is 15 weeks, while for those over age 45 average
length is 21 weeks

unemployment rates wvary according to type of industry and occupational
group: agriculture, forestry, logging, manufacturing, and construction
have been hardest hit

egstimates of the social costs of unemployment in Canada in 1982 range from
$30 billion to $75 billion

based on an estimate of $75 billion in saocial costs, this represents 22% of
our Gross National Product and 198% of our Federal Deficit

xiii
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An Outline

Five distinct segments are melded to form this document., The information was
gathered from several sources (academic works, newspapers, interviews with
unemployed persons, interviews with representatives of social service

agencies). The material was read with a sleuth's eye, evar-ready to find
contradictory evidence, or a fact that moves us closer to firm conclusions.

In Section I evidence is presented to show the nature of the link between
unemployment and mental well-being; in similar fashion Section II congiders
job loss and physical well-being. In Section III , the case for strong
connections among unemployment, mental health, and physical health is placed
in the context of our philosophical attitudes towards unemployed persons and
towards work. Section IV suggests ways in which our society can fight against
the fact of unemployment and simultaneocusly provide services to those who are
struggling with its consequences today.

The Bibliography , which contains 200 items, represents much of the recent
literature on the human impact of unemployment. Every day a new article
appears; as unemployment grows, so does the amount of material that describes
its nature. Perhaps as you find additional material not contained in this
document, you will send the reference to us in order that the Bibliography can
be updated.

There is a great deal yet to be learned. While we don't have all the answers,
we are beginning to gain awareness of the appropriate questions. By
synthesizing information we can start to explore avenues for action, and
through action change is made possible. as new information is gathered,
people involved in the field of mental well-being "must be heard in the public
debate for they have a contribution to make that those who have to worry about
inflation, trade balances, productivity and other economic issues all too
often tend to forget: the systematic demonstration that pecple matter."
(Jahoda, 1982, pg. 101)
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Summary Section 1 :

Unemployment
Well-Being

'ﬁ
What do we know about job loss and mental health ?

We know that:

most people who experience unemployment go throﬁgh emotional and
behavioural cycles; they ride an emotional rollercoaster in dealing with
their loss

while the specific nature of the rollercoaster ride varies depending on
several factors, the most commonly described wvariation involves four
phases: 1) shock 2) optimism 3) pessimism 4) fatalism

in losing a job, people lose: 1) income and often become poverty-stricken
2) access to opportunities 3) unaffordable possessions 4) social identity
5) status 6) a sense of self-worth- 7) a work world separate from their
home world  8) friendships with co=-workers, and 9)_ an imposed time
structure; it is thus not surprising that job loss can be so devastating to
the individual and to the family

some factors that affect the deqree to which individuals will suffer during
unemployment include: 1) availability of informal supports (e.g. family)
and formal supports (e.g. social services) 2) who they blame for job loss
3) economic class 4) relative amount of economic deprivation as a
consequence of job loss 5) length of unemployment §) reason for job loss

7} Jjob options available 8) degree to which they want to be employed 9)

age, and phase in their family life cycle 10) skill and educational levels
11} state of health 12) sense of self-worth 13) ability to handle losses
in general 14) ability to occupy free time meaningfully

chronic stress, especially that created by poverty, can lead to mental and
physical illness; however, receiving social support seems to cushion people
from the harshest consequences of stress -

job loss often weakens people's social support systems just at g time when
they most need reassurance and a sense of belonging; providing the

.unemployed with various types of support is crucial in moderating the

negative consequences of job loss

the unemployed tend to blame themselves for their unemployment; redirecting
the blame away from the individual and explaining the economic, political,
and social reasons is crucial in moderating the negative consequences of
job loss

little is known about the impact of unemployment on female workers; since
their positions in the family and in the labour market differ from those of

47
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men it cannot be assumed that their responses to job loss are the same;
investigations of this question are urgently needed

the family, as an economic and supportive unit, is threatened during
unemployment; adults, who are expected to provide physical necessities for
themselves and for dependent family members, can not perform their primary
function

the family's response to unemployment will depend upon: 1) their access to
other sources of money 2) the amount of their savings 3} whether they
have debts 4) their peint in the family life cycle 5) the constellation
of personalities in the family and their collective style of responding to
events 6) the power relations and the degree to which job loss alters
these 7} their state of health 8) their access to sources of emotional
support

little is known about ways in which the spouse and children of the
unemployed respond to job loss; we know that they sometimes are strongly
gupportive and/or sometimes withdraw support

evidence suggests that increases in the rate of unemployment are
accompanied by increases in the rates of spouse abuse, divorce, rape, child
abuse, children's problems in school, criminal acts, and racial tensions

youth (ages 15 - 24 years) are the hardest hit during economic recessions;
they experience increases in depression and a sense of alienation from
society; juvenile crime rates are likely to climb

older workers {age 45+) are being pushed into forced 'retirement'; they
tend to be the discouraged workers who eventually stop seeking jobs--their
age is considered a handicap by employers; unemployment and lack of
pensions spell poverty in old age

evidence suggests that rates of admissions to mental hospitals increase
during economic downturns and decrease during economic upturns; the same
relationship exists for suicide rates

the psychiatrically disabled (both chronic and shorter-term) continue to be
stigmatized by smployers and by the community; jobs are doubly difficult to
obtain for groups who historically have been unemployed and perceived to be
unemployable

responses to job loss run the gamut; they include: 1) internalizing anger
2) adapting/adjusting 3) finding alternative forms of income 4) creating
revolt/revolution 5) rioting/looting; in Canada, most people internalize
their anger and become depressed

48
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Summary Section I1
Unemployment and Physical
Well-Bemg

‘What do we know about unemployment and physical health ?

We know that:

62

unemployment and poverty are strongly related, and conditions of poverty
create physical risks

chronic social stress, even when not in the context of poverty, can create
physical risks

there is a causal connection between chronic social stress and several
infectious diseases, cancer, heart disease, stroke and ulcers

increases in the rate of unemployment are associated with higher rates of
bronchitis, obstructive lung disease, ischaemic heart disease,
post-neonatal infant mortality, and cirrhosis of the liver

the range of symptoms that can occur in concert with the unemployed state
includes: fatigue, weight loss, fainting spells, nervousness,
restlessness, lethargy, diminished attention span, tightness of the
stomach, rapid breathing, insomnia, and slurred speech

unemployed people tend to: develop irregqular sleeping habits, eat less
food in general but more junk food, smoke more cigarettes, drink mcre
caffeine, drink more alcohol, and exercise less than before losing their
job

while the unemployment rate has risen, the general mortality rate has
declined because our lifestyle changes have outweighed unemployment's
negative effects; however, there has been a shift in why people die--within
a decreasing level of mortality, unemployment has become a more significant
factor

three factors related to economic instability which have a negative impact
on health are: 1) a poor nutritional level 2) a prevalence of
social-psychological stress, and 1) decreased financial ability to utilize
medical care facilities '

major swings in the economy (boom and bust cycles) can contribute to
chronic social stress, and therefore 1ill health iz related to both
situations; thus, it is important to create an economic structure that
flattens out the peaks and valleys and thereby allows for certainty,
security, and a reduction in chronic social stress
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Unemplovment and Human
Values

What do we know about unemployment and human values ?

We know that:

most people want to be employed

it is a myth that unemployed people are just lazy and would rather receive
Unemployment Insurance or Welfare than have paid work

during economic downturns, those with jobs feel privileged to be working
and therefore tend to accept low wages and poor working conditions without
complaining

to be accepted as responsible members of society, adults must have a work
world, a home world, and a wage; people without jobs tend to be perceived
as unproductive and less valuable human beings--thus, it is th:eatenlng to
our very core when our job 'is taken away ]

society endorses the belief in individualism and hard work ("struggle to
find work and you will find it"); even when there are no jobs to be found
people are blamed for their lack of effort and individual ambition

as a society we blame people for their unemployment, and they come to blame
themselves; at the same time, our economic and social policies accelerate
the reduction in available jobs

while until recently many Canadians have enjoyed U.I. benefits, family
allowances, old age pensions, medical insurance, industrial pensions, and
various social services, at present there is an initial dismantling of many
of these programmes; just at a time when they are needed most, they are
being cut back

Welfare has become a common form of income maintenance for persons who are
capable of working; however, receiving social assistance carries with it
the implication that one is receiving income as a favour rather than as a
right

even when the maximum U.I. benefit is paid, it is only the single
individual who has a weekly income above the poverty line; furthermore,
cutbacks ind U.I. have intensified the demand for Welfare, thereby placing a
greater burden on municipal and provincial taxpayers

subsisting on social assistance or insurance places the unemployed in a
position of dependency--both economic and psychological
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people are willing to grasp at any Jjob, and it is part-time work that is
experiencing the highest growth rate; part-time work often means a low
earning capacity, no access to benefits and pensions, and often
ineligibility for union membership

vast numbers of workers, especially those over age 45, cannot find
re-employment; forced "retirement" is tantamount to poverty in old age and
to a long~term sense of worthlessness

many forms of social disintegration can occur during times of massive
unemployment: people may be forced to leave their homes in search of work,
young pecple may be compelled to remain in their parents' home long after
achieving adult status, people who can no longer receive Welfare may be
forced to borrow money or to share accommodations with family or friends,
and on a larger scale, racial tensions run high as 'foreigners' are
perceived as taking jobs away from ‘real Canadians'

contributing to the reduction of available jobs is the introduction of new
technology; unless measures are taken to ensure collective {(i.e. workers
and employers) planning and implementation, we will be faced increasingly
with the social, economic, and moral indignity of a growing proportion of
our population having no marketable skills

28% of Canadian adults are considered functionally illiterate, most of whom
are poor and chronically unemployed or underemployed; if the dignity and
resourcefulness of all members of society are to be recognized, then
programmes of literacy and basic adult education will have to Dbe

implemented

in summary, all people must have the right to participate in society--this
means the right to a job; economic policies that create unemployment
simultaneously remove people's rights; as a society, we do not value one
another according to who we are but according to what we do, and when there
is no work to do then we are blamed, made dependent, and stripped of a
sense of integrity; economic policies are based on a set of assumptions
about human values, morality, and justice--our policies are in desperate
need of restructuring

82
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HANDLING UNEMPLOYMENT GROUPS TRAINING PROGRAM

TYPICAL AGENDA

INTRODUCTIONS
NEEDS ASSESSMENT
CONTRACTING

DISTRIBUTE AGENDA
INTEGRATE NEW MEMBERS
JOB LOSS STAGES
STRESS

STRENGTH EXERCISE
FILL IN RESEARCH

ASSERTIVENESS
COMMUNICATIONS
COMMUNITY RESOURCES
CEIC INFORMATION

TIME MANAGEMENT
MOTIVATION
RESUMES

COVER LETTERS

INTERVIEW SKILLS

NETWORKING
OCCUPATIONAL RESEARCH
REFERENCES

DECISION MAKING

RESUMES

MYTHS, MESSAGES AND CAUSES OF UNEMPLOYMENT

HANDLING THE GROUP INTERVIEW
ASSERTIVENESS
ROLE PLAYING

WRAP-UP
GOAL SETTING

CLOSING
FILL IN RESEARCH EVALUATION FORMS



!
e sl

s et

wed I

rr—
.

HANDLING UNEMPLOYMENT GROUPS TRAINING PROGRAM 10

MYTHS/MESSAGES

Re: UNEMPLOYMENT

EXERCISE:: Specify a side of the room for Agree and the other side
for Disagree. .

Read the following statements one at a time and have people take a side depending
on whether they agree or disagree with the statement. They may stand in the
middle if they feel neutral, or if they feel ambivalent. Once people take

sides have them discuss for 1-2 minutes their opinion on the statement and why
they took their position and present a summary to the other group(s).

1. People without degrees have a harder time getting a job.

2. [t's easier to get a job if you already have one.

3. The longer you are unemployed the harder it is to find a job.

4, It is so hard to change your occupation once you are over 30 that
you should keep trying in your present field even if it's difficult.

5. Getting a job depends on who you know, not what you know.

6. If you are unemployed for over three months there is something wrong
in your job search strategy, or you are not trying hard enough.

7. You shouldn't appiy for jobs for which you are over-qualified.

8. You can't get a job unless you have Canadian experience.
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ACCESSING YQUR STRENGTHS

Most of us grow from our strengths, but do we know what they are?

After you fill in the information below, you will make one (1)
affirmative statement about yourself, short and simple. It

should not have any qualifiers such as "sometimes", "only", "but",
etc.

SKILLS
I'm heally good at ......
ATTITUDE
People tell me I could be described as especiatlly ......
ex/enengetic, positive, ete.
KNOWLEDGE
I know quite a bit about .....
SATISFACTION
I get a gheat deal of fulfillment from ......
VALUES
[ feel it is impontant that ......
MOTIVATION
1 am really keen about .....
ex/being , doding , Learnding
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PERSONAL ASSESSMENT

When I am lonely I like to

When I feel depressed I can get out of it by ...

Ways I learn to save money are

The people who are most helpful to me when I feel badly are
When I am angry I cool off by

When I am feeling good I like to

Something I always wanted to do and didn't have time for is
Things I haven't had time to do but really enjoy are

The best people for me to talk to when I feel good are

I like myself best when ...

The people I should avoid when I feel bad are

From this make a list:

Things to do when I have had a bad day.
Who to talk to when I'm having a bad day.
Who I want to avoid on a bad day.

Things to do on a good day.

Activities and people to avoid when I have had a good day.
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Relamziion Ezarcise
Guided Imacery and Visuclizatson

Guided imagery, or gutded visualization qs the process t3 Sometimes
referred to, works on the Principle that the mind and the body are com-
Pietely connectad and intarrelatad.

Or. Filmer Green, one of the pionega:
in tihe field of btofeedback puts it this way: '

3 accompaniad oy an appro-
Priate change in the mental-emotional State, conscious or unconseto-

and conversely, every change in the mental-emotional state, consedon

or unconsetous, i3 accompanied by an appropriats change in the pAys:
logical state.

In other words, q state of relazation gttained in the mind will I<xe
wise be falt tn the body and vice varsa. Another way of stating this, i¢

n the mind goes on in the body. Visual imagery

. pleasant and relazing images
that in turn translars 2@ similar response to the musclaes.

A guidad imagery can be involyed or very simple. Forp example, 1F
You can rememier that

first fealing Upon entering a hot tud and make an
accompanying "Ahhhhnr” sound, your body to some dagree will aqlso remember
; you are submerged in hot swirling
watar. Other visualizations can be itnvolved and lengthy. Some of these
. While you may eteain some degree of relax
tion by merely reading the suggested gutded imageries, it ts bess to Lie
8till and have tha wvords taks you auay with your imagination. Therefore,
ave someons read one of thase Passages to you or put them on tape your-
self and listan to tha recorded words. Some pecple exzpress a dasire to

have the visualization not be in their own voice, so you might ask some=
one who has « soothing tone of voice to Practice reading the section and
Put it down on tapae. '

o~
[

If you want to maka your owun guidad imagery, look «t the compongnts
oFf a rglazing tmagery. Genarally, hgat is tnvoluved, frequently from the
gun. It ts difficult to be in the sun, engaged in quiaet activity and noz
be relazed. Watap is also frequantly mentioned. Seasida gcenes, quiet
flowing rivers, seill lakas, crystal oalear ponds and the likas gre ayoro-

prigta. Ong <s genarally along in a starq of deap relazation, and thaere
are neo ttams in the environment that might elicit tha fear responge in
Sometimes a picture oF quiet beauty, such az
2 forest sceme, a gtill warm mountaintop, will inspire tha tmeggination to
create .a’ faeling of relazation and paaca.

As small children we arg encouraged not to "day dream.” Suwch activic
te frequently regarded as a wagtas of tima, nonproductive behavia{. 7
ona ta e=cessively involved in images, that might not ke appreopriate,

but congeious manipulation of this mind/body interlock can be used to
our advantage. "Ming?

vacations takan onee or twice a day to a desert .
teland for a few minutas can bg rejuvinating and obviously very inespenszv

In guidad imagery wa arae educdtin
Peace and relazgtion, so that we can ¢

few minutes. We also are eultivaring

in our awareness haalth with ug in our normal

level of activisy.
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Please sit camfortadly (in the stress reduction Posttion), close
Your eves and begin to bring your awarenass to your breath. Fegel
your body begin to paela=... Feel the air moving in through the nog-
trils and our through the nostrils... reathe deeply and comfortadly,
daeper and deeper into relazation,.. Sit quietly for a moment. ZFeel
yourself breathing.., (Pause). ' |

Visualize (in your mind's eye) your body walking in g beautif:
green meadow., Tha sun ig shining and the sky i3 bright deep blue.
Tou can feel the warmeh of the sun’s pays on your face and shouldzr
as you walk. As you look off into the distance, you can see g0 men.
stades of green.., laegves and gress have erispness and freshnass ef
the spring, all bursting foreh ready to great the sun and the new
season. The grass is soft undap your feet; feel it betueen your to:
like a cushion. Tour walk and gai: ts light and esasy, Wild flower:s
bloom in thig meadow, and the colors are dright purple and yellow &+
are iridagcent in the sunlight, 4 butterfly floats by almest toucht
your hand... you fael so Peacaful and serena in this scena. Ag you
continue to walk you baecome auare of all that you perceive. What an
e=quisite day tn this beautiful green meadow, ‘

In the distanca you ses some treass and as you approach tham you
recogniza ong thaw you know well, It £3 lika geeting a very old frie:
Mayte you knew this tred 23 a ¢hild and remamber celimbing i¢, talking
te tt,. finding solance in tt, or perhaps you knew it as a young adul:
carving your tnistials tin i wieth your first love. As you walk towanre
the tree, you feal a sense of onensss with it and you reach out and
touch tha bark along the trunk of the tree. Iou Faal the qutet accep
ing energy of it and in this atate of mind you sit under this friendl
tres and odserve qll thar surrounds you, .

Off to your right Yyou can haar the sound of water rushing over
pPabdles and stones and you look in that direction to see « mountain
Stream budbling "along... eclaar and fresh... tha watar go clear you
can gee the botitom of the strean, Tour eyes follow tha stream as it
wegves tis way down inte the valley, and thare are milas of hills anc
valleys in the distance. The gtream works its way into the river which
moves in aend out of the hills like @ tiny blue ridbon. The trees recch

toward tha sun and as far as you ean sea it is green upon green cgainsc
a brightar blus sky,

Fow, tune in to tha sounds that surround you. Hear the sound of .
the watar, the birds singing swaatly, a bredza brushing its way through
the laqvas of thae traes and the gress... insacts buzzing end tha sounds
of itfe surround you. What a perfect placs to be, what ¢ peacefil da-
light to be par: of this soft green maadow in thae eomfort and shade
9F & friendly old tree. Sush @ qutat and serena place to go in the

recessas of your mind. All of this perfection you perceive bacoms a
Part of you. -

Stay hare as long as you wish. Than slowly, very slowly, taka a
deep breath and return to youn body. consciousnass. Stlowly,. very sleowly,
o°ven your eyes and stretch and feal yoursalf filled wtish loving enarzy.

’

N -2 -
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HANDLING
UNEMPLOYMENT
GROUPS

3101 Bathurst Street, 5th Floor, Toronto, Ontario MBA 2A6 {416) 789-9260

FORCE FIELD THEORY

+ POSITIVE ' . - NEGATIVE
PUSH PULL

o |o
oo
» | 3
Ll N
FORCES THAT PUSH FORCES THAT PULL
YOU TOWARDS YOUR YOU AWAY FROM YOUR
GOAL GOAL
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HANDLING UNEMPLOYMENT GROUPS 16 TRAINING PROGRAM

ROLE PLAY

Role play is an effective behavioral technique which can provide participants
with useful insights into their behavior as well as opportunities to Tearn to
practice new ones. In order for the Tearning to be relevant, role plays should
simulate situations in which group members find themselves. '

The goals for using this technique should be clear to all participants.

1. To increase insight and understanding

2. To provide an opportunity to practice new skills and
receive constructive feedback.

3. To build confidence

Role play demands a fair degree of risk taking. For this reason it is best
to introduce it when a sufficient Tevel of trust and ability to self-disclose
have been achieved.

PREPARING FOR ROLE PLAY

1. The goal of each role play should be clear and specific, i.e. to
respond assertively to difficult interview questions.

2. The roles should be clearly defined. The situation should be described
in detail - including anticipated attitudes and responses of other players.

3. Establish guidelines for the behavior of role players and observers,
particularly regarding the use of constructive feedback. Suggested
guidelines could include:

Player can stop role play at any time and ask for suggestions,
feedback and support before resuming.

Player can ask someone else to "fill in". This will provide
new ideas or help if the player is stuck.

4. Reiterate the group values, i.e. people will be treated supportively,
honestly and with respect.

STEPS IN ROLE PLAYING

1. Clarify the objective, e.g. what would be the most effective response
in the situation?

2. Prepare the players - give them their role definitions.

3. Leader models the best way to handle the situation, emphasizing the
important elements, and being clear that each person will have their
own unique style. (modeling)

4. Have the subject close her eyes, relax, and visualize the way she
would like to respond. She then verbally shares this and receives
feedback. (covert rehearsal)
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STEPS IN ROLE PLAYING - continued’

5l

]0‘

Perform a role play - provide adequate time for players to become
involved in their role but stop the role play if the subject is
not responding effectively. (overt rehearsal)

Give feedback. Each player should be given the opportunity to discuss
her role and to give and receive constructive feedback from group and
leader.

If necessary model the appropriate response again.

Repeat the role play - incorporating the feedback received. The
major player should be made aware that repetition is an essential
part of learning; it does not indicate that she has failed at her
previous attempt. Be sure leader and group is highly reinforcing
of improved responses.

Have the co-player express to the subject his/her reaction to the
changes in the responses of the subject.

De-brief -~ It is essential that time be taken for players to de-role
(express feelings while in their roles) and return to being themselves.
Allow time for questioning and feedback from the group.
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HANDLING UNEMPLOYMENT GROUPS TRAINING PROGRAM

ROLE-PLAY EXERCISES

Pick a situation that is relevent to the group, i.e. dealing with
Judgmental attitudes toward unemployment from friends and neighbours,
asking for a new CEC counsellor if the first was not helpful, etc.

Demonstrate the situation using steps in the Role Play Handout.

Break group into 3's. Have one person be subject, one the co-player,
and the third is observer. Have the 2 players role play and receive
feedback from observer. Rotate so that all have a chance to play
each role, Leader should keep time and move from group to group to
?e surekthat roles are changing and that peopie are giving useful
eadback.
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Management or consuiting, focusing on planning and development for business,
government or international agencies.

* Managing Change

¢ [dentifying Goals

¢ Evaluating Alternatives

* Building and Leading Teams

¢ Counselling Managers

To ensure corporate cffectiveness using creative planning and administrative skills
to prepare an organization oc group for its chosen future.

24 years in business, 14 years intemationally, in operational and staff positions in

large and medium sized organizations. Areas of expertise:

¢ General Management

* Evaluation of management, company, industry and country performance

® Corporate development, involving creative planning and establishing acquisi-
tions, investments, divestments, innovations, re-organization, and expansion

¢ Consulting and providing support services

® General Management with responsibility for operations and board membership.

* Managed world-wide development portfolio of Canadian multi-national corpora-
tion, involving product, industry and company assessments, market and {easibii-
ity studies, board presentations. Implementation included management of pro-
jects and expansions together with creation of new companies and joint
ventures. :

® Ser up new companies and prepared presentations to investors, host govern-
ments, and banks, Legal and accounting work, incorporation, technical transfer
and sharsholders’ agreements. Acquired land and buildings, hired staff, selected
equipment. Qbtained finance from banks, boards and suppiiers. Directed pro-
ject teams., -

& Develaped financial analysis methods, reporting procedures, operational audits,
strategies and budgets for companies under my control.

® Created special evaluation and action programs involving cost-cutting, re-
organization, marketing and re-financing during recession.

® Designed and implemented new accounting, reporting, information and admin-
istration systems for 6,000 staff. Headed design and implementation teams.

* [nnovative use of computer systems and data transmission.

o Managed support services for 8,000 employes organization including computer
services, market and management information, industrial engineering, adminis-
tration procedures and weekly newsletter. Chairman, Administration
Committee.

* Managed Company employing 1,500 through govemment nationalization requir-
ing changes to objectives, procedures, reporting systems, organization and
marketing.

® Assessed Canada’s participation in consortia for international bidding und
recommended actions.



il

P

-

i

[

sl

POSITIONS HELD: Vice Presiden:, Operations—Europe, Africa and Middle East, Canada Wire Inter-
national, Toronto. _
Responsible for parent company’s subsidiaries. Focusing technical, financial and
management support to companies and liaison with host governments, partners,
banks, lawyers and accountants. Director of associated companies,
(1981 to 1984)

Development Manager—Canada Wire International, Toronto.
Responsible for product, company and project development, market and feasibility
studies in Far East, Canada, Centrai Armnerica, Europe and Africa, Created joint
ventures, :

(1979 to 1981)

Consultant—New Business Development—Inter Services, 4 udson, Quebec.
Establishing U.S. and Canadian markets for Caribbean companics. Resuscitation
of companies involving research, planning, feasibility and marketing,

(1977 to 1979) ' '

Vice President—Kaufmann's Handel Maatschappij, Montreal, ,

Jointly responsible for Canadian subsidiary of Dutch trading and processing com-
pany. Buying, seiling, shipping, administration, Traded with over 30 countries.
(1975 to0 1977)

Acting General Manager and Corporate Secretary—Brooke Bond Liebig (British
Muitinational) in East Africa,

Responsible for administration, marketing, export, govemnment liaison. Board of
Directors. .

(1971 to 1975)

Manager—Management Services— Express Dairy Company
(1961 to 1971)

PROFESSIONAL Masters Degree in Eavironmental Studies, York University (current)
TRAINING: Management Services, Cranfield Institute of Technology (1968)

Higher National Certificate in Business Studies (1963)

Courses and Seminars in Systems Analysis, Financiai Analysis, Strategic Planning,
Creative Thinking, Technology Transfer and [nteationat Licensing,

MEMBERSHIPS: Member:
* British Institute of Management
* Institute of Directors
¢ Shippers Council
¢ Employers Fcderations
¢ Chambers of Commerce
¢ Government and Industry Ad Hoc Committees

Director:
[ * Egypt/Canada Business Council
) * Missions to Seamen .

PUBUCATIONS AND Consortia Formation for Intemational Bidding, Sub-Surface Drainage in Third
SPEECHES ON: World Economies, Intemational Business Development
PERSONAL;

Lived and worked in several countries in Europe, Africa, Far East and North
America. Speak English and French, some German, Spanish and Swahili.
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The following Resume samples are from:

Jackson, Tom, The Perfect Resume

Anchor Press, Garden City, N.Y.

1981
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SAMPLE RESUMES

Buyer, Fashion MARYANN CORDELLO Functional

1358 Wacker Orive
Chicago, I1linois
' (312) 765-2190

PARCHASING/RETAIL AND CATALOG

. Selected merchandise for retall

. Determined price strategy and mark-up

. Examined merchandise and selected colors
. Prepared contracts

PRODUCT DEVE] OPMENT

. Initiated changes in products to increase sales

. Analyzed merchandise for defects in design and material to improve
quality of merchandise

. Analyzed comparative merchandise

ADMINISTRATOR

. Coordination, implementation and supervision of all office records

. Acted as liaison between sources and retail stores

. Coordinated purchase orders and responded to service of supply questions
. Trained employees from the Buyer's Assistant Training Program

WORK HISTORY 1968 - Present

Shore Radnor & Co.
Fashion Buying O0ffice - New York

. Buyer's Assistant 1975 - Present
. Clerical Assistant Senior 1968 - 1975

EDUCATION/TRAINING:

Fluent in italian
Morris Knowles High School 1968

Emphasizes how she functioned as a buyer.
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Copywriter Functional
‘\\

- wm‘n

~

MANDY MILES

450 West End Avenue
New York, New York 10023
(212) 787-1993

mw\A.IT.

Witing-Freelance

. Wrote twelve article series aon personal development, fashion and
home furnishings for Co-Ed magazina.

. Wrote feature articles for Ingenue magazine.

. Created home-sewing shows for GCo-Ed given in major department
stores across the country.

. . Co-authored paperback book on teenage problems for Pentamex

' Publications.

Film Strip Production

- Produced "'Loving Relationships" =~ a half hour film strip for

- high school students for Co-Ed. Wrote "Beautiful Foods'' Filmstrip
for Co-Ed.

r . Edited over 50 filmstrips for use by high schools in area of music,
art history and literature for Bramston Publications.

]

[P

Fund-Raising

poryiypen e
mLLuM

- Assumed major responsibilities in scholarship fund-raising efforts.
. Created craft projects and directed weekly workshops which pro-
duced hundreds of items for large handcrafts bazaar.

;% . Organized theatrical and cultural benefits.
il
Work History
?i 1975-Present Major fundraising projects
b 1369-1975 Freelance Writing assignments
1967-1969 ldeas for Youth Editor

Parameter Publications
- Wrote articles, produced photography, supervised art.
1963-1967 Co-Ed magazine Fashion Editor
. Covered fashion Markets; supervised photography, art, layout,

= wrote copy; produced fashion show.

= . Received award for editorial excellence from American Institute of
o Men's and Boy's Wear

e 1962-1963 Anik Robelin-Paris Designer's Assistant

3 Education

. 1962 8.A. Art History/English U.C.L.A.

\_ ' .

Being in an artistic field, Mandy can be bolder in her design.
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THE PERFECT RESUME

Market Analyst/Researcher Chronological

1968-Present

1962-1968

1956-1962

AFFILIATIONS:

EDUCATION:

ROBERT M. GORMAN, C.F.A.

53 Rutgers Drive
Port Washington, New York 11050
(516) 882-5082

W.B. WHITNEY & COMPANY New York, New York

Electrical/Electronic Analyst. Follow the major
appliance, consumer electronic, and electronic
component industries. Analyze companies and
industries, and evaluate stocks. Handle numerous
clients such as banks, mutual funds and insurance
companies. Discuss findings, predict market trends
and advise clients on sensitive issues.

[MC DIVISION OF MRW, INC. Philadelphia, Pennsylvania

Market Research Manager. Supervised two analysts
and performed studies on the market for fixed and
variable resistors in the television, computer,
automotive and other electronic markets. Fore-
casted annual industry demand for company's products.
Evaluated potential acquisitions. Chairman of
Electronic Industries Association Resistor Marketing
Committea.

WOLMITE TRANSISTOR DIVISION QF WOLMITE CORP.
Waltham, Massachusetts

Market Research Manager. Identified applications
and markets of various semi-conductor technologies.
Evaluated potential markets and monitored trends

in the computer, power rectifier, television, auto-
motive and instrumentation markets.

Senior Engineer. Designed high current rectifier

test equipment and trained customers on rectifier
applications.

Electronic Engineer & Physicist. Worked in various

M.A. Wesleyan University’

departments of Wolmite, Iinc. and the University of
Pennsylvania Physics Department,

Institute of Chartered Financial Analysts; |EEE
New York Society of Security Analysts :

-

B.S. Northeastern University in Electrical Engineering
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SAMPLE RESUMES
Teacher JAN LEAH ERMAN _Targeted

1540 42nd Street
Brooklyn, New York 11218

JOB TARGET: ELEMENTARY SCHOOL TEACHER
CAPABILITIES:
*Prepare outlines for daily and monthly course of
study.
*Lecture and demonstrate with audiovisual teaching
aids.

*Prepare, administer and correct tests.

*Maintain order and discipline in large and small
classes.

*Counsel and direct children with learning difficulties.

*Counsel parents and direct them into remedial action for
specific cognitive or emotional problems of children.

*Train and develop childrem in verbal self-expression.

ACHIEVEMENTS!

*Trained two learning disabled children to achieve

full integration in public school class within two
weeks.
*Tutored six "underachievers" in remedial reading;

all six finished in upper 207% of class by end of year.
*Developed new system for reporting reading comprehension
analyses now used in school system city-wide.

Introduced audiovisual techniques for math learning
into Grade 2 with much success.
*Cited as Teacher of the Year in school of 800 in 1977.

WORK HISTORY:

1972 - Present Yeshiva Havram Secular Division - Brocklyn, New York
Fifth & Sixth Grades

1971 Dowd Communications Production Assistant

EDUCATION:
1975 M.S. in Education New York University

Emphasis on Reading in Elementary Schools

1971 B.A. in Sociology Brooklyn, New York
Minor in Elementary Education
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THE PERFECT RESUME

Travel Agent Chronological with Functional Emphasis

ELLEN T. LONDOFF
450 Fort Washington Avenue
New York, New York 10033
(212) 668-3470

WORK EXPERIENCE

LEISURE TRAVEL SALES, INC.
15 East 40th Street
New York, New York

1975-Present

Sales/Harketing: Developed wholesale travel department within this
company. Focused on individual and group travel programs for executive
level, employees, groups, civie, and fratermal organizations. Designed
incentive programs for sales force within several companies.

Advertising: Evaluated profitability of advertising strategy. Responsible
for selecting best vehicles for copy and promotion. Utilized demographical
information and readership data of trade publications and journals for
determining advertising campaign. Personally wrote advertising copy for
major ads.

Research: Examined which specific facilities and destinations would
best service each group's style, budget, and conference needs. Surveyed
industries, and developed individual presentations for conference planning.

Budgeting: Planned budgets for each program. Negotiated hotel contracts.
Costed out internal operational costs (reservations, documentation,
ticketing, itinerary planning). Budgeted out advertising expenditures
from copywriting to final printing and placement stages. In first year
of program reduced operational costs by 20Z.

1971-1975

BIGGER MAN APPAREL, INC,
Orange, Connecticut

Customer Service Representative.

Responsible for all manufacturing sources meeting delivery deadline
obligations. Duties included merchandising, pricing, buying, and
general sales. Worked on all phases of company advertising.

EDUCATION

ADELPHI UNIVERSITY, Garden City, New York B.A. Liberal Arts
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TABLE 1.t Comparison of effective and Iinetfective groups.

Effective Groups

Ineftective Groups

Goals are clarified and changed so that
the best possible match between indivig-
ual goals and the group's goals may be
achieved; goals are cooperatively struc-
tured.

Communication is two-way, and the open
and accurate expression of both ideas and
feelings is emphasized.

Participation and leadership are distributed
among ali group members; goal accom-
plishment, internal maintenance, and de-
velopmental change are underscored.

Ability and information determine influence
and power; contracts are buiit to make
sure individual goais and needs are ful-
filled; power is equalized and shared.

Decision-making procedures are matched
with the situation; different methods are
used at different times; consensus is
sought for important decisions; invoive-
ment and group discussions are sncour-
aged.

Controversy and conflict are seen as a
positive key to members’ involvement, the
quality and originality of decisions, and the
continuance of the group in good working
condition.

Interpersonal, group, and intergroup be-
havior are stressed; cohesion is advanced
through high levels of inclusion, affection,
acceptance, support, and trust. individual-
ity is endorsed.

Problem-solving adequacy is high.

Members evaluate the effectiveness of the
group and decide how to improve its func-
tioning; goal accomplishment, internal

-maintenance, and development are all

considered important.

lpterpersqnal effectiveness, self-actualiza-
tion, and INnovation ars encouraged.

Members accept imposed goals; goals are
competitively structured.

Communication is one-way and only ideas
are expressed; feslings are suppressed or
ignored.

Leadership is delegated and based upon
authority; membership participation is un-
equal, with high-authority members domi-
nating; only goal accomplishment is em-
phasized.

Position determines influence and power:
power is concentrated in the authority po-
sitions; obedience to authority is the rule.

Decisions are always made by the highest
authority; thers is little group discussion;
members' involvement is minimal.

Controversy and conflict are ignored, de-
nied, avoided, or suppressed.

The functions performed by members are
emphasized; cohesion is ignored and
members are controlled by force. Rigid
conformity is promoted.

Problem-solving adequacy is low.

The highest authority evaluates the
group’s effectiveness and decides how
goal accomplishment may be improved; in-
ternal maintenance and development are
ignored as much as possible; stability is
affirmed.

“Organizational persons” who desire or-
der, stability, and structure are encour-
aged.

David W. Johnson/Frank P. Johnson, JOINING TOGETHER: Group Theory
and Group Skills, 2nd ed., c.1982, p.11. Reproduced by permission of

Prentice-Hall, Inc., Englewood Cliffs, New Jersey.

11
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STAGES

FORMING

STORMING
NORMINMNG

PERFORMING

LEAVING

OF GROUPS

- group comes together, finds
common ideds

- conflict, resistance

- greqter trust, sense of aroup

co-oneration, commitment,
mutual surnort

- closing, lettina ao of
dependency

28
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HANDLING UNEMPLOYMENT GROUPS TRAINING PROGRAM

STAGES OF GROUP DEVELOPMENT

(Based on Y.W.C.A. Handout)

FORMING:

The group comes together for the first time. People are feeling anxious, uncertain,
watchful. In their minds are questions like these:

1. Who are these people in the group?
2 What are they like?

3 What will they think of me?

4. How will I behave?

5 What can I expect of this leader?
6. What is the group for?

7. Why am I here?

8. What will I get out of it?

As a leader you'll feel the group very dependent on your direction. You'll feel
a bit tense with the responsibility and with wanting to start things off right.

Important questions for the leader at this stage are:
1. How can you facilitate the "getting to know you" process?

2. How can some understanding, or "contract" be established about what the
group is for?

3. How can you model required group behavior (e.g. listening, supporting,
self-disclosing) in most effective way?

4. What is the polite behavior?

5. What are the signs of dependency on you?

STORMING:

This is when resistance builds - to the leader, to the program, to co-operating

with other people and the group. The group lacks unity, cliques and alliances

may form and conflict is often evident. Hostility may become open. The group,

as yet, has not developed the cohesion and skills to effectively handle the conflict.
The other aspect of this is an increase in honest expression, clarification of purpose
and group procedures.

Common member reactions, either expressed or unexpressed:
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STAGES QF GROUP DEVELOQPMENT- TRAINING PROGRAM

1
2
3
8,
5
6

What's the point of all this?

I don't Tike this - I'm going to change it.
Who does she think she is?

[ haven't got time for all this.

We never did that last year.

You're always talking; OR you never say anything.

The Teader's concerns at this stage are:

1.

NORMING:

How to support members taking risks?

How to control agressive behavior?

How to deal with cliques while supporting interpersonal relations?

How to help conflict become creative? (facilitate group problem solving)

How to aécept criticism non-defensively and use it to modify structure/
content where necessary?

How to maintain group membership if members are threatened by conflict?
Who creates stress and who deals with it?

How are you being tested?

Now the group becomes more harmonious. Members are more trusting and more accepting
of one another's ideas and opinions. Some of the understanding achieved in Norming
is the result of the resolution of conflicts in Storming. Members are Tess dependent
on leader and take more responsibility for controlling group behavior. There is a
stronger sense of group feeling and an increased capacity to handle conflicts.

Key questions for the leader:

What are the signs of the group becoming an entity?

What is the basis of the group's pride ("US")

What are the unspoken norms? e.g. attendance, air time, clean up.
How do individual members feel at this stage?

-more trusing of each other?

=-more confident?
-more focused on each other, less on leader?
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STAGES OF GROUP DEVELOPMENT 31 TRAINING PROGRAM

5. How has your role changed?

6. How can you get the group to pick up on some of your responsibilities?

PERFORMING:
A development of the Norming stage. Commitment and loyalty are strong. The group
takes some responsibility for program and process. People try out new strengths
because they know they have been accepted. Everyone participates. Creativity is high.
Dependence on the leader is replaced by inter-dependence on one another.
Questions:

1. What are the participation patterns?

2 What is happening to individual members?

3 How do you help the group and individuals to grow in the performing stage?
4. What are your satisfactions at this stage?
5

. Has the behavior of some individual changed?

LEAVING:

The leader leaves, or a group member leaves, or the group ends and disbands. If the
group has been a good one this is probably a time of strong feelings.

These are points for the leader to consider in trying to make this stage a satisfying
and meaningful one in the life of the group:

1. How do you prepare yourself and the group for your departure?
2. How do you deal with promises that suggest the group won't really end?
3. How do you deal with dependency?

4. How do you deal with group feeling when a member drops out?

5. What new directions can you give peoplie when the group disbands?

6. What do you do on the last day?

7

. For time-limited groups, how can you validate people's sadness/resistance
to leaving while motivating people to create alternatives.

8.  Were there signs of people wanting to carry over or develop relationships
after the group ended?
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GOALS FOR PERSbNAL DEVELOPMENT

This form is designed to help you think about your relationship with others

and your skills in group situations. It facilitates setting your own goals

for development. The steps in using it are: ,

1. Read through the list of activities and decide which ones you are
doing all right, which ones you should do more, and which ones you
should do less. Mark each item in the appropriate place.

2. Some goals that are not listed may be more important to you than
those Tisted. Write such goals on the blank lines.

3. Go back over the whole 1ist and circle the numbers of the three
or four activities which you would 1ike to improve most at this time.

Need Need

Communication Skills 0.K. More Lass

1. Amount of talking in the group
2. Being brief and concise
3. Being forceful

4. Drawing others out
5. Listening alertly
6
7
8.

. Thinking before I talk
. Keeping my remarks on the topic

NRRREER

|
|

Qbservation Skills

9. Noting tension in the group

10. Noting who talks to whom

11, Noting interest leve] of group

12. Sensing feelings of individuals
13. Noting who is being "left out"

14. Noting reaction to my comments

15. Noting when the group avoids
‘ a topic

16.

NN
ANERE
T
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HANDLING UNEMPLOYMENT GROUPS

Discussion Skills

17.
18.
19.
20,
21.
22.
23,

Stating problems or goals
Asking for ideas, opinions
Giving ideas

Evaluating ideas critically
Summarizing the discussion
Clarifying issues

Morale-Building Skills

24,
25.

26.

27.
28.

29.

30.

Showing interest

Working to keep people from
being ignored

Harmonizing, helping people
reach agreement

Reducing tension

Helping rights of individuals
in the face of group pressure

Expressing praise or
appreciating

Emotional Expressiveness

31.
32.
33.
34.
35.
36.

Telling others what I feel
Hiding my emotions
Disagreeing openly
Expressing warm feelings
Expressing gratitude

- Being sarcastic

37. 1 Facing conflict and anger

- 38.
39.

Withstanding silence

0.K.

Need
More

33

TRAINING PROGRAM

Need
Less
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HANDLING UNEMPLOYMENT GROQUPS

Social Relationships

40.
41.
42.
43.

44,

45,

46.

47.

General

48.

49‘

50.
51.
52.
53.
54.

55.
56.

Competing to outdo others

Need
More

34

Acting dominant

Trusting others

Being helpful

Being protective

Calling attention to myself

Standing up for myself

Understanding why I do what
I do (insight)

TRAINING PROGRAM

Naed
Less

ARRREEY

Encouraging comments on my
own behavior (soliciting
feedback)

Accepting help willingly

Making up my mind firmly

Criticizing myself

Waiting patiently

Going off by myself to
read or think

-3-

T



HANDLING UNEMPLOYMENT GROUPS TRAINING PROGRAM

YOUR BEHAVIOR IN CONTROVERSIES

All of us frequently become involved in controversies. There are, however,
large differgnces in how people react to and handle them. Some people find

Other people become overly concerned abouyt being rejected when they disagree
with others and try to avoid controversies, We have all been raised to be-

have in certain ways in controversies. What is your behavior in a controversy?

How do you react? What are your feelings? Before you explore how to handle
controversies constructively, it may be interesting for you to look at your
behavior and beliefs in regard to controversies. Answer each question as
honestly as possible.

1. My personal philosophy of controversy might be summarized by the statement:

"He hath conquered well that hath made his enemy fly....fields
are won by those who believe in winning." (Translation: I 1ike
to be the only winner.)

"Only he who is willing to give up his monopoly on truth can ever
profit from the truths that others hold...no man has the fina]
answer but every man has a piece to contribute.," (TransTation:

everyone has some truth to give in an argument. No one is a winner

or loser.)

2. Controversy ameng group members is a chance:

to think of new, creative, and more effective alternatives for
group action and problem solving.

for the strongest to dominate and a chance to see who "wins" and
who "loses",

3. By disagreements being brought out into the open and faced directly,

the most effective group action is discoveread.

Agree Disagree

————

4. A fair exchange brings no quarrel, only increased understanding of each

other and of the issue being discussed.

Agree Disagree

5. When other group members disagree with my position, I erupt into

antagonism, anger, and hostile feelings.

Agree Disagree

———

Nothing is more fun and enjoyable for me than a good argument.

Agree Disagree

35
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YOUR BEHAVIOR IN CONTROVERSIES TRAINING- PROGRAM

10.

-9-
Which of the following is most typical for you?

When a controversy is taking place, I become quite curious
about what others are thinking and feeling and I am concerned
with getting everything out in the open. '
[ find controversies frustrating as a rule, I usually become
convinced that there is nothing I can do to resolve the issue,
and I either end up smoidering with no way to break the tension
or just Tose interest because it's hopeless.

When controversies arise in the group, I speak freely and openly of
my ideas, positions, and feelings.

Agree Disagree
[ am most creative in my thinking when I am working:

Alone In A Group

The way in which I help other people think creatively is to:

argue with them, present new and different perspectives on the
issues under discussion, bring up facts they seem to have jgnored.

reinforce their ideas, give support to how well they are thinking,
encourage them to apply their ideas, praise their ability to think
creatively.

Check the statements that are true for you in a group:

1.

12,

13.
14,
15.
16,
17.

I would rather be in a group that had a lot of controversy
than one where members agree all the time.

A 1ittle controversy among members is all right, but I would
not Tike to participate in it.

If I disagree with someone's idea, I keep quiet.

If someone disagrees with my ideas, they are also rejecting me.

I have to know people pretty well before I will disagree with them.

Most people get mad at me when [ disagree with their ideas.

If people argue with my ideas, I know they care enough about
me to disagree.

36
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CONSTRUCTIVE AND DESTRUCTIVE CONTROVERSY

37

Controversies may be classified as constructive or destructive on the basis of
the processes by which they are managed and their outcomes.

PROCESSES

Constructive

Effective sending and receiving
communication skills used.

Adequate integration of positions;
similarities clearly understood and
synthesized.

Equal situational power dynamic
among all members.

A1l group members participate.

Feelings released; tension
decreased; positive feelings dominant.

Everyone's contributions listened to,
given attention, taken seriously,
valued, and respected.

Members feel understood and listened to.

Disagreement taken objectively by some
or all group members.

Members feel accepted and Tiked by other
group members.

Open and honest expression of ideas
and feelings.

Members feel responsible and committed
to group decision.

High level of Tearning.

Quiet members encoufaged to participate.

Members are highly satisfied with the
decision, participation, and process.

- High value on creative resolution.

Destructive

Effective sending and receiving
communication skills not used.

Inadequate integration of positions;
similarities not cleariy understood
and positions not synthesized.

Unequal power dynamic among
group members.

Only a few group members participate.
Self-censorship and withdrawal.

Feelings suppressed, and still
present; tension increased;

negative feelings dominant.

The contribution of many members
ignored, devalued, not respected,

and treated lightly.

Members feel misunderstood or ignored.

Disagreement taken as personal re-
Jjection by some or all group members.

Members feel rejected and disliked by
other group members.

Closed or indirect expression of
ideas and feelings.

Some or all members feel no respon-
sibility for, or commitment to, the
decision.

Low Tevel of learning.

Quiet members overridden.

Members are highly dissatisfied with
the decision, participation and process.

High value on domination and "winning".
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TRAINING SEMINAR

Constructive

Decisions satisfying and of high
quality.

Member's 1ike one another, cohesion
high.

Differences in opinions and ideas
sought out and clarified.

Members believe they have exercised
influence on other members.

Ability to manage controversy increased.

Highly creative decisions.
High Tevel of trust among members.

Moderate level of tensions for
effectiveness.

Underlying assumptions and ideas
brought out into the open and
discussed,

Perceiving the controversy as a
mutual problem.

Differences clearly understood.

Emotions respond to with emphaty
and emotional responses.

Satisfying solutions worked for
and arrived at.

38

Destructive

Decisions ineffective and of low
quality.

Member's Tiking for one another
is low and 1ittle cohesion.

Differences in opinions and ideas
ignored or suppressed.

Members believe they have had little
influence on other members.

AbiTity to manage controversy decreased.

Low creativity decisions.
Low level of trust among members.

Tension Tevel too Tow or too high for
effective probiem solving.

Underlying assumptions and ideas not
brought out into the open and
discussed.

Perceiving the controversy as a
"win-lose" situation.

Differences not clearly understood.

Emotions responded to by ingenuine
understanding or ignored.

Easy, conflict-reducing procedures-
tossing a coin, voting, negotiation-
used.

R b e 1



R

mer f 'm

etz

oo
—

1 M

1
P

J—

39

HANDLING UNEMPLOYMENT GROUPS TRAINING PROGRAM

GROUP LEADERSHIP QUESTIONNAIRE

Discuss the following vignettes with your small group.
1. Which of the options would you use {(you may-choose more than 1)
2.  Which response is most important? In which circumstance?
3. What do your choices of responses tell you about your

leadership style, e.q. (#correspond to responses)

1. Passive/Leadership

(a0

Directive

Reassurance/Approval

. _Subt]e guidance

Organizing, focusing

Generalizing, bringing information
Use of member feeling

Use of leader feeling

Use of Teader experience

S W0 N Y G B W

Task orientation

a—
.

Advice giving
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TRAINING PROGRAM

1. STARTING THE GRQUP

You are the leader in a group which is meeting today for the first time.
A1l eight members are present as you enter the room having been unavoid-
ably detained, you sit down; you introduce yourself and the members
introduce themselves., Then everyone turns and looks at you expectantly.
There is silence. What do you do?

1.
2.

1.

12.

Do nothing.
Say that the group is theirs to make use of as they wish.

Reassure them that a certain amount of tension is typical in
the beginning of a group.

Break the ice with casual conversation.
Describe the purposes and procedures of the group.

Suggest resources for future programs and ask for jdeas and
opinions.

Ask how they feel in this first meeting (about being in the
group or about each other).

Say how you are feeling (example: tense and expectant).
Share an experience in your own 1ife.

Stop all talk and beain proaram vou have selected without
wasting time..

Tell them you will plan the first few meetings to show them how
to do it.

Other,

THE MONOPOLIZER

For several meetings now the conversation has been monopoTlized by
one of the group members. Her monologues and interruptions inter-
fere with the development of any kind of meaningful interchange.
It is now part way into the fourth meeting. She has had the floor
for most of this hour also. What do you do?

1.
2.

Do nothing.

Ask her to hold on a moment, as one of the other members is
waiting to contribute.

Tell her that it is interesting to hear her opinions, and it
1s good that she can share with the group.
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HANDLING UNEMPLOYMENT GROUPS TRAINING PROGRAM
2. THE MONOPOLIZER - continued
4. Direct remarks to others in an attempt to increase their
participation.
5. §it beside her. In the coffee break, discuss with her your
concerns and suggest alternate behavior about her monopolizing.
6. Discuss the general issue of the importance of full participation
by all members, and use a technique to assure this such as a
"talking stick" or having people contract for time in the beginning
of a group.
7. Ask the group how they feel about what the ground rule should be in
terms of level of participation.
8. Say how you are feeling.
9. Share a personal experience.
10.  Send her to make the coffee.
11.  Make a few suggestions to her about how she can solve her problem.
12.  Qther.
3. THE QUIET MEMBER

One of the women has said very little throughout the meetings, although
she seems to follow with interest everything that has been happening.
It is now the middle of the fourth session and some of the others are
finally beginning to question her about her silence. She remains
basically uncommunicative, however, and the group seems uncertain

how to pursue the matter. What do you do?

1.
2,

Do nothing.

Even if they Took to you for help, leave it to the group to deal
with the situation. N

Say that each person is free to decide when she wantsto talk,
adding that you would Tike to hear from her when she does fee]
like talking. Talk to her at break or after group. -
Encourage her to speak but without making a point of her silence.
Introduce exercise where everyone has to participate in twos.

Talk about people's temperments generally, and how everyone
participates in her own way.

Ask how she feels about the group.
Say how you are feeling. Share a personal experience.

Tell the group they can get more done if they don't all tailk.
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TRAINING PROGRAM

THE QUIET MEMBER - continued

10.  Suggest that she try to participate even though she finds it
difficult at first.

11.  Other.

A DISTRESSED MAN

Later in the third meeting, one of the members describes how his

wife won't let him tell others that he is unemployed, and that he
feels very ashamed and unsupported by her. He seems quite upset,
skipping from one idea to another, and returning repetitively to the
same few despairing thoughts. He has been looking directly at you
from the beginning of his remarks, ignoring the rest of the group.
When he finishes talking, he asks for your comments. What do you do?

1. Do nothing.

2. Redirect his questions to the group (ask how the group might
be able to help him).

3. Express interest in him and concern about his difficulties.

4. Suggest the group help you answer the questions, before
giving your opinion,

5. Relate this to wider social issues - ask for group's experiences.
Say how you are feeling.

Share an upsetting experience in your own Tife.

T~ (o]

Say you will talk to him after the meeting, as you must now
stick to today's topic.

9. Advise him to pretend he doesn't care if his wife is not supportive.

10. Other.
MARITAL PROBLEM

Later in the fifth meeting, one of the women talks about her marital
problems. The others offer numercus suggestions. She listens to
each of them one at a time and then explains why that particular
suggestion will not work. The group becomes restless and frustrated.
What do you do?

1. Do nothing.

2. Set up an exercise on communications using relationship problems
from the group.
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HANDLING UNEMPLOYMENT GROUPS TRAINING PROGRAM

5. MARITAL PROBLEM - continued

3.

G b

8.
9.
10.
11.
12.

Show interest in her and express concern about her difficulties.
Give her a chance to elaborate on her own thinking.
Suggest that the group talk about something else.

Discuss marital problems generally, ask for the experiences
of group members.

Ask how she feels about the group response to her problem and
ask how they feel about her reactijon to their suggestions.

Say how you are feeling.

Share a similar experience in your own life.

Suggest you will talk to her privately later in the program.
Suggest, privately, that she see a markiage counsellor,

Other.

A MEMBER CRIES

It is the middle of the third meeting and there has been a discussign

about the fears involved in being unemployed. A woman who had been
unusually silent for the first half of this meeting, begins to cry

and quickly leaves the room. The room seems uncomfortable. What do you do?

1.
2.
3.

10.

1T,

Do nothing.
Ask the group if anyone knows why she is upset.
Leave the group to go to her and express concern and reassurance.

When she returns sit beside her, ask quietly if she'd Tike to share
her problem with the group.

Give her a kleenex and tell her she'll soon feel better and go on
to discuss the program.

!
Ask about feelings (e.g. encourage her to give words to her
feelings; ask the members how they feel).
Say how you are feeling.
Share a similar experience in your own Tife.

When she returns you continue on as if nothing has happened
in order not to embarrass her.

Suggest that if she has a problem she could talk to a counsellor.
about it.

Other.
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7.

THE GRUMPY GROUP

Meeting seven is characteriz
negativism. No one seems pl
mood at the end of the previ
What do you do?

1.

2
3.
4

10.
7.
12.

5
6
7
8.
9
0

Do nothing.
Ask if they are satisfi
Reassure them that most

Try to emphasize more p
and those of others.

Start small group exerc
Discuss the importance
Ask how they feel aboyt
Say how you are feeling
Share a similar experie
Introduce the program p
Advise them to forget t
Other,

A SIDE CONVERSATION

1.
2.

Do nothing.

Non-verbally eligit si1

44
TRAINING PROGRAM

ed by a general mood of Trritability and
eased about anything. The warm, involved
Ous meeting seems completely forgotten.

ed with how the group is going today,
groups have occasional] meetings 1ike this.

0sitive feelings, both in your own remarks

ise on community feelings,
of moods in oyr society.
the group ending.
nce in your own life.
Tanned for the day and go on with the agenda.

heir troubles and try to be happy.

ence of rest of the group.

Talk in an approving way about the spirited quality of the group.

Draw him into the main
the whole group.

Break into small buzz g
Discuss the need people

Ask in a light manner h
conversations going on.

discussion by inviting him to share with

roups.
have to express themselves in gur society.

ow the group feels when there are two
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TRAINING PROGRAM

8.

A SIDE CONVERSATION - continued

8.
9.
10.
11.

12.

Say how you are feeling about the distraction.
Share a similar experience in your own life,
Suggest that the side conversation stop.

Stop the group discussion and refocus the attention on the
person in the side conversation.

Other.

N A
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TRAINING PROGRAM

FANDLING
UNEMPLOYMENT
GROUPS

3101 Bathurst Street, 5th Ficor. Torento. Siitario ¥6A 286  (413) 7352227

GROUP_OBSERVATION AREAS

Leadership style.

Directing - 1initiates and provides structure, emphasizes
goal achievement.

Coaching - provides structure and task emphasis, but also
provides support and encouragement, Seeks
member feedback.

Facilitating- involves members in decision making. Co-ordinates
activities, builds strong group reiationships
among members, strong social-emotional support.

Delegating - delegates responsibility to members and lets them
implement.
2. Group rules (norms)
Overt: (e.g. stated ground rules)
Covert: (e.g. consistent late starts, collusion, i.e. "no conflict here"
social groups outside of meeting times)
3. Does facilitator feel/show favoritism towards some members?
4. Member status (1ist in order of influence) and specify task vs.

emotional-supportive influence.
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TRAINING PROGRAM - GROUP OBSERVATION AREAS 47

10.

11.

12,

13.
14.

15,

How are differences resolved in the group?

Non-verbal communication:

gestures {nodding, tapping fingers)

facial expressions (bored, surprised, upset)

posture

seating arrangements - who sits in which position, e.g. dyads,
people who stay on fringe, position relative to leaders.

oo o
e e Nt

Who participates most vocally? What are usual patterns of communication,
e.g9. who speaks to whom?

Was there tension release, e.g. laughter, avoidance {getting up and
getting coffee, etc.)? Was this tension resolved effectively in the
session?

How effective is group in decision making and problem solving, e.g.
when agenda must be changed mid-stream?

How is group climate? e.g. ease, freedom of expression, secure,
supportive, accepting/judgemental.

Group cohesion, e.g. feeling of "we-ness", identification with group,
supportiveness, pressure to conform to group norms, acceptance of
differences.

Was the goal of each group session clear to participants?
Was there follow-through with group plans and agendas?

Was there periodic feedback and evaluation of goals, agendas
and group excercises?

MEMBER ROLES
Group roles Who?

Task functions

-problem definition

-gives/seeks information and opinions
-tests feasibility of solution
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15.

MEMBER ROLES - continued

Group building and maintenance functions
-¢o-ordinator

-mediates

-grients

-supports/encourages

-follows flow of group

Individual functions

Blocking, arguing, resisting (beyond reason)
~-digressing

-seeks recognition

-out of field (withdrawing, day dreaming, whispering)

Placator
Avoider
Confronter

48

Who?

page 3
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HUG TRAINING PROGRAM

GROUFP DEVELOPMENT

UNDERSTANDING THE BEHAVIQUR OF
"PROBLEM MEMBERS" IN GROUPS

(From 'Guide to Study and Experimentation in Co-operative planning
in Education', Horace Mann-Lincoln Institute of School Experimentation,
Teachers College.)

When your patience is tried to the utmost remember this: There is

always a reason for people behaving as they do, and, almost without
exception, people want to be liked or respected by the group. True,

the reasons for the way an individual acts may not be clear to the group,
or even to himself, but the reasons are there nevertheless.

There are aspects of liking and respect which all of us want and need.
Some which frequently are evident in co-operative planning situations
are: 1.) the need to establish or maintain self-respect; 2.) the need
to "belong" to the group; 3.) the need to establish or maintain a role;
and 4.) the need for recognition or affection.

Some of the ways people may behave when they have unfulfilled needs,
and some of the things a group may do about each, are suggested below.

{(Caution: Human behaviour is far too complex to be analyzed as simply
as the following statements may imply. Keep in mind that these state-
ments are merely suggestions for further study.)

1, Need to establish or maintain self-respect. Each of us has a
mental picture of a minimum pattern for himself, a sort of personal
'height-weight' chart by which he measures himself and which indicates
whether he is above or below par. Many and various things may go into
the making of this pattern. For some, it is a religious creed; for
others, it may be a personal philosophy or a picture of what makes

a "good" person; for still others, it may be a picture of "Success"-
in areas ranging from sports to professional skill: for many it is a
combination of all of these. But if anyone falls below par in his own
estimation, watch out! He will fight, consciously or unconsciously to
get up to that point he considers normal for himself. (And don't
forget that this may be quite different from what others may consider
normal,) The way the individual fights to get up to par may not
always be acceptable to the group. He may talk too much. He may be
sullen and not talk at all. He may oppose what someone else suggests
just to show himself that he had the strength to oppose the other fellow.
For whatever reason he behaves as he does to get "up to par" with
himself, it is not going to do any good to argue with him. Argument
may just make him feel worse about himself, and therefore make him
fight the harder. The best approach is for the rest to show him they
respect his ideas, even though they may not agree with him. Sometimes
this requires considerable tolerance and self-contreol, but it will
further group processes in the long run,
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2. The need to 'belong' 1In almost every group there are people who
cannot say: "I belong in this group. I am wanted. I can make a

contribution here". But those people want to belong. If they do not
think they belong and are wanted, watch out! It is probable that the
individual who does not belong will act in ways not conducive to good
group action. He may "go with the crowd ", even though he doesn't

agree with the proposition, just to show he is a good guy and ought

to be accepted. The result is that the group is not able to make use
of his possible contributions because his own thinking never emerges.
Or he may resist what others suggest , just to show that if they do not
accept him (as he thinks) he will not accept them. The more one argues
with him, the more he has to argue back, and the group gets nowhere.
The best approach is to help him feel that he does belong and that he
is wanted, whether or not his ideas are similar to those of the group.
Give him a "we” feeling if possible, and avoid any of "you vs. us"”
attitude by word or gesture. Sometimes these feelings of not belonging
can be forestalled by making everyone feel welcome and wanted from the
very beginning. The leader of a group has a special responsibility
there, though every group member should help. The leader protects the
right of every member to contribute to the group and sees that all
suggestions are considered by the group. It is his special responsibility
to help the group grow as a group without the exclusion of any member,
physically or psycholeogically.

3. The need for recognition and@ affection. Perhaps the most satisfyinc
sign of recognition and affection is for a person to be made to feel

that he "belongs" and that his ideas are respected. If he does not

have this reassurance, the individual may react negatively. Some

persons become more bossy, more loquacious, more autocratic. Some

become more silent, more servile, more mousy. Some let their feelings
out in crabbing. These persons seem to feel that the way to become
respected is to be feared. They may make cutting remarks, they may
gossip, they may boast about their "pull" or other forms of power they
think they have.

Each individual hopes through his actions to be liked or recognized
according to his mental picture of a likeable or respected person!

So here, in a group of thirty~five people, there are thirty-five
different mental pictures of how a likeable or respected person should
behave, it becomes a bit difficult to keep up with all of them, but

there are things to do. As mentioned before, helping people feel wanted,
that they belong, is perhaps the most important. All can try to under-
stand the mental picture of each and give the kind of recognition

which will fit the picture and at the same time further group action.

As group planning progresses and each understands the purpose of group
action, how it operates and how each individual can find his place in it,
the diversity of "mental pictures" becomes less, and the group will

very likely become more unified.

To make things more complicated, the source of any one need may be
quite outside the group in which the individual finds himself. The
teacher in a co-operative planning group may feel that he does not
belong to the teacher group because he feels he has not been accepted
by the community. The youngster who needs affection and recognition

in the classroom may feel as ne does because he believes his mother does

not love him, It is best to recognize that the cause of the feeling
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cannot always be corrected within the group, but the group can go a
long way toward correcting the feeling itself. In fact, the group
must find ways to meet unfulfilled needs of individuals if there are
to be satisfactory group experiences.

HOW TO DEAL WITH PEOPLE WHQ ARE PROBLEMS

So far, we have talked in terms of the reasons people behave as they

do in co-operative planning situations. Trying to understand reasons

is of major importance., Until we recognize these, we have little hope
of permanently effecting change for better group living. However, it
often happens that certain types of behaviour must be dealt with

before there is time to know people well enough to understand basic
reasons. In such situations one must probably operate on the basis

of hunches., Perhaps it will be helpful to have some suggestions of
things to try with different type members who are problems to the group.

First, the member who just does not contribute. Perhaps he is scared
to talk before a group. Many of us were scared out of talking rather
early in the game by some rather severe teacher or parent. Try to find
out in what size group this person will contribute. See if he will
contribute if asked a question about something that is his specialty.

Perhaps this person has found that whenever he speaks up, he gets
squelched, or gets put on a committeel maybe he is just playing it

safe and easy. Will he begin to contribute if he discovers that suggest-
ions are not jumped on as they are being given? Will it help if he

sees that jobs are assigned later on the basis of interest and ability
and not to the person who happened to bring in an idea for the group

to consider?

Perhaps this non-contributive member is new to the group and feels

that his contributions will not be welcome until he has been around a
little longer, Will it help if the "old" people make a point of asking
how a given problem was handled where the new person was before?

Will it help to learn the new person's interests and special experiences
through individual contact so that he will not be embarrassed by being
asked in a group for an opinion he is unprepared to give?

Second, the member who talks too much. Perhaps he is only trying to
be helpful. Maybe he belongs to that larger group of people who,

for some unfathamable reason, are scared to death of silences in a
group discussion and feel compelled to rush in and £ill a gap. Maybe
he really knows more than anyone else about the topic under discussion,
and, knowing that he knows, is making his contribution (in which case
he may not be talking too much after all). Maybe he just thinks he
knows more than the others and that's another matter. Maybe it is all
just a habit, Some people seem to have a "gift of gab". Perhaps he
feels a need to exert his influence on the group in order to seem
important. Maybe he feels very strongly about the matter under discussion.

In any case, great tact is required in helping the talkative member to
share the floor with others. One thing that may help is for the
chairman not to set an example by monopolizing the discussion himself.
Might the leader or someone in the group help to make the "talker"



U DR 00 S O S i

P

:UL’::-"«\
5 v

-
i

.1

L

A

-y

~
LRy

o

e

52
- 4 -

aware that he is monopolizing time by suggesting that everyone should
have an opportunity to express his opinion; that others of particular
competence in this area should be heard from? Could he be expressing
gratitude for his contributions, then turning to the other people for
their ideas? Can he be helped to feel he belongs by calling on his
"we" feeling, by suggesting to the group as a whole, ."Now we have heard
from ; we want to know what the rest of us think"? Can we offer
the talker a particular responsibility to help him feel important and
wanted so he need not put all his energies into talking?

Third, there is the wanderer. He does not seem to be able to stick

to the point of the discussion. Is it because the purpose of the present
discussion is not clear? Has the group shifted to another phase of

the discussion without a definite statement to that effect? Is the
wanderer less mature or less intelligent than others in the group?

Is he being expected to deal with abstract things when he can understand
only the more concrete situations? Is he wandering because his attention
is tied up with how to be important, how to get the approval of the
group, rather than with the point under discussion?

Will it help to have the jobs to be done in this meeting listed on a
blackboard and checked off as they are taken care of? Will it help

to have the chairman summarize frequently; "We have decided this and
this, WNow let us get ideas on our third item." Are there things we can
do to help him feel at home, to feel that he belongs to the group?

Fourth, there is the individual who is slow to learn co-operative
techniques. All of his experience may have been to the contrary.
He may have been brought up on a diet of being told what to do.

Perhaps he does not yet see the values in the new way of working.
Maybe he has always seen himself in the role of boss or follower.

Will it help to focus on group processes once in a while, attempting

to point out how the group is trying to operate? Will it be easier for
the "slow-learner" to understand if it is made quite clear that everyone
has a place in the group process?

Fifth, there is the out-and-out scrapper. This individual seems to

enjoy a fight. Against whom are the fighting remarks usually directed?
Are there personal antagonisms in the group? Does this individual

tend to stereotype rather than being a genuine listener? Do others

in the group stereotype the scrapper, always expecting him to have a

chip on his shoulder and failing to give him credit when he is reasonable?

To what extent will soft voices, patient reasoned statements disarm

the scrapper? Will it help to preface answers to the scrapper by such
remarks as "I see your point, John. I don't blame you for feeling
strongly about it because it is very important. Perhaps we could think
of several ways of handling this". Or might the leader urge John to
go ahead and map out a rather complete programme of dealing with his
situation?

Does the scrapper appear more reasonable when dealt with in small groups
or individually? 1Is he seeking prestige in a non-constructive way?

Can this desire be met by giving him definite responsibility that is
most congenial to him?,..
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CO=-FACILITATING

J. William Pfeiffer and John E. Jones

We believe that co-facilitating a group is superior to working alone. In
this paper we will discuss the major advantages, some potential disadvantages,
and some suggestions for avoiding the dangers in co-facilitating. The Co-Facili-
tating Inventory, which appears at the end of the paper, is a guide to maximizing
the learning experience of working together.

ADVANTAGES

Facilitating Group Development

Cne of the most convincing reasons for working with a colleague as a co-
facilitator is to complement each other's styles. One person may have a group-
dynamics focus while the other may have an intra-individual focus. Together they
may be able to monitor and facilitate individual and group development better than
either of them could separately.

Dealing With Heightened Affect

In personal growth groups, highly emotional situations occasionally arise, and
the facilitator must be- able to déal not only with persons who have a heightened
affect but also with the "audience effect". It is difficult to help an individual
work through deeply felt reactions and at the same time to assist other group mem-
bers in integrating this experience in terms of its potential learning. In such
situations, it is always profitable to have a co-facilitator. One facilitator can
"work with" the person(s) experiencing significant emotionality, while the other
facilitator assists participants in dealing with their reactions to the situation.

Personal and Professional Development

Co-facilitating offers each partner support for his personal development.
Facilitating personal growth groups and team-building sessions can be a lonely
activity: * the opportunities for meaningful personal development are lessened by
the complexity of the facilitator's monitoring and intervening tasks. With co-
facilitators, each can better work his personal development issues both in and out

.of the group setting.

Another major advantage of co-facilitating is the opportunity for professional
growth. Participants are usually not able to offer meaningful feedback on facili-
tator competence. When facilitators work together, they can provide each other
with a rich source of professional reactions. In this way, each group experience
becomes a practicum for the facilitators involved.

Synergistic Effect

The remark that "two heads are better than one" has often been validated ex-
perientially in consensus-seeking tasks in laboratory training. When people work
together collaboratively, a synergistic effect often develops. That is, the out-
come of the deliberation exceeds the sum of the contribution of the individuals.
Co-Pacilitating can generate synergistic outcomes through the personal and profes-
sional interchange resulting from working toward a common task.
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Modeling

One way participants learn in groups is by studying facilitators as be-
havioural models. Co-facilitating provides not only two models of individuals
coping with their own life situations, but also offers a model for meaningful,
effective two=-person relationships. The interaction betweeén the co-facilitators
gives participants a way to guage dyadic relationships. The likelihood that the
training will transfer to participants' back-home, everyday situations is in-
creased.

Reduced Dependency

A recurring issue in both perscnal development groups and team-building
sessions is the problem of dependency on the facilitator. Facilitators who work
many groups alone sometimes dread having repeatedly to face participants unre-
solved authority conflicts. With co~facilitators, the leadership is shared, and
therefore the dependency problem is somewhat dissipated.

Appropriate Pacing

A facilitator can pace himself more effectively if he is working with a partner.
Observing and intervening in a group session is demanding and the facilitator is
sometimes not able to relax enough to permit the process to emerge at its own rate.
Co-facilitators can check each other's timing of events and provide some respite
from the detailed monitoring necessary to provide meaningful interventions.

Sharp Focus

A final advantage is that issues can be focused more sharply when they are seen
by two facilitators. Facilitators usually have "favourite" issues that are likely
to emerge in their groups, and co-facilitators can offset biases.

POTENTIAL DISADVANTAGES

L]

Different Orientations

Some dangers are, however, inherent in co~facilitation. It is important to be
sensitive to potential problems. Individuals with different orientations - theor-
atical, technical, personal - can easily impair each other's effect in the group.
It is, for example, difficult to imagine a good melding of a Tavistock—-oriented
"consultant” and an Esalen-trained encounter group leader. Such partners would
likely discover themselves working at cross purposes.

ExXtra Enerqgy

Co-facilitating takes energy. Not only is the facilitator occupied with the
development of the participants and of the group, but he also has to expand effort
to develop and maintain the relationship that may be pivotal to the success of the
training. The training subgoals include not only the facilitator's personal and
professional development, but also his relationship with his co-worker.

Threat and Competition

Since two professionals in a group may constitute more of a threat to individual
participants than one would, they may gee co-facilitators as colluding with each
other. The "clinicking” that co-facilitators engage in between sessions can arouse
suspicion and create an emotional distance between facilitators and participants.
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Co-facilitators can become competitive with each other. Although they may
deny any concern for popularity, they may, without knowing it, engage in behaviour
that meets other needs besides those inherent in the training.

Overtraining

It is clearly possible to "overtrain" a group, particularly with the presence
of two active facilitators. It is important to recognize that too many interventions
may stifle both participation and learning. This is especially true when facilita-
tors play the "two-on-one" game, simultanecusly attempting to interpret and facili-
tate one participant. Group-member helpfulness is one of the most potent dimensions
of personal growth and team-building activities. After an initiation period, par-
ticipants - as well as facilitators - can make meaningful interventions. It is
important that facilitators stay out of the way in order to permit this process to
occur. -

Blind Spots

Co-facilitators may have mutual blind spots in observing inter- and intra-
individual dynamics, and it is possible to reinforce each other's failure to attend
to particular areas. If co-facilitators are similar in their theory and technique,
it is quite likely that they will pay attention to the same data. Thus they may
neglect, or pay less attention to, other data and thereby increase the possibility
that they will fail to notice significant learming opportunities that are outside
their normal purview.

A Misleading Model

In any human relations situation there is always the possibility that people
will react to assumptions rather than to clear understandings of each other. This,
of course, can occur to co-facilitators if they are not clear about each cther's
position on recurring and predictable group issues. In this case, they can provide
an ineffegfive model for the participants.

When™ the relationship between co-facilitators is tense, mistrustful, and/or
closed, the modeling is negative. Participants may mistakenly conclude that what
"works" in human relations is to behave in ways, directly opposed to the values on
which human relations training is based.

Different Rhythms

A final potential disadvantage in co-facilitating is that the facilitators'
intervention rhythms may be different. One may intervene on a "beat" of ten, while
the other intervenes on a "beat" of three. The facilitator who ig slower to react
or who hesitates in the hope that participants will take responsibility for the
maintenance of the group, may find obtrusive the partner who intervenes more rapidly.
Disjunctive contacts that may result between the co-facilitators provide a negative
model. :

AVOIDING THE DANGERS

Facilitators who are considering joining together to work with a small group
can engage in a number of activities to obviate these potential disadvantages. The
obvious first step is to share orientations to and experiences with similar kinds
of group situations.
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A second way of avoiding the problems of ineffective co-~facilitation is to
solicit feedback frequently and regularly. As a check on behavioural perception,
there is no substitute for honest and straightforward reactions.

In order to counteract one facilitator's tendency to overtrain the group and
to cut into the rhythm of interventions of his partner, it may be useful to count
to ten - or twenty - before intervening., If any participant speaks during that
time, the count is begun again at zero.

It is important that the co-facilitators be honest both in presenting them-
selves and in soliciting feedback from participants. In this way, they can de-
emphasize the impact of their presence in the group. Each co=facilitator needs
to monitor the reasons for his behaviour in the group. Each intervention should
be "located". That is, the facilitator needs to know what he is observing, what
he is responding to, what the needs in the group seem to be, and what the inter-
vention is designed to elicit. OQtherwise, it is likely that the intervention will
meet the personal needs of the facilitator at the expense of the needs of the
participants.

Testing Assumptions

It seems axiomatic that all assumptions need to be tested continuously.
Facilitators are clearly not above making errors in communication. It is critical
that they check the bases of their professional judgements.

If co~facilitators experience difficulty in working together, they may solicit
a third party as a consultant. This activity may produce a great deal of learning
not only for themselves but also for observers.

In confronting the potential disadvantages of co-facilitating, partmers can
create for themselves opportunities to experiment with and to enlarge both their
personal development and their professional expertise. We believe that the ad-
vantages of co-facilitating clearly outweigh any potential problems or dangers.

J. William Pfeiffer, Ph.D., is President, University Associates, Ladolla,
California. He is co-editor of the Univerxsity Associates Handbook and Annual
series. Dr. Pfeiffer's background is in adult education, internal change-
agentry, Gestalt group work, and organization development.

John E. Jones, Ph.D., is Vice-President, University Associates, LaJolla,
California. He is co-editor of the University Associates Handbook and Annual
series. Dr. Jone's background is in teaching and counselling, education and
organization and cormunity-development consulting.
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CO=-FACILITATING INVENTORY

Name

Training Event

Dates

PREWORK

Learning Theory

In the space below write a short statement to explain your concept of how people
learn.

Personal Motivation

Complete the following sentence:

I am involved in training because......
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Expectations

I expect the following things to happen in the group in which we will be working:

The best thing that could happen would be......

.

The worst thing that could happen would be......
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Intervention Style

The following are my typical responses in the type of group with which we are
going to be working:

1. When starting the group, I usually......

2. When somecne talks too much, I usually......

3. when the group is éilent, I usually. .o

4. When an individual is silent for a long period of time, I usually......
5. When someone cries, I usuallyn...:.

6. When someone comes late, I usually......

7. When someone'introduces outside information about family or friends, I usually.....

8. When group members are excessively polite and unwilling to confront each other,
I usvally...v..

¢. When there is conflict in the group, I usually......
10. When there is a group attack on one individuwal, I usually......

1ll. When group members discuss sexual feelings about each other or about me, I
usually......

12. 1If there is physical violence, I usually......

Ll ]

My favourite interventions in this type of group are:

My typical "intervention rhythm" (fast/slow) is:

My style is characteristically more (a) nurturing, or, (b) confronting.

The thing that makes me most uncomfortable in groups like this is:
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INITIAL INTERVIEW

Background

1.

To establish a personal connection with each other, work on Dvadic Encounter
(Volume I) or Intimacy Game (Volume III) for at least an hour.

Share reactions to the prework: the activity, each other's data, surprises, etc.

Further explain items about your past experiences as a participant and as a co-
facilitator.

Share the personal growth efforts that you are making right now. Indicate what
personal issues you anticipate working on in the group.

State some of your co-facilitator behaviour patterns and indicate the behaviours
your co-facilitator might see as indiosyncratic. Share what you will be attempt-
ing to improve in your style during the life of this group.

Note issues that have arisen in your past work with other co-facilitators.
Together define the training goals of the event with which you are about to work.
Come to a consensus about the expectations and experiences of the participants.

Discuss your reactions to the makeup of the group, its size, and any other special
considerations.

Operating Norms

1.

2.

3.

Decide where you will sit in the group meetings.

Decid¢-who says the first/last word in each session.

Determine whether there will be open-ended or specific time periods and whether
you will he able to leave the group when you want to or whether you will be
responsible for remaining a part of the group. Do you end the group at appointed
times?

Decide your norms for attendance for yourselves and for group members.

Agree on how much "there-and-then" discussion will be allowed and how you define
"here-and=-now".

Discuss whether and how you are going to make theory inputs.

Determine an approach to the problem of "back-home" application.

Co=-Facilitating Style

Where, when, and how do we deal with issues between us?
Can we agree to disagree?

Will we encourage or discourage conflict?
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Co=-Facilitating Style {(cont'd}

4. How much of our behaviour will bhe role determined and how much will be personal
and individual?

5. 1Is it possible to use each other's energy; that is, can I be "out" while you
are "in"?

6. How do we establish and maintain growth-producing norms?

7. What is nonnegotiable with each of us as co-facilitators?

Ethics

1. What are our responsibilities if someone has psychological difficulty? Are we
responsible for referral? What responsibilities do we have after the group
experience is over?

2. What responsibilities do we have for screening?

3. Are we adequately qualified? How have we communicated our qualifications to
the group?

4. What are our ethical standards with regqard to sexuality?

Private Processing

Take a half-hour break in order to examine privately the information that you have
received from each other.

)

Reconsideration

1.

2.

Discuss any items that need further clarification.

Compare your status with that of your co-facilitator. If there is a difference,
discuss the implications for working in this group.

Establish a contract for what each of you is going to do during the first session.

What is the opening routine?
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CLINICKING (Repeat after each group meeting)

Diagnosis
1. On a ten-point scale, how did things go in this meeting?
2. What is happening in the group?

3. Is anyone "hurting"?

Soliciting Feedback

1. What did I do that was effective?

2. What did I do that was ineffective?

3. How am I working as a co-facilitator?

4. To what degree are we colluding, that is, not sharing all the information

we have?

Renegotiation

1. As we re-examine our contract, is there anything that we need to renegotiate?
2. How are we feeling about each other?
3. What is each of us going to do in the next group meeting?

-

DEBRIEFING- (After the training event)

1. Have a final clinicking session.

2. Discuss the extent to which the training goals were aqhieved.

3. Discuss under what conditions you would work together again.

4, Discuss your personal and professional learnings from this event.
5. Solicit ideas for your continuéd personal growth.

6. Solicit ideas about improving your training competence.
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CO-FACILITATING

ADVANTAGES

Comlenentary styles and
anproaches facilitates development of
growp

Allows one_leader to focus on distressed
person while other deals with rest of grouwp

Feedback between facilitators encourages
their personal and professional development

mémawmﬂnmmn:m:m%m“
better thmn mv ere

Modeling of good cammunication
and problem solving

Check and balance re-timing
and provide respite from constant
monitoring

Aliows for flexibility if one leader
Is having a “bad day”

e R Et A -

o

an llidns

DISADVANTAGES

Expensive use of resources

Can be problematic if co-leaders have
different orientation or have inter-personal
conflict - negative model

Takes extra-time and energy for planning,
de-briefing and relationship-building

Can prevent merbers from developing
leadership skills/ideas

Intervention rhythms mav differ and
cause competition and mistrust
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CO-LEADERSHIP

Co-lLeadership can be a rewarding, stimulating experisnce for the leadars
involved. Here are some guidelines which can help insure that you, ths
co-leaders, receive maximum benefit.

1. Talk to your co-leader; share with harp your orientation and goals
right from the start.

2. MMaintain an open, honest relationship throughout the life of ths graoup.
Solicit feedback reqularly and give honest feedback when it is reguested.

3. Use your supsrvisor to mediata. Ask her for suggestions on ways to
divide the labour to both leaders! satisfaction.

4., Decide together what pattern aof co-leadership you will adept. Who
is going to do what and when. Remember sach pair of leaders will
develop their own co-operative work style so Experimsnt,

5. Remember co~leadership means sharing responsibility ~ don't bs
afraid to jump in and help your partner out if she gets confused
etc. Don't forget to ask her after the group how she felt about

your help and talk about how she would liks you to help the next
time. (and vice versa)

Here are some sample questions co-leaders can uss aftsr each session
in order to give each other feedback and to plan.

After each session, Ask:

1. How did this session ga for you on a scals from O to 10.
2. What did you see happening in the group?

3. Dces anyone need special attention/a phane cali?

4. UWhat did I oo that was effective? WNot sffective? Any ideas for
change?

3. Did we share the session today? 0id we help each other out?

9. What are we each going to do next week?
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H POST GROUP EVALUATION QUESTIOQNS
' 1. Was group well planned? Agenda, balance of task/social-emotional, time
f 3 allotment for various items. Recommendation for use of content/training
; in future.
i
E
2. Did anyone seem unusually depressed or withdrawn? Do they need individual
E? attention re counselling referrals, etc?
1
L 3. What did you observe about interactional patterns in the group?
]
L
. 4, What stage of development is the group demonstrating?
[ .
' 5. Were any of the sub-groups problematic or unproductive? If so, what

combinations or selection methods need to be avoided in future groups?

6. Were there any absences that should be followed up before the next group?
H
- 7. Were there any issues raised that need to be completed or dealt with in
r% the next group?
8. Was there any conflict in the group? If so, how was it dealt with?
=
H
;i 9 How would you rate the co-leader interaction in groups; (e.g. cooperative,
. degree of responsibility shared, ability to correct each other in the

situation, keep time for each other, etc.)
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HANDLING UNEMPLOYMENT GROUPS TRAINING PROGRA.

TERMINATION OF A GROUP

GOAL: Fostering self-reliance and self-satisfaction versus group cohesiveness

Worker's Feelings Re Termination

-- resistance to termination -- eager to terminate

-- pleasure in group cohesion

-- fear of evaluating the group
process in terms of success

-- pleasure in individual members
ability to function without the
group

-~ eager to discover whether or not
group process has met needs of

or failure of participants

Important for worker to be clear re own feelings about group terminating before
trying to help participants face and evaluate their feelings.

Group Member Feelings Re Termination

Negative

-- denial that it will happen (i.e. forget date; develop super-cohesiveness;

bring up unresolved issues)

-- earlier patterns of behavior may return - NOT A RELAPSE BUT A REACTION TO

STRESS

some people may leave before termination - may feel rejected by worker -
so reject by denying worth of group

Positive

Handling

reminisce about group's meaning to them and individuals within the group
evaluate own progress in the group

share about new relationships formed outside group as a result of skills
acquired in group

share about new activities they have become involved in as a result of
skills acquired in group

of Worker and Member Feelings Re Termination

Discuss the need for the group to become cohesive in order for individual
members to make changes; and the difficulty this creates when it comes
time to separate.

66
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TERMINATION OF A GRQUP TRAINING PROGRAM

Termination of a Group

-- Discuss that sometimes instead of exprassing their fee1ings about
a group terminating that members act out their feelings by:

-~ irregular attendance
-- leaving before the group terminates
-= returning to earlier patterns of behavior

Encourage members to share their positive and negative feelings
about the group experience.

Encourage members to share future plans.

Encourage members to evaluate the gains they have made in the
group; and effect on their life outside the group.

-- Discuss what contact if any members and worker will have after
group termination.

i.e. == self-help group
reunion

Major Components of Terminating a Group

-- Evaluation of goal attainment and achievement.

-- Facing the reality of group's separation (this is sometimes aided
by ceremony as well as processing feelings).

€7
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NAME & ADDRESS TELEPHONE OCCUPAT ION PAST EMPLOYER OTHER AFFILIATIONS (Clubs, KNOWLEDGE, SKILLS
Organizations)
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HANDLING UNEMPLOYMEMT GROUPS

GROUP HANDOUTS
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HANDLING
UNEMPLOYMENT
GROUPS

3101 Bathurst Street, 5th Floor, Toronto, Ontario MBA 2A6 (415} 789-9250

THE FOLLOWING MATERIAL IS DISTRIBUTED TO HANDLING
UNEMPLOYMENT GRQUP PARTICIPANTS. IT HAS BEEN COLLECTED
QVER A THREE YEAR PERIOD FROM GROUP MEMBERS, WORKSHOPS
ATTENDED BY STAFF, AND SOME HAS BEEN WRITTEN BY

HANDLING UNEMPLOYMENT GROUP STAFF. DUE TO STAFF CHANGES,
AND IN SOME CASES, LACK OF KNOWLEDGE OF ORIGIN, SOME
MATERIALS MAY NOT BE PROPERLY CREDITED. WE APOLOGIZE
FOR THIS OMISSION AND GREATLY APPRECIATE THE OPPORTUNITY
TO USE THE MATERIALS.

69
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JOB LOSS STAGES
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WHAT ARE THE MOST COMMON RESPONSES TO JOB LOSS?

JOURNEY FROM SHQCK TO DESPAIR

How do people survive the pain of losing their job? Do all
people respond in the same way? It seems that while responses
may vary, there is a tendency for the journey through emotional
and behavioural cycles of unemployment to take the following
form (Harrison, 1976):

1. shock
2. optimism; attempts to find employment
3. pessimism; depression, anxiety

4. fatalism; low job-seeking; apathy/despair; adaptation
to a lower standard of living

Several graphic descriptions of this journey have been suggested;
below are some of the more popular pictures. All of them represent
psycho-social transitions, a large component of which is loss.

Any loss is painful and requires adjustments in our perceptions

of self and others, in our assumptions about how the world

is and should be, and in our behaviour. Death, illness, divorce,
retirement, reaching puberty, are examples of losses -~ losing

a relationship, or power, or losing our childhood status.

Losing one's job can instigate a slow and agonizing process

of dying.

Amundson and Borgen (1982) have utilized Kubler-Ross's model
of grieving to guide their explanation of the dynamics of

job loss, and a model of job "burnout" to account for certain
job search patterns (after all, searching for a job is hard
work). They describe the process as an emotional rollercoaster,
and illustrate it this way:

70
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Page Two

FRUSTRATION

Extended®
Unempioyment

GRIEVING PROCESS JOB SEARCH BURN=CUT

FIGURE 31 The emotional rollercoaster.

JOB LOSS/GRIEVING PROCESS

DENIAL: person denies the situation and acts as if it wasn't

ANGER:

going to happen; still has self-image of being "a
worker®

person can be angry both at self and at employer

71
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Page Three

"You become very angry at times, angry at yourself, angry
at society, depressed, you feel useless, and things look very
hopeless at times."

B.A. SOCIOLOGY, N.S.

BARGAINING: attempts to reverse the decision by bargaining
(e.g. "Maybe I could take another position with
the company".); growing sense of powerlessness.

DEPRESSION: futile bargaining leads to depression, lethargy
"I do get depressed up and down about it. I sometimes wonder
if I'll ever work again."

CIVIL ENGINEER, B.C.

ACCEPTANCE: eventually person accepts the fact that the job
is finished; accompanied by an increase in energy,
job search begins; has self-image of being "an
unemployed worker"

JOB SEARCH/BURNOUT

ENTHUSIASM: person evaluates work goals and establishes job-
seeking strategy; high hopes and often unrealistic
expectations about job possibilities

STAGNATION: reality of the situation becomes apparent

"Being unemployed is definitely hard work....It makes people
less ambitious, less creative in looking for things to do."

CLERK TYPIST, P.E.I.
FRUSTRATION: Job search extends over time; repeated rejections;

angry; increased reliance on alcohol or other
drugs. '

72
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Page Four

The first weeks after becoming unemployed there wasn't a
great deal of concern because I was fairly confident that
I1'd be recognized and that 1'd be able to get a job almost
immediately. But as time went on, I guess I began to

feel that I almost lost control over myself in terms of
not being able to find a suitable kind of job.....The
longer the time went on, the less I felt good about myself.
I guess the thing that's really been bothering me is, I
was working on ant 18 week job creation programme and just
did an excellent job which got all kinds of recognition, and
BOOM, the programme ends. You begin to feel good about
yourself and then when the job is taken away I'm right
back to that feeling of something close to despair. It's
been one long phase that gradually has me feeling worse
about myself,

SCHOOL TEACHER, N.B.

APATHY: minimal amount of time is spent in job-searching;
negative self-fulfilling prophecy emerges; low
energy level; lack of self-confidence; has self-

image of being "an unemployed person', but no longer

"worker".

It makes you feel inadequate., The longer it goes on, the
worse 1t gets. It can do damaging things to people's egos
eventually.

SMALL SHOP OWNER, N.W.T.

Once the self-image has shifted from "a worker"
to "an unemployed person", much has been lost:

"What follows from the loss of status of being a working
person is a threat to the integrity of the person's self-
image. Implicit in this notion....is the view of the in-
dividual...who decides and chooses how he or she is going
to be seen by others and ultimately by his- or herself.
Of course, these decisions are made within the structures
laid down by the particular social system in which the
individual exists, but the norms of the work ethic are so
powerfully embeded within this structure that it is for
most people an unquestioned facet of their existence...

When this status is removed it is not simply a question of
the individual who loses the status of a working person,
but more importantly he or she loses the means by which the
integrity of the self-image is maintained. It is in this
sense, then, that the individual loses some of the control

over how he or she is to be seen." (Hayes & Nutman 1981, pg.86)
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Page Five

"If I could just be more at ease with my own life rather than
being so affected by society's expectations. I continue to
sit and say to myself--gee, I know I'm a good person, those
who know me know I am, yet somehow even I'm affected by those
expectations that come from society that aren't mine and yet
somehow I incorporate them. I would like to be able to change
myself so that I could feel comfortable with myself whether
I'm employed or unemployed. That's basically how I feel."

SCHOOL TEACHER, N.B

Another picture of psycho-social transitions emerges from
Hopson and Adams (1976):

IMMOBILIZATION: overwhelmed by the event; unable to understand
what is happening; numb, shocked

MINIMIZATION: attempts to maintain reality as if event had
not occured

DEPRESSION: begins to face fact changes will have to be made,
but deesn't want to, and doesn't know how

ACCEPTANCE: of reality -- letting go: begins to change former
assumptions about self and situation

TESTING: starts to try out new behaviours and attitudes and
ways of coping

SEARCH FOR MEANING: attempts to establish a useful conceptual
framework for understanding the '"new"
self and new situation
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Powell and Driscoll (1973) have traced four stages through
which the middle class members (highly skilled and professionals)
of their sample seemed to pass:

STAGE I: RELAXATION AND RELIEF

(approximately 25 days)

. confident of re-employment

Page Six

75



76

Job Loss
A
Shock
Anger
Denial
B y
Anxiety
o MOV DI 00t ol

=0

Job Search

cipate
earch

Support

COPING BRIDGE

Employment

Re—-Assessment of Self/
Goals, Etc.
- Explore Other Options

Apathy
Despa
"70-Yo" Internalize
Stress re: Job Search Rejection
* Fear
Anger
Desperation
Frustration
T A L G :

3

-te
Gives Up
Lack of Supports

Barriers to Employment
(age, sex, ethnicity)

[

L
+
v



P
aay

i~
b

e mniy
g

po

~

(. k) Pty
[ nniom g e

F=ner

17

your job . ..

-ﬂf-ﬁ's 2 G

TRk SO

Among Jackson’s recent projects has
been an assignment with Firestone Corp
which it closing six plamts-=five in tke
United States, as well as its Whitby, Ont,
Jacility. The conipany retgined Jackson
10 work with 9.000 Firestone workers
and assist them in finding nﬂ'i-joi:

LOSING YOUR JOB isn't the end of the
world, counsels Thomas W. Jackson,
author of four bpoks on the subject
and consultant to Manpower Tempo-
rary Services.

“It may be the best thing that ever
happened to you,” he says, “because
forced unemployment makes you
stop and look at your career objec-
tives. ) '

Tom Jackson, President of the

"New York based firm, the Career

Development Tecam, Ing., was in
Canada conducting persoanel semi-
nars—hosted by Manpower Tempo-
rary Services——for employers in To-
_ronto, Calgary, Edmonton and Van-
couver, _

“Don't jump right back into the
same rut you've just been rcteased
from.” Jackson advises. “Certainly,
you need the wotk . . . but this time,
target for what you want and go after
i

Job-hunting tips

Jacksorn offers the following lips o
somcone who has fost his or her job,
or who is facing the necessity far a
major-carecr reappraisal:

{. Relax. This is not the end of
your life. Don't identify a plant clos-
ing or career termination with per-
sonal closing. The plant-may be clos-
ing, but you're still open for business.
Look upon a job situation as an op-
portunity for expanding your career,
not as an cmergency.

"2, Assess your skills and interests
independent. of the immediate job
market. A major mistake people
make is looking out to sec what's im-
mediately available that they can
squeeze themselves into, rather than
sitting back and taking inventory of
who they are and what they want 10
do about it. Get back in touch with

-your skills, interests and abilities, and

then change them into active job tar-

' gets.

3. Target for what you want. Once
you arc-in touch with your skills,

interests, abilities, etc., look into the

world and discover what work areas
would be most reflective of these.
When you can find a work target that
enables you to utilize your skills and
your intcrests, you have a stronger
maotivation (or getting and daing the

work, plus an ability to focus youtr
skills more cfTectively. Fully 80 per
cent of the jobs are in what is called

" “The Hidden Job Market™.

4. Be prepared—Learn more in
advance about what the prospective
employer's needs arc, whal skills and
abilities you have that will respond 1o
‘these needs, and practise communi-
cating and articulating these with
your (riends.

5. The Universal Hiring Rule.
K now that any employer will hircany
individual as long as the employer is
convineed that the hiring will bring
more value than it costs. Unfortu-
nately. most job candidates fend 10

demonstrate or stress their needs,

verbally or non-verbally, rather than
their ability 1o make a contribution.

Prepare information about your abil-

ity and then communicate it 10 pro-
spective employers in 3 way that re-
sponds to the employers’
nol yours.

6. Prepare a perfect resume. . A
one-page summary of your skills and
abilities—and how they relate to em-
ployers’ needs—is much betier thana

_ three-page biography of what you've

done. The resume is an advertiscment
for yourself designed to get you an
interview. It is not a job application.
7. The ruie of na's. Going alter the
job you want can create many situa-
tions of turn-down. Many applicants
are turncd off by this apparent per-
sonal rejection. Do not take it person-
ally. Actually know that the process
is No. No, No, No, No, No, Yes. So
therefore, what you should do is ac-
celerate the number of na’s you get.
8. Kecep going for it. There is no
shortage af jobs, says Jackson. Jobs
are simply opportunitics (0 solve

probicms and we know that therc is |

no shortage of problems in the
world. : :
9. Be adaptable. If people learn
how to refocus their skills toward the
emerging problems that are of most
interest to the world, instead of trying
10 hold onta old, decaying jobs. the
economy itsell will turn around.
Workers will be able 0 operaic in
more of a [frec market situation,
where they can choose and negotiate
for what they waat, rather than take
what comes along, Jackson says.  ®
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JOB LOSS ~ COPING WITH CRISIS AND CHALLENGE

By: Helen Prince

In these days of economic decline, plant shut-downs, budget cutbacks,
and massive layoffs, most of us know someone who must face the loss of his
or her job. Some of us may be fired, and some of us may find ourselves
firing others. Each individual will of course react uniquely to job loss,
depending on ease of finding another job, number of dependents, availability
of outside help, financial security to bridge the gap between jobs, the
meaning of the job, personality, self-esteem, and a host of other variables.
Nevertheless, facing any major life change will always involve accepting the
loss of the old and meeting the demands of the new.

Change

~ To meet change, any system --- a person, an organization, a nation ---
will first attempt to redefine the change so that it is not a change and can
be met by using old, familiar coping patterns. When this approach fails, the
system or the person can become disorganized. "Stress" and "crisis", as used
here, are contemporary terms that were developed to describe disruptions of
the environment as they relate to the dysfunction of the individual. A life
event --~ any change in a person's social setting requiring change in ongoing
life adjustment --- precipitates a crisis, a state of temporary disequilibrium.
The individual response to these stressful conditions that constitutes a pattern
of physiclogical and psychological reactions, both immediate and delayed, is

varied.

A significant change in one's life space (the external world) is accompanied
by a change in one's assumptive world (the world as seen by oneself]. This re-
quires giving up beliefs about a world one has taken for granted and brings a
psychological reaction very similar to grief. The reacticon has been described
for amputation, job loss, and bereavement, in research studies based on the
classic work of Lindemann who interviewed survivors of the Coconut Grove fire,
and of Kubler-Ross in her work with the terminally ill. Ralph Hirshowitz has
synthesized the work of these and other authors into a general scheme. His
crisis theory describes a predictable series of phases of reaction to a life
event like losing one's job. -

Reaction

First, the impact phase: dazed shock, existing in present time, the fight/
flight response, or frozen behaviour, disorientation, perplexity. impaired per-
ception --- “I can't believe this is happening to me". The impact phase is short,

usually hours or days.

Second, the recoil and turmoil phase: mourning for a world that has changed,
preoccupation with the past, "Remember the great times we used to have', more
organized thinking but more negative feelings, anger, anxiety, depression, guilt
or shame, feelings of detachment accompanied be needs of dependency. This phase
may take days, weeks or even months and is characterized by recurrent periods of

emotional turmeil, ambiguity and uncertainty.
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Try to put your position in perspective. An adult life is a series of
transitions between periods of relative stability. Make a realistic assessment
of the gains and losses. Take this opportunity to discover what you want from
the next phase of life as you disengage from identification with your job and
consider all the other options. Remember, the boundaries are opened at crisis
time. Take the opportunity to expand and grow in new directions. Consider
financial commitments and life priorities. Economic recession and hard times
may enforce a downward adjustment in your financial expectations., But as well
you may discover things you have always wanted to do. Now may be a good time
to reogder the important things in your life.

Helen Prince is a researcher with the Social and Community Psychiatry
Section of the Clarke Institute of Psychiatry in Toronto.
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STRESS EXHAUSTION SYMPTOMS

Check the symptoms of stress you've noticed lately in yourself. We all
have "blue" or anxious periods, but check those which seem excessive to
you or which seem to have increased.

u—:..d.lu-.d

PHYSICAL EMOTIONAL © SPIRITUAL
E%___appetite change ___anxiety __emptiness
- __headaches frustration __loss of meaning
" tension ~ the "blues" unforgiving
Ej fatlgue ::jmood swings __loss of direction
insomnia bad temper __heeding to "prove"
- weight change " nightmares self
'l frequent colds/flus ~—crying spells, __Cynicism
. i __muscle aches " often near to tears __apathy
___digestive upsets - irritability
] gas, diarrhea,etc. __"no one cares"
. __pounding heart depression
‘" TTaccident prone ::nervous laugh
__teeth grinding __worrylng
__rash easily discouraged
restlessness little joy & laughter

foot tapping feel numb/shut down emotionally
finger~-drumming

increased alcohol,

drug, tobacco use

" frequent use of antacids

_ sleep patterns altered

III

~ i

f 1 MENTAL RELATIONAL
___forgetfulness __isolation
+1 _dull senses __intolerance
{ | __poor concentration resentment

loneliness
lashing out

__low productivity
-y __negative attitude

III

%i__confusion __wlthdraWLng more frequently
lethargy clamming up
::whirlwind mind ::lowered sex drive
__no new ideas : __nagging
./  boredom distrust
" spacing out __fewer contacts
~ self put-downs with friends
é:putting things off lack of intimacy
__great difficulty in _family problems
making decisions __people tell me I am

"a different person"
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"SOUND BODY, SOUND MIND®

Elaine Dembe (City Woman, Spring 1985)

The idea of a sound mind in a sound body has been around for a while (the
Roman poet Juvenal coined the phrase a couple of millenia ago), but it's only
recently that the link between physical and emotional well-being has received
much attention from medical and psychological researchers. As more studies
are done, we're starting to learn precisely how and why exercise results in
benefits that go beyond physical fitness and into the realm of mental health.

Many people use tranquilizers, antidepressants or alcohol to relieve anxiety
and depression, without realizing that the body is capable of producing its own
mood elevator in endorphins, which are powerful hormones the pituitary gland re-
leases to help control pain. The effect is not unlike that of morphine - and
vigorous exercise significantly increases endorphin levels in the body. The
endorphin effect has become synonymous with "runner's high" - the sense of extreme
well-being and even euphoria some runners feel after a satisfying time on the road.

[t's not surprising, then, that some doctors are beginning to use exercise
in the treatement of depression. Toronto psychiatrist Loys Ligate, whose patients
include many women suffering from depression, often encourages her patients to
take up an aerobic sport in conjunction with therapy sessions. As an example,
she describes the improved outlook and psychological health of one of her patients,
a 55-year-old woman with a history of depression that had resulted in several hos-
pitalizations.

At one point, the woman's husband had left her and she was having trouble
finding a job. The result was more deep depression, which included insomnia
serious enough to send her to a sleep clinic. Ligate prescribed antidepressant
medication to deal with the malaise and other immediate symptoms of depression,
and she began therapy sessions, but she also encouraged the woman, who had never
exercised in her life, to begin a regular aerobics program. The woman was soon
able to sleep better, and she lost weight, which improved her self-image and level
of confidence. Eventually she found a job and became much happier. "She's the
best example I know of someone whose depression was relieved significantly through
exercise," Ligate says.

Barry Ledwidge, & senior psychologist at Riverview Hospital in Port Coquitlam,
8.C., proposes a similar remedy in an article in the Canadian Journal of Behavioral
Science, "Run for your mind: Aerobic exercise as a means of alleviating anxiety
and depression.” He explains that, physiologically, aerobic exercise functions as
a muscle relaxant, promotes sound sleep and reduces the amount of lactate in the
blood (lactate is an acid product of metabolism that researchers have found plays
d key role in producing anxiety symptoms). The psychological benefit appears to
be that exercise enhances self-esteem and increases self-confidence. Writes
Ledwidge: "This enhancement of self-respect derives from two of the consequences
of endurance training: (1) the visible improvement that occurs in the partici-
pant's body..., and (2) the sense of accomplishment that occurs when somegne con-
fronts a difficult physical and psychological challenge and overcomes it."

The sense of mastery Ledwidge talks about is important for people suffering
from depression, who tend to have self-defeating thought patterns ‘that result in
a feeling of hopelessness and helplessness. “Fitness training may be of benefit,"
Ledwidge theorizes, "since the sense of accomplishment that derives from improving
your body may generalize to a feeling that you are not helpless, that what you do
does make a difference." He adds that in coping with stress, depression and
anxiety, aerobiC exercise has several advantages over drugs, psychotherapy or a
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change in lifestyle, such as dropping out: "[t is free,; it can be done alone;
it has no deleterious side effects...; it takes little time...; and it has one
important beneficial side effect, physical fitness."

The examples and explanations that Ligate and Ledwidge offer illustrate the
complexity of linking physiological changes from exercise directly with mental
health. Jack Goodman, a physiologist at the University of Toronto, says that
experimental research in this area is still in its infancy, and that using physio-
logical evidence such as the presence of endorphins or reduction in lactate to
explain improvements in mental health is problematical. "You cannot directly
attribute an improvement in emotional outlook to exercise," he says, "without
accepting other variables that may in fact contribute to the changes as well.
These include weight loss, the knowledge that you are adhering to a discipline,
that you're doing it independently, and other psychological benefits that occur
simply because you're doing something that is accepted and condoned by society.
Who wouldn't feel better just by doing those things?

"We do know, however, that experimental evidence exists that shows joggers
consistently report lower scores on indices of anxiety: that they are not as
easily rattled as unfit people sometimes are; and that they show a below-average
response to sensory and emotional stress. These dampened physiological responses
also include smaller increases in blood pressure, heart rate and adrenalin, and
reduced muscle tension. This means that a fit person may handle everyday stress-
ful situations more c¢almly and efficiently.”

Research is also beginning to show that exercise does cause changes in mood
and personality. DOr. Kenneth Cooper, who started the aerobics revolution in the
U.S. almost 20 years ago, wrote what many consider to be the definitive book on
the subject. The Aerobics Program for Total Well-Being. In it he cites an
American study at Purdue University 1n Indiana, 1n which 58 men were put on a
physical fitness program that included aerobic exercise three times a week. The
personality changes observed included improved self-confidence and self-assurance,
more out-going behavior and greater emotional stability. Another study, at
Cooper's Institute for Aerobics Research in Dallas, invelved a six-month program
of exercise and good nutrition for 100 teachers and administrators at a local
school board. The participants were compared with 60 control subjects who made
no changes in their diet or exercise habits.

Cooper reports that the participants in the exercise and diet program experi-
enced some beneficial changes in their outlook on life, among them increased
feelings of well-being and reduced depression when compared with the control
group. The participants felt their ability to deal with job stress had increased
significantly. School principals also rated the participating teachers as having
an improved ability to handle job stress over the control group.

[t seems that exercise might even help you to think better. In a recent
article in the Canadian Medical Association Journal ("Physical activity and the
healthy mind"), Or. Roy Shephard cites a study in Trois-Rivieres, Quebec, in
which classes of primary school students performed five additiomal hours of
physical activity a week. Control classes followed the standard school program
of one 40-minute period of physical activity per week. Shephard writes,
"Although the time available for classroom study was necessarily curtailed 13
to 14 percent by the activity program, the students in grades two to six from
the experimental classes had consistently higher marks than the students in the
control classes.”

So much for theories. What's certain is that when you regularly -exercise
your body aerobically - that is, perform an endurance activity such as swimming,
running, c¢ycling or dancercise that pushes your heart rate into the working zone
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appropriate for your age level - you reap physical and emotional rewards. As
Goodman says, though, we can only infer indirect conclusions about physiological
explanations for improvements in mental health “due, in part, to the multi-
faceted nature of the effects of exercise and also to the difficulty of assess-
ing mental status in a wide range of individuals." But when the notion is that
exercise might trigger the body's own chemistry to restore equilibrium in the
mind, reducing the need for medicine or therapy, even indirect conclusions are
encouraging.
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EASY WAYS TO TAKE PRESSURE QFF YQURSELF
A PERSONAL FIRST A[D KIT

By: Adelaide Bry

Pourd a pillow, retreat into - '
dreams, cry a lot.
The simple things you can do to
make yourself feel better about
life may surprise you,
but try them - they work.

All of us, at some time in our lives, have problems. Everyone has a sleepless
night now and then: everyone gets angry once in a while. We have our days when
we're low, days filled with self-doubt. Some of us have too much to drink when
things go wrong. We all have bad habits that are hard to break and things that
frighten us for no apparent reason. Sometimes we can't make a decision -- we wish
we could turn the clock back to an easier time in the past. And who doesn't wonder
about how to realize her potential?

Most of us get over these feelings within a short time and return to normal.
But why put up with them, even for a little while, when there is something you can
do about them? You can prevent small discomforts from turning into big ones.

Remember, we are not talking about problems that are serious from the start.
There are times when professional help is advisable and even necessary, times when
home remedies will not suffice., For the little lows in life, however, for minor
disturbances and upsets, the following procedures are easy to do, require very
little time and most people who try them say they are fun.

LETTING GO OF YOUR ANGER
Pounding the Pillow

You are angry and you are holding it in. Don't. Try this instead:

Find a room where you can be alone and make noise without feeling self-conscious.
Bring some pillows with you,

Now, begin talking out loud about the way you feel. Don't hold back and don't
be polite. Get as mad as you like. Raise your voice, shout, wave your arms, stamp
your feet, swear. When you really begin to let go, pick up a pillow and begin
punching it. Throw it across the room. Pick up another pillow and beat it up.
Keep doing it until you begin to feel relaxed and relieved.

What you are doing is letting go of your anger in a situation that is under your
control. You are not hurting anyone, you are not stifling your feelings and you are
going to feel much better. .

Shower Sobbing

You're so mad you could cry. Well, why don't you? Perhaps you don't want
anyone to see you crying. That is your privilege -- you are entitled to privacy.

Take a shower. Let the water run so hard that it makes a lot of noise -- and
let the tears come. Cry as hard as you want. No one will hear you above the sound

" of water. When you turn your face into the spray, you will feel as if the world is

Crying with you -- which, at a time like this, is rather comforting.
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The Empty Chair

Are you angry with someone and don't know why? ‘Are you uncomfortable with
your feelings?

You can get relief and understanding with this simplified version of a Gestalt
technique:

Arrange two chairs facing each other and sit in one of them. Imagine that the
one who iscausing your anger is sitting in the other chair.

Now begin to talk to the other person. Describe how you feel: try to explain
why you are angry. When you have finished, get up, sit in the empty chair and
“become" the other person. Respond to what you have just said. Give the other
person's side of the story.

Shift back to your own chair and continue the dialogue, back and forth, always
getting up and changing chairs as you become one person and then the other.

Gradually you will get beneath your anger and be able to explore the real cause
for it. The "other person” actually is another facet of yourself, and as it begins

to interrelate with the part of you that feels angry, you will be able to bring you
emotions into the open.

The important discovery here is not so much why you are angry, as it is why you
can't admit your anger.

FOR INSOMNIA
A Wake-a-Thon

Can't sleep? You have to get up early in the morning and you have a big day
ahead?

Get up. Oon't try to sleep. Don't even allow yourself to sleep.

Get out of bed and into a comfortable chair. Read a book. Watch TV. Play soli-
taire. Bring your diary up-to-date. All that tossing and turning and watching the
clock -- that is not for you. Stay up as late as you like. Enjoy yourself,

Before you know it, you will be dozing. If you don't actually fall asleep, you
will at least be relaxed. The point is to reduce your anxiety about not sleeping
and therefore make it easier to do so.

REMOVING COMMUNICATION BLOCKS

Am [ Hearing You Right?

This exercise is particularly effective with parents and teenagers. Encourage
the other person to say what is on his mind, without interruption. You can then sav
something such as "Let me know if [ am hearing you right," and repeat what was said
in your own words. The comparison between the two versions can be very enlightening.
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This | Like, That 1 Don't

The whole family can try this one.

Set aside a regular time when you can all get together, usually after a meal
when everyone is relaxed. Allow each person one minute to say what he likes and
does not like about the family. The pluses do not have to equal the minuses, but
there must be some of each. No rebuttal or interruptions are allowed!

The purpose is twofold: 1. Finding a reason to gripe always is easy and it
is a good thing to get it in the open. 2. When you must find something to like,
you may be surprised at how many good things you have been overlooking.

MEDITATION
Reaching [nto Yourself

There are many different ways to meditate, but most of them have a few things
in common. For example, the way you breathe is very important, as is your ability
to relax. A mantra, though it is not absolutely necessary, may help to keep your
mind from wandering.

Where you meditate matters. Choose a room where you will not be interrupted
or distracted by noise. Take the phone off the hook.

Some people meditate while lying down, but most find that a chair is more effec-
tive. When you are lying down and relaxed it is too easy to fall asleep -- sleep is
not what meditation is all about. .

Make yourself comfortable. To some this means sitting upright with your spine
unsupported by the back of the chair, to others it means resting your spine against
the chair. Try each position and decide which is better for you,.

Don't rush into it. The first thing you have to do is relax, and that may
take some time, depending upon how tense you are.

When you are thoroughly relaxed and breathing slowly and evenly, close your
eyes. If you have a mantra, now is the time to use it. If you don't have one, but
would like to concentrate on something, use a pleasant-sounding word such as "peace",
"good", "joy", "cosmos" or whatever appeals to you. Think the word slowly and keep
repeating it is as you breathe in and out.

Don't expect great things to happen at once. Meditation improves with prac-
tice and in the beginning may be only a restful interval, I[f your mind begins to
wander, don't become impatient. Simply get back to where you were with your repeated
word. If problems and disturbing thoughts come into your mind, acknowledge their
presence and let them drift into and out of your consciousness.

Eventually you will feel detached from your body and your physical surroundings.
The word you are repeating gradually will fade from your awareness. You will be in
touch with your higher or innermost self, deeply relaxed and thoroughly energized.
How -- to come back.

Begin repeating your word deliberately and slowly again. Be aware of your
breathing. B8e aware of your body, your posture, of the chair you are sitting in,
Open your eyes and look around the room.

>it quietly for a moment, then stand up and stretch your arms, clasping and un-
clasping your hands as if you were trying to grasp balloons off the ceiling.
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[t is important to remember that meditation can be overdone to the point where
you are completely cut off from your feelings of anxiety, which is not good. Every-
one needs a certain amount of stress in order to function well. In the beginnirg
meditate only ten or fifteen minutes once or twice a day. Increase this to twenty-

minute sessions no more than twice a day. Do not meditate just before going to bed,
ar you will be too full of energy to sleep. '

T0 SOLVE A PROBLEM
Framing An Answer

If you can't find a solution to a problem, turn it over to your subconscious
mind.

Sit in a chair and make yourself comfortable. Now, close your eyes and visualize
your problem. Go over all the details in your mind. Mentally draw a blue frame
around the image in your mind and mark a large X through the whole scene.

Next, imagine how you will feel when your problem is solved. Visualize the re-
lief and joy of telling someone it is solved. Allow yourself to believe that you
have the solution within you. Then visualize a white frame around a black space.

This is where your solution will appear. Watch it until you know what to do to end
your problem.

You may not get an answer the first time you try this technique. But try it
again -- and again. It works -- provided, of course, that you really want to solve

your problem. If you don't that is a problem in itself and one that may need pro-
fessional therapy.

FOR TENSION
Stomach Breathing

Deep breathing‘is the basis for all yoga exercises, but true deep breathinglis
more than a long intake of air. A good yoga breath is done in three stages:

l. Lie on the floor and place your hands lightly on your stomach. Let your
stomach stick up, completely relaxed, as far as it wants to go. You may
find this awkward at first because you were probably taught to hold it in.
Now begin to inhale. As air fills the bottom of your lungs, moving your
diaphragm up and out, your stomach will begin to flatten.

2. Continue inhaling and feel the lower part of your chest begin to swell as
more air moves into your lungs.

3. Finally the upper part of your chest, the rib section, will swell. This ‘
means that your lungs are filled with air. Hold your breath for a moment,
but don't become uncomfortable. As you exhale, the process is reversed --
your chest begins to flatten and your stomach becomes round again,

With practice you will be able to breathe deeply, yet smoothly and easily. Do
this six times at first and gradually increase to eight, ten, a dozen deep breaths a
day to prevent as well as to relieve tension.

Countdown

Before meditating, before going to sleep, or simply when you want to relax, try
this.
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Lie on the floor or in bed, or sit in a comfortable chair. Keep your hands at
your side or on the arms of the chair.

Beginning with your toes and going all the way up to your scalp, visualize each
part of your body attaining a state of relaxation. [f you meet resistance, concen-
trate on that part of your body and tell it to relax. Take your time. Go back over
any area that becomes tense again until finally your whole body is relaxed.

A Breathing Quickie

You can do this one anywhere: standing, sitting or walking, alone or in a group.
Simply breathe in and out deeply, slowly with your mouth closed, for about three
minutes. You will feel caimer.

GETTING IN TOUCH WITH YOUR FEELINGS
A Dream Diary

You can't interpret your dreams as a professional would, but you can train your-
self to remember more of them, and you can learn to understand some of the clues they
offer to help you deal with everyday situations., Before you go to sleep, tell your-
self you are going to remember your dreams. Put a pad and pencil by your bed and as
Soon as you wake up, write down everything you can remember about your dreams. At
first you may not remember much at all, but with practice your memory will improve.

Pay attention to the emotions expressed in your dreams: the frustration you
feel when you're running and getting nowhere, the fear you experience in dark places,
your anxiety over losing your way or being late for an appointment. These feelings
are real and the dreams are trying to bring them to your attention. Once you realize
what they are, you can do something about them.

FOR DEPRESSION
How Bad It Is!

We all get moments when we feel absolutely miserable, hopeless and discouraged.
The next time it happens to you, don't fight it.

Instead -- revel in your depression. Think about how rotten you feel. Think
about it in great detail. Talk to yourself about it, and offer yourself sympathy.
Try to convince yourself that you are more depressed than anyone you know. Call
yourself the most miserable person in the whole world. Insist on it.

The idea is to be frank about your desire for sympathy, and once you realize
that sympathy is what you want, you can get some perspective on your gloom!

A variation of this method can work beautifully with more than one person. Let
each one describe how awful he feels, and soon each one will be competing for the title
of Most Depressed Person -- until you realize what you are doing and begin to laugh.

Weeding Your Garden

When you feel as if the whole world has gone wrong, a little yoga may help. Sit
cross-legged on the floor, hands resting in your lap and palms up. Breathe slowly and
carefully until your breathing becomes regular and rhythmic. Begin meditating, using
a mantra to help you concentrate. As you reach the deeper levels of your conscious-
ness, begin to go through your thoughts as if you were a gardener weeding out a seed-
bed. See yourself uprooting the negative thoughts and fertilizing the positive ones.

This technique is also effective for overcoming, your fears.

L ]
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The Coockie

You may have been holding up very well under a prolonged strain -- caring for a
new baby, losing a job, starting your own business, moving to another part of the
country, or whatever -- but you are beginning to get depressed with the situation.

You have had to be an adult all this time, and the natural child within you feels
neglected. You can't abandon your responsibilities, but you can give the child a
cookie to brighten her spirits.

Do something that you enjoyed when you were small, Buy yourself an ice cream
cone and lick it. Go to a funny movie. Play with your dog. Take time out for a few
sets of tennis with a friend. Go swimming or take a walk in the country. Go sleigh
riding on & snowy day. Visit the zoo. Watch a parade. Go to the circus.

If you give your child a cookie to tide her through the time of strain, she'll
soon stop pouting, and you will feel much better.

MAKING A DECISION
Sleep-Solving

Can't make up your mind what to do? Maybe you can get some help from your dreams.

Before going to bed, think about your choices. ODon't try to decide between them
at this point because you will only become tense. Your goal is to get your subcon-
scious mind to work, so simply allow the choices to present themselves clearly in
your mind.

Tell yourself that you are going to make your decision while you are sleeping.
Then relax and go to sleep. .

You may not have the decision the next morning, or the next few mornings, but if
you keep trying, one morning you will awaken with your mind made up.

Try this technique when you are having trouble solving a problem. [ know an
artist who programs his subconscious mind to come up with new designs while he sleeps.

A Present for a Parent

Sometimes you can't decide to do something because it goes against the way your
parents did it. You don't want the Critical Parent aspect of your personality nagging
you, so you stall and find excuses to avoid making your decision.

There's a way out. For instance, if you really want to have your own apartment,
but your Critical Parent makes you feel guilty, try sharing an apartment with a friend
ds a start. Have dinner once a week with your parents,

And If [ Don't

Sit down with a pencil and paper and begin making two iists: one, your options,
and the other, consequences of each. :

Now -- consider the fact that you have a third option. That's right. [f you
don't make a decision, that's a decision in itself and it also has consequences. So
make a third list: What will happen if you don't choose one alternative over the
ather”?
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Once you realize that something is going to happen whether you decide or not,
you will usually find a decision easier to make.

As you use these exercises to relieve you of occasional tension, frustration
and emotional discomfort, as you allow them to Improve your physical well-being, you

will notice a difference in your life. You will function better in body, mind and
spirit.

The End.
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STRESS WORKSHQP

Definition of Stress:

- Stress is usually defined as a generalized response of the body
to any demand

- Stress is the body's physical, mental and chemical reactions to
circumstances that frighten, excite, endanger, confuse or irritate

us.

Whether stress is being felt as a result of joyful or painful
experience, it is still stress and still produces the same effects.

Absolute freedom from stress is death. Since stress is associated
with all types of activity, we would avoid it only by never deing

anything.

General Adaptation Syndrome:

The response to stress occurs in the following three stages:

(1) Alarm Reaction, wherein the body recognizes the stressor and
the pituitary—adrenal cortical system responds by producing
the hormones essential to either flight or fight. In this
stage the heart rate increases, blood sugar is elevated,
pupils dilate, and digestion slows.

(2) Resistance or Adaptive Stage in which the body begins to
repair the effect of the arousal. The acute stress symptoms
diminish or disappear. If, however, the stress continues,
adaptation fails in its attempts to maintain the defence.

(3) Exhaustion Stage occurs when the body can no longer respond
to the stress. One or several of a great. variety of diseases
such as emotional disturbances, cardiovascular and renal
diseases and certain types of asthma may develop.

Phvsiological Respngnse to Stress:

The autchomic nervous system and the endocrine gland system,
ordinarily the governors of equilibrium, go into action to prepare
the individual to fight the stressor or "get out of its way". Th
entire body is affected: the cardiovascular and respiratory
'systems speed up; the gastroinfestinal systems slow down; tae
muscles get stronger and the immunological process prepares for a

possible infection.
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Qur brain recognizes a stressful event and the following complex
series of reactions occur including:

- the secretion of adrenalin

~ the release
bloodstream

- an increase
- an increase
- an increase
- the muscles

of blood glucose and fat into the
to provide quick energy

in heart rate

in respiratory rate

in blood pressure

tense and are ready for action

~ an increased tendency to sweat, tremble

- increased irritability

= decrease in

One of the most important things to recognize is that stress does
not always mean distress.

concentration

Usually what happens is that the body

returns to its normal resting state (homeostasis) but if the

stressful situation persists and we continue to choose t¢ respond

‘to it, our body's supply

Chronic Stress:

Chronically stressful situations, especially those in which episcodic

of adaptive energy can be depleted.

or surprise stressors are alsc frequent, exert a wear-and-tear

influence on-the body, mind, and spirit of those who live or work

in them.

Eventually, an overlcad of stressful experiences can cause a
person's resistances to decrease, making people vulnerable to:

- illnesses (viral infections - colds, flu)
- chronic conditions (hypertension)

- depression/suieide

- heart disease

- ulcers

- aging

- feelings of

- alienation
- = ete.

apathy

]
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Aging is the sum of all the stresses to which the body has been
exposed during a lifetime. Each period of stress, especially if
it results from frustrating, unsuccessful struggles, leaves some
irreversible chemical scars (insoluble precipitates of living
matter) which accumulate to constitute the signs of tissue aging.
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To use the Life Stress Scale,
check aff events which huce
happened (0 you within the
lasi year, then add up the total
number of 1tress units, Use the
blank lines betuxcen items ra
add your own life-siress
events, and assign the appro.
fate number of paints by
companing it (o the cvends
ranked in the chart,

Heolmes and Rahe, who de-
veloped the lifestress weale,
ferund that a scare of 150 for
cvents occuming wiithin the lase
year givet v a fiftyfifrs
chunce of developing an illness,
A score of 300 + gives you a
ninery peveent chance.,

Notice that ‘positue’ evenes
{outstanding pevsonal achieve.
ment, vacation, Christmas)
can be stressful as ‘negative”
anes. Let's see, where should
we ful running 4 marathon,
sarting wp-dancing lessons,

getting out new fsrce of MSC?

TF

Resources

For more an 1he Life Stres
Scale we:

Holmes and Rabe, *The Social
Readjuseme nt Rating Scale]
Joumal of Prvchasomatic Revearch

{1967k 21)-18.

Tl wmial tendjusement roing wale
wesfirst publishied 1 e foemal of
Frmhawemrie Reveur b ) (1Ya7)
18 Cuopynigh ©1ua?
Tergamnan Prene lin Reprirned

worh peeminiangy

WY MEDICAL SFEF CANF

Life Stress Scale
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This widely reprinted index lists forty-three stressful
life events and the value of each in 'stress units’

Youn TouR
LIFE EVENT VALUE  ICORE  Lire EvEenT VALUE  sCOnE
() Death of Spouse 100 ___ O Troublewichin-laws 9 __
Q Divorce 73 - O - _
a —— —— O Ouutanding personal
O Marital separation 6 achievement 8
0O Jail term 63 O Wife begins or stops work 6
0 — 0 —_—
O Death of close (amily member 63 —_— 0 Begin or end school 6 _
O Personal injury or illness $3 O Wife begins or scops work 26 _ _
a - . 0O —_—
Q Marriage 50 __ O Beginorendschool 6
0 Fired from work 47 _ O Changeinlivingconditions 25 —_
=] : - - O _
O Marital reconciliation 45 - 0 Revision of personal habics 24 -
O Retirement 45 —— O Trouble with boss 3
a - __ 0 —_—
0 Change in health of family O Change in work hours or
member 44 - conditons 20 -
O Pregnancy 40 ___  OChangeinrasidence 0
a - _ Db - —
O Sex difficultics 39  ___  OChangeinschoals 0
OGainof newlamilymember 39 ___ O Changein recreation 9 __
O - - O _—
O Business tcadjusement 39 __  OChangeinchurchactivities [9  ___
QO Change inflinancial stace 38 ___ O Changeinsocial scxivitics 8 __
0 — g — —
0 Death of close friend 37 - O Morrgage or loan lass chan )
O Change o different line | £10,000 . . . R ——
of work 16 . 0 Changein sleeping habits 16 -
a -—. __ Db —_ —
O Change in aumbser of arguments 0 Change in number of family
with spouse Js — get-togethers 15 —_
0 Morcrgage aver $10,000 3t R 0O Changeincating habits 15 _
a - __ O —_—
{ Foreclasure of mortgage O Vacadion 1} —_
o¢ loan 30 N O Chrisemas 12 N
O Change in tesponuinlicics Q B e
acwork 9 C] Minoe vialations of the law I -—

O —_ —_— -

(3 Sanar davghrer feavig home 29

TQUR TOTAL
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Try '"clean living". Be more consistent in your living habits by trying to cart,
sieep and exercise al abou!l [he same time every day. Don't overindulge in
alcohol or rely on pills to induce sleep {they're counlerproductive).

Be sure to get enough sleep and resl, since faligue can reduce your ability (o
cope with stress. Eat regular, well-balanced meals with enough variety to
assure good nutrition and enough complex carbohydrates (starchy foods] o
guarantee a ready energy reserve, Reverse the typical North American meal
pattern and instead eat like a king for breakfast and prince for lunch and
pauper for supper.

Listen to your body. It will let you know when you are pushing too hard. When

that back or head aches or stomach sours, slow down, have some fun, lake the
time o enjoy the world around vyou. Set aside some time each day for

self<indulgence. Focus on life's little pleasures.
Choose fight or flight. Don't be afraid to express anger (hiding il is even mare
stressful than letting it out), but choose your flights; don't hassle over every

little thing. When fighting is inappropriate, try fleeing ~- learn to fantlasize or
take a short break (do a puzzle, take a walk, go to a concert or away for the
weekend)} to re-energize yourself. You can also give in once in a while, instead
of always insisting you are right and others are wrong.

Learn relaxation techniques. These include deep breathing exercises,
transcendental meditation, the ‘'relaxation response" (a demystified form of
meditation formulated by Or. Herbert Benson, a Harvard cardiologist), vyoga,

progressive relaxation of muscie groups, imagery, biofeedback and behavioral
modification.

The last four may require professional help. On a tightly scheduled day, take a
minute or two between appointments or aclivities for a relaxation break --
slretching, breathing, walking about.

Revitalize through exercise. A body lacking in physical stamina is in no shaps=s
to handle stress. An exercise tuneup can increase your emotional as well as
your physical strength, Exercise enhances rather than saps, your energy; it
also has a distinct relaxing effect.

Talk it out, Problems often seem much worse when -you alone carry their burden,
Talking to a trusted friend or relative, or a professional counsellor, can help
you sort things oul and unload some of the burden. If things are really bad,
don't hesitate to seek professional counselling or psychotherapy.

Get outside yourseif. Stress causes people to turn into themselves and focus too
much on their own problems. Try doing something for someone else. Or find
something other than yourself and your accomplishmenls to care about. Be more
tolerant and forgiving of yourself and others.

Finally, Drs. Robert L. Woolfold and Frank C. Richardson, psychologists and

authars of Stress, Sanity and Survivial, (Sovereign, $8.95 U.S.} caution against
"wailing for the day when 'you can relax' or when ‘'your problems will e
over.' The struggles of fife never end. Most good things in life are fleeting and
transitory. Enjoy them; savor them., Don'l waste time looking forward to the

‘happy ending' to all your troubles.
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COPING WITH STRESS

EXERCISE AND PHYSICAL ACTIVITY
If you don't engage in a reqular physical activity add one to your

life: handball, squash, yoga, jogging, curling, calesthenics, join
a heaith club.

MENTAL EXERCISE
Review your day every day. On a scale from 1 to 10, 1 is low:; 10

is high, rate yourself. Review the incidents which Ted you to give
your day both low and high scores. Resolve or avoid Tow rated
events; -increase the incidence of high rated items.

[f you do this simple exercise regularly, you will begin to see a pat-
tern of behaviour. The first step to making changes is to see clearly
what is gqoing on.

[f you have a persistent problem or problems that you are not resglving
seek professional help. Counselling can help.

NUTRITION
Reduce your alcohol intake.
Reduce your sugar intake.
Reduce your caffeine intake.
Reduce your drug intake (aspirins, etc.)
Reduce your nicotine intake.

Consult your physician for a balanced, healthy diet.
SUMAN CONTACT

Touch someone lovingly and caringly at least once a day. This includes
touching yourself, |

102
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SERENITY BREATHING

1 Sit with your hands palms down on your knees,
Your hands should remain in this position throughout the exercise.
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2 Keeping your neck straight, inhale Keeping your neck straight, inhale

slowly as you lean your head slowly as you lean your head
and torso to the left far enough and torso to the right far enough
to straighten your right arm. to straighten your left arm.

 Exhale slowly as you retum ‘Exhale slowly as you return
to the original position. to the original position.

Make this movement 3 times to each side.

3 Inhale slowly as you tilt Exhale slowly as you tilt
your head backwards. your head forward to touch
your chin against your chest.

Make this movement 3 times.
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MEDITATION

Background

Yogic meditation involves the withdrawal from the outer world of sensation.
This withdrawal produces a specific state of consciousness (other include
sleeping, dreaming and awakening) which is accompanied by specific patterns
of physiological responses.

The physiological effect is to decrease sympathetic nervous system activity.
The consequences are a state of deep rest or relaxation which counteracts
the accumulated effects of tension and stress.

The psychological effect is one of pleasure and has been alternately
reported as "inner calm," "extreme relaxation," "ecstasy," in addition to
numerous religious designations (e.g. cosmic consciousness).

Dr. Benson at Harvard has isolated five conditions which, or elements
that, are common to many meditative practices. Based on these five elements
he has developed a single, inexpensive, non-cultic technique for meditation.
The five elements include:

L. A QUIET ENVIRONMENT

One should choose a quiet, calm environment with as few distractions
as possible. Sound, even background noise, may prevent the elicitation
of the response. Choose a convenient, suitable place -- for example,
at an office desk in a quiet room.

2. A MENTAL DEVICE

The mediator employs the constant stimulus of a single-syllable sound

or word. The syllable is repeated silently or in a low, gentle tone.

The purpose of the repetition is to free oneself from logical, externally
oriented thought by focussing solely on the stimulus. Many different
words and sounds have been used. in traditional practices. Because of

its simplicity and neutrality, the use of the syllable "one" is suggested.

3- A PASSIVE ATTITUDE

The purpose of the response is to help one rest and relax, and this requires
a completely passive attitude. One should not secrutinize his performance

or try to force the response, because this may well prevent the response
from occurring. When distracting thoughts enter the mind, they should

simply be disregarded.

4. A COMFORTABLE POSITICN

The meditator should sit in a comfortable chair in as restful a position

as possible. The purpose is to reduce muscular effort to a minimum. The
head may be supported; the arms should be balanced or supported as well.

The shoes may be removed and the feet propped up several inches, if desired.
Loosen all tight-fitting clothing.

3. REGULAR PRACTICE

The subject is instructed to practice the technique for two daily twenty
minute periods, usually before breakfast and before dinner.
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INSTRUCTIONS FOR MEDITATICN

1. Sit quietly in a comfortable position.

2. Close your eyes.

3. Deeply relax all your muscles, beginning at your feet and progressing
up to your face. Keep them deeply relaxed.

4. As you breathe out, say the word "ONE" silently to yourself. For example,
breathe IN....OUT, "ONE"; IN....QUT, "ONE",

5. Continue for twenty minutes.

Do not worry about whether you are succeeding in achieving a deep level of
relaxation. Maintain a passive attitude and permit relaxation to occur at
its own pace. If distracting thoughts do occur, ignore them and continue to
repeat "ONE" as soon as you become aware of them.

105
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COMMUNICATIONS AND ASSERTION



Rl E | Lk |

e a ey

e ] .
k Ly

T

RN

e
T

R

L.

o
U S

106

WORKING WITH THE COMPONENTS STRATEGY

An example of a short modeling scene including all seven components
follows.

Person A: Hi, I need to pick up my car by S o'clock and [ can't find
PROBLEM
a ride. Would you run me down there?
REQUEST
Person B8: Where's your car?
CLARIFICATION
A: At Tony's Garage.
B: [ can see you're in a jam, but I can't drive you down
UNDERSTANDING REASON
because ['m running late already, and ['m having peaple
REASON REASON
over for dinner tonight.
A: Boy, ['m really frustrated because ['ve tried three other
FEELING REASON
people already.
B:  Well, how long will it take?
CLARIFICATION
A: Ten minutes at the most.
8: Alright, [ can run you down if we leave right now.
POSITION
A: Thanks a lot, you're really a good friend.

FEELING FEELING
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VERBAL COMPONENTS OF ASSERTIVE STATEMENTS

saying “no" or taking a stand

1. Position: Statement, usually pro or con, of one's stand
on an issue or one's response to a request or
demand.

2. Reason: Statement offered in explanation or justifi-

cation of one's position, request, or feelings.

3. Understanding: Statement recognizing and accepting another's
position, request or feelings.

Asking favors or asserting rights

4. Problem: Statement describing an unsatisfactory situation
that needs to be changed.

5. Request: Statement asking for something necessary to
resolve the problem.

6. Clarification: Statement designed to elicit additional,
specific information concerning the problem.

Expressing feelings

7. Personal
Expression: Statement communicating one's emotions,
feelings, or other appropriate expressions
such as gratitude, affection or admiration.



£

E

E.

::‘U,..Hm
I

T
i s

g s
e

R b

1:‘__’

kg e

FEEDBACK

General Guidelines for Helpful Feedback

Give feedback that 1ia intended to help the receiver.

Give feedback directly and with real feeling.
This helps builld trust.

Glve feedback that 1z descriptive of what the receiver is doing and
of the effecta he 1s having - not threateming and fudgemental
about what he 13 as a person.

Give feedback that 1s specific rather than general - with good,
clear and preferably recent examples.

Give feedback at a time when the receiver appears to be in a conditian
of readiness to accept it.

Give feedback that is checked with other group members to be sure
they support its validity.

Don't overload (i.e.) tell the receiver more than he can handle at
any particular time.

Give feedback that includes only those things that the spesker might
be expected to do scmething about.

Dentt ahirt focus.

Be empathetic = not overly or under sympathetic.

108
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What is assertiveness?

An assertive person:

. acts in his/her own best interests
stands up for him/herself without undue anxiety or guilt
expresses his/her honest feelings comfortably

. exercises his/her own rights without denying the rights of others

The non-assertive person is likely to think of the appropriate response
after the opportunity has passed. The aggressive person may respond

too vigorously, making a deep and negative impression, and may later

be sorry for it. The purpose of Assertiveness Training is to develop

a more adequate repertoire of assertive behaviour, from which to choose
appropriate and self fulfilling responses in a variety of situations.

A life spent giving into the wishes of others, holding personal desires
inside, or conversely, destroying other in order to have your way,
develops a feeling of low personal worth. Even such bodily complaints
as headaches, general fatigure, stomach disturbances, rashes and asthma
are often the result of failure to develop assertive behaviour. In
contrast, the assertive individual is fully in charge of him/herself

in interpersonal relationships, feels confident and capably without
cockiness or hostility, is basically spontancous in the expression

of feelings and emotions, and is generally looked up to and admired

by others.

Often people mistake aggression for assertion. The major difference

is that the assertive individual is concerned with the rights of others,
vet at the same time able to establish his/her own rights. The aggressive
person only thinks of him/herself,
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Components of Assertive Behaviour

Eye contact

Body posture

Cestures
. Facial expression
. Voice tone,.

inflection, volume

. Timing

. Content

Changing Behaviour and Attitudes

look directly at the person being spoken
to

face the person, stand or sit appropriacely
close, lean towards the person, hold
your head erect

when used appropriately, they can add
emphasis; otherwise, they are distracting

have agreement with the message being
verbally conveyed

a level, well modulated conversational
statement rather than a whisper or
a shout

allow spontaneous expression, select
appropriate occasions

express your own feelings and thoughts
and accept responsibility for them

Assertiveness Training focusses on behaviour change first; new attitudes
will soon follow. The more adequate assertive (self-enhancin) behaviour
gains more positive responses from others, the positive feedback leads
to an enhanced evaluation of self-worth ("Wow, people are treating

me like a worthwhile person!"); and improved feelings about oneself
results in further assertiveness.

T I m
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Systematic Learning Process

L)

2)

4)
5)

6)

7)
8)

Observe your own behaviour and keep track of your assertiveness
in a diary.

Select a specific situation where you were/are not assertive and
describe it,

- What is the situation?

- How are you behaving and how do others respond?

- khat behaviour do you want to change?

- What personal right of yours is being violated?

- bhat would you really like to say to this person?
- What would you like her/him to say in response?
- What kind of assertive statement could you make?

Observe an effective model
- both what is being said and how it is said.
Enact the situation,

Receive feedback on both the good and weak points of the performance
and make ad justments in your behaviour.

Repeat 4 and 5 until you feel comfortable and satisfied with your
responses. If initial enacting causes too much anxiety, then enact
a less threatening situation first and gradually build up to the
first one,

Try out behaviour in the real life situation.

Develop an ongoing self-reinforcement system.
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DO'S & DON'T'S
OF ASSERTIVE TRAINING

Do begin being assertive in low risk situations.

Don't expect instant success. If you don't feel up to being assertive
don't.

Don't beat yourself. Learn to distinguish between risk.taking
and self torture.

Don't expect to get what you want. The satisfaction is in the
expression of your need.

Don't expect other people te love your assertive behaviour.
Do try and find the power in your present behaviour.

Do learn to reward yourself. Praise yourself for any success.
Ignore failure. Learn from your mistakes.

Don't expect you will be guilt and anxiety-free.

Do learn to assess a siutation and respond appropriately.

113
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You have registered at your local Manpower office and
have spoken briefly to a counsellor. You don't remember
her name. After some investigation, you have decided that
you want to make a career change. To assist you in your
decision, you would like to have some vocational testing
done. You have been told that Hanpower offers this
service at no charge, To-day you are going to request
this. You enter the reception area and talk to the

receptionist.

114
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GUIDELINES FOR PRACTISING ASSERTIVENESS

What does it mean to be Assertive?

- expressing how you feel, what you need or what you believe
honestly, without putting down another person or violating
their dignity and personal rights,

When you are assertive, you feel: respected, in control, a worthy individual,
self-confident.

Often we behave other ways.

[f we are Passive, we May:

- say nothing to avoid conflict

- Kkeep real feelings inside

- agree with someone rather than expressing our own opinions
- allow others to take advantage of us

- 'runaway' or leave a situation rather than face it

When you are passive, you feel: nervous, irritated, insignificant, angry
with yourself and others.

[f we behave in an Aggressive way, we may:

- explode angrily at another person or family member, name
calling, etc.

- blame someone else for our situation

- take our pent-up anger on the wrong person

When you are aggressive, you feel: embarrassed, angry, foolish, self-
conscious, out-of-control.

[f we are Indirectly (or Passive) Aggressive, we may:

- smile pleasantly while stabbing someone in the back

- appedr to be supportive while putting someone down

- sabatoge the efforts of others but never admit it

- manipulate others into feeling sorry for our being unable
to give them support we don't want to give

- be dishonest about our feelings - proclaiming to care
while in reality we hate

When we are indirectly (or passive) aggressive, we feel: depressed, con-
fused, frustrated, and angry but appear to be enthusiastic, controlled and
foving so we [ive in fear of retaliation from those we undermine while
appearing to be supportive.
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When you are in a situation where you would like to respond assertively
keep these questions in mind.

l.

WHAT ARE MY RIGHTS IN THIS SITUATION?

(list them objectively)

HOW DO [ FEEL? _

(try to get in touch with real feelings)

WHAT WOULD I LIKE TQ SAY THAT IS ASSERTIVE?

(think this out and try to use appropriate language)
WHAT [S STOPPING ME FROM SAYING WHAT [ WANT TO SAY?
(look at own fear, nervousness, etc.)

{A) WHAT WOULD BE THE CONSEQUENCES OF BEING ASSERTIVE?

{consider, if necessary, the worst passible con-
sequences imaginable. Then it will seem easier
to be truly assertive.)

(B) WHAT WQULD BE THE CONSEQUENCES OF NOT BEING ASSERTIVE?
(i.e., what happens if you react passive or aggressive?)

THINGS TO KEEP IN MIND WHEN TRYING TO BE ASSERTIVE:

N B WP —
LI

Good eye contact.

Voice level - even, not too loud or soft.
Appropriate gesture.

Timing.

Content of what you say - be yourself.
Body posture,

TRY TO REMEMBER TQ USE THESE TECHNIQUES WHEN APPROACHING:

L N N T T )

Schools

Manpower

Mother's Allowance
Welfare

Doctors

Lawyers

Public Health Nurses
Family

176
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PERSONAL ASSESSMENT



Eﬁ VALUES
f ] A list of commonly held values follows.

117

Review this list and determine their
P g importance to you. Review those you marked very important and rank these
values in order of importance to you «-= &l being the most important value,

VALUE

.

Very !

Important

Somewhat
Important

Not
Important

Rank

;
'§ndegendence = Be able to determine nature
* 7 of work without significant direction
- from others; not have to follow

Pl instructions or conform to requlations.

L

Job Tranquility = Avoid pressures and "the
"1 rat race" in job role and work setting.

'Wokk Under Pressure - Work in time-

©+ = pressured circumstances, where there
is little or no margin for error, or
with demanding personal relationships.

?Catus - Impress or gain the respect of
'~  friends, family and community by the
nature and/or level or responsiblity
af my work.

T
s

oL

Security - Be assured of keeping my job
£y and a reasonable financial reward.

]

“Entellectual Status - Be regarded as well-
O informed and a strong theorist, as

~ one acknowledged "expert®™ in a given

c 1 field.

" ‘hange and Variety - Have work responsibil=-
s ities frequently changed in content
and setting.

dvancement - Be able to get ahead rapid-
ly, gaining opportunities for growth
and seniority from work well-done.

{108

r

1
Lrlcsthctxcs =~ Be involved in studying or
apprecxatxng the beauty of things,
ideas, etc.

oo
[T

Hork Alone ~ Do projects by myself, with-
T out any amount of contact with others.

t . 2 x
Affiliation - Develop close personal

, relationships with people as a result

: i of work activity,
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Page <

Very
Important

Somewhat
Important

Not
Important

Rank

Public Contact - Have a lot of day-to-day

contact with people.

Help Others - Be involved in helping

people directly, elther individually
or in small groups. .

Power and Authority = Control the work
activities or (partially) destinies
of others. .-

Competition - Engage in activities which
pit my abilities against others.

Stability - Have a work routine and job
duties that are largely predictable

and not likely to change over long
“-period of time.

Hefb‘Society - Do something to contribute
to the betterment of the world,

Creativity (general) = Create new ideas,
programs, organized structures or
anything else not following format
developed by others.

Location = Find place to live (town,
geographic area) conducive to my
lifestyle, a desirable home base for
my leisure, learning, and work life.

Financial Reward - Have strong likeli-
hood of accumulating large amounts
of money or other material gqain
through ownership, profit-sharing,
commissions, merit pay increases
and the like,

Time Freedom - Have responsibilities I
can work at according to my time
schedule; no gpecific working hours
required,

L4

Recognition -~ Get positive feedback and
public credit for work well done.

Moral Fulfillment = Feel that my work la
contributing to ideals I fael are
very important,
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JOB SEARCH STRATEGLES

TIME MANAGEMENT

Value Yourself -~ Your time belongs to you firsc!

Be Assertive - Dom't allow interrupcions. .
- Don't agree to do things you haven't time for or don't want to do.

Know Yourself - When do you have the most energy?
- VWhen is your concentracion at it's highest level?
- When do you feel tired and lethargic?
- What makes you feel successful - getting through lots of little
tasks or one big task?

The Time Pie ~ VWhere does your time go?

- Spend several days writing down exactly what you do and how long it
takes. Then it is easy to see how you spend your time and make
adjustments if you want to.

Planning - Take ten minutes to plan each day. Make a list - arrange in priorities
and assign a realistic amount of time to each task. Decide which cime
of day is best to do each task - when will you have the most energy?
When will the house be quiet?

Somethind Things I

I really M absolutely
want to have to do
do

Things I
should do

- If list II doesn't ger finished, items move to I for the nexc dav.
ALWAYS include something from list IV in every day - reading, going
for a walk, watching a favourite T.V. show.

Be honest with phone callers. Make a time to call chem back. Do
the same with drop-in visitors.

Plan each day the evening before. Write it down.

Use a caiendar.

Schedule work according to your own time style.

Use quiet hours at home for tasks thar need you to be undistracted.

Break large tasks into several smaller ones. Take cime for breaks -
exercises,
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HANDLING UNEMPLOYMENT GROUPS

APPLICATION INSTRUCTIQONS

The principal function of an application is to secure for you an
interview with an employer. It may provide the first impression
an employer has about you and whether you get the job or not may
depend on how carefully you complete the application.

Take a sample application with you when you visit an employer and
you can transfer the information from it to the company's form
without having to ask for a telephone book, dictionary, etc., or
search for your driver's license and social insurance numbers.
Having a sample application with you will insure that you can
complete the application quickly and accurately.

On the actual application, read the directions carefully. Be sure
to use either pen or pencil, writing or printing, as directed. If
you are applying for clerical work and can take the application
home with you (as for civil service jobs) use a typewriter, 1In
any case, be sure that there are no typing or spelling errors.

All employers prefer neat, legible, easily read applications.

Many applications have not kept up with allowable questions based
on the Human Rights Code. For example it is not permissible to

120

ask questions about sex, age, marital status, church affiliation and

others. Obtain a copy of your Province's Human Rights Commission
pamphlet on employment sc¢ that you know what can and can't be in-
cluded. Do not £fill in illegal questions. Discuss these with the
employer in an informative manner at the interview. If you do not

want the job, inform the Human Rights Commission about the infringement.

If a question does not apply to your situation (such as "How much
Rent Do you Pay?") write "Not Applicable".

Provide all the information asked for about yvour education and
training if it is to your benefit. Include on-the-job and informal
training as well as in school. You probably have many work-related
skills that you have learned at home or working for friends or
relatives ~ include them. Include any volunteer work or any other
experience that might help you qualify for the job you want. It

does not matter if you have not worked for many years. You can relearn
the skills in a short time., If your work experience is in a different

field from the one that you are applying for, list it, as any work

shows that you are familiar with learning job skills, being dependable,

willingness to follow instructions, etc.

Ask your "References" to provide you with an "Open Letter of
Recommendation. "

Provide at least two phone numbers where you can be reached or
where messages will be taken for you.



1 HANDLING UNEMPLOYMENT GROUP
: 3101 Sathurst Street, 5% Foor
i1 Torono, Ontario MBA 2A8 121

RESPONDING TO ADVERTISEMENTS

I. Where to lock for ADS besides daily newspapers -
look at trade publications, association newsletters,
magazines. Get back issues (up to 3 months) of news-
papers and magazines and call to see if a position
you are interested in has been filled yet.

e

A

WHICH ADS TO RESPOND TO

I

II. Employers usually ask for more gqualifications in an
ad than they are expecting any one person to have.
Respond to those ads where you feel you meet 75% to
80% of the qualifications. Don't mention those
qualifications you are lacking, only those you have.

Ol
————

y If your resume is on file with a recruiter or with the
: company advertising, send another copy in. Your first
o one may have been mis-filed or overlooked.

! ITII.WHAT IS THE GOAL OF THE COVER LETTER?

To help the reader simplify the screening process by
bringing out all relevant information in a clear concise
interesting manner thatmakes the reader want to read
your resume and meet you.

To be invited for an interview.

IV. PREPARATION FOR WRITING THE COVER LETTER

%é Use network contacts to find out more information
o about job and organization.

%@ If possible call the person directly responsible to
o get more detailed information about the job either
verbally or by having a job description sent to you.

%i Get a specific name to send the application to.

If you have a good connection ask for permission to
use his/her name and use it in the first sentence.

Some people find it efficient to collect relevant ads
during a one week period and set aside a block of time
to respond to all of them.

V. WRITING THE LETTER

4
o Do not just forward your resume with a brief cover letter
indicating your interest.

.
Ei The purpose of the cover letter is to arouse enough interest
in the reader to make him/her want to turn the page and read

your resume.
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RESPONDING TQ ADVERTISEMENTS page 2

~WRITING THE LETTER ~- cont.

It is estimated that employers spend about 30 seconds reading
responses to ads. Your letter must be brief, clear, to the
point and convincing.

Tailor your letter to be relevant to the specific ad.
Usually resumes have too much general information. Take
the time to pull out the specific information relevant

to the job being advertised and include that in your cover
letter.

To decide upon which information to include use the
following method:

Underline in the ad the specific qualifications asked
for (if noted).

Select a couple of your accomplishments that most nearly
correspond to the qualifications of greatest importance
in the ad (usually listed in order of importance).

Give specific reasons for your interest in the position
based on your accomplishments.

Mention any specifics you may have from your research,
such as the philosophy of the company, the product,
recent changes in structure etc. and relate these to
your interests and skills.

Respond to responsibilities listed by showing where/how

in your past you have undertaken similar responsibilities.
Emphasize concrete accomplishments which will make the employer
think you would be an asset. Emphasize anything that makes

you distinguished in your field.

In a separate paragraph at the end summarize other relevant
experience including education and volunteer experience.

Request an interview.
End with a thanks for the persons time and consideration.

Do not supply salary requirements or references even if asked
for in the ad. Mention that these items can be discussed
at the interview.

Numerous writers on the subject of job search suggest sending
your resume/cover letter in 5-7 days after the ad has first
appeared. The reasoning is that you have less chance of getting
lost in ‘the shuffle and could end up on top of the pile instead
of on the bottom.
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REPSONDING TO ADVERTISEMENTS . page

VI. FOLLOW=UP

If feasible, it is useful to hand deliver your applications.

You learn where the company is located; what the transportation
options are, the atmosphere and physical working conditions;
what the dress standards are and,with any luck, you might get

to meet the person doing the hiring. All of this can be

helpful if you do get invited for an interview.

If this is a job you feel very qualified for and the deadline
for applications was more than i week before, call and inquire
about the stage of the selection process. Remember that some
companies receive over 100 applications for any job advertised.
As well as continuing with their daily work someone has to find
the time to read resumes and select the interview candidates.

This procedure may take up to 4-6 weeks from when the ad
appeared.
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124 HANDLING UNEMPLGYMENT GROUP

sample job ad 3101 Bathurst Street, 5th Floor
B J Toronto, Ontario MB8A 2A8

Senior Marketing Secretary

ABC company is seeking Senior Secretary for its Marketing
Department in it's head office.

The position requires excellent typing, dicta with excellent
grammatical and spelling ability, both verbal and written.
2 to 3 years senior secretarial experience in a marketing,
advertising or public relations environment and administrative
gqualities,

Job most suitable to flexible person who is a self-starter
and works well with little or no supervision. Should be able
to work well under pressure and with other people, have a
pleasant personality and a good sense of humour.

Send resume outlining experience, qualifications and
salary requirements to:
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Dissecting the Ad

SKILLS REQUIRED

Excellent typing

Dicta w/excellent grammar
and spelling

2 to 3 years secretarial
experience

Administrative qualities

Flexible person

Self starter

Minimal supervision

Works well with others

Good sense of humour

HANDLING UNEMPLOYMENT GROUP
125 3101 Bathurst Street, 5th Flaor
Toronto, Ontaric  MGA 2A6

YOUR EXPERIENCE AND ACCOMPLISHMENTS

How fast do you type?

Where/when have you had this experience

Is your resume and cover letter perfec:
grammatically and for spelling?

When? Where?

What do you do?

Demonstrate accomplishments.

In what circumstances?
more accomplishments
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HANDLING UNEMPLOYMENT GROUPS 26 Date:

1. Job applied for:

2. Company hame:

Name/position of interviewer:

3. Questions that caused me difficulty in this interview.

4. Questions I handled well, and body responses.

5. My strengths in relation to this job.

6. My shortcomings in relation to this job?
7. Attractive features of this job.
8. Unattractive features of this job.

9. Information I should get if I'm offered a second interview.
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HANDLING UNEMPLOYMENT EROUP
3101 Bathurst Street, 5th Floor
Toronto, Omtaric MGA 2A8

THE JOB SEARCH BY TELEPHONE 127

COLD CALLS

It is essential to do your homework about prospective employers

BEFORE you pick up the telephone. You must be prepared and organized.
Plan what you will say before you call. Rehearse the questions and
éven the possible answers.

An example of what you can say is:

"Hello, I am

I have years training and experience as a .
I can operate and P
(make) {machine) (make) (machine)

as well as other normal equipment. I would like to come by for
an interview."

You should have the following at your finger tips for quick
referral:

-name and phone number of company you are calling

-name and proper title of the person to be contacted (call
receptionist to get this information, but then hang up and
call back when you are ready to speak to the person)

-the title of the job you are applying for

-whatever particulars you can get about the position

-questions you want to ask about the job

With the possibility of this phone call turning into an interview
you should also have on hand:

~the source of your lead (e.g. person or the name and date of
the paper/magazine)

-past job experience that relates to the position you are
applying for

-what you can contribute to the company

If you are afraid or shy to make the call remember that most
executives/employers are friendly and want to help. They are
usually open to hearing how you can help them and therefore

make their company a profit. They are usually quite busy and don't
want to waste their time on the phone. Therefore you must catch
their attention fast by telling them how you can help them so
they want to learn more through an interview.

Don't be embarrassed that you don't know the person, you are
calling. Remember you are doing her/him a service by suggesting
how you can save her/him time, money and relieve his/her business
problems.

ce /Sl
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TELEPHONE- TECHNIQUES page 2

How to get past the secretary

One way is to call a bit before 9:00 AM or a bit after 5:00 PM.
If you do speak with the secretary remember that her job is to
protect the executive from calls such as yours (if that is the
nature of the business you are calling).

Be confident and direct, as though you know the perscn you
are calling.

"Good morning, is Susan Brown in? This John Smith calling."
You can receive one of four responses:

l. She is not available. Be very friendly and courteous.
Try to get the information from the secretary. When will
Susan be in? What's an appropriate time to call back?
Give suggestions., You can leave your name and number
but tell the secretary you are out a lot and you are afraid
of missing the call, so you prefer to call back later.

2, "Does she know you?""No, but I'm looking forward to meeting
her."

3. "wWhat's it about?" Whatever you answer, don't say you are
looking for a job. She might tell you to call personnel
if she senses you are job hunting. Be courteous, but firm
and say Ms. Brown is the only person in the company you want
to talk to.

4. You get put through. Remember the purpose of your call is to
get an interview. Have a well rehearsed, tight presentation
with an opening line that is a grabber. If the employer sounds
interested pick up her leads. Have all your information at
your finger tips but don't read your resume - it sounds too
dry and boring.

If she asks you to send in a resume ask if you could bring it in.

If she sounds hesitant, try to tactfully find out why and then

try to set a date for an interview. If the call lasts for more than
a few minutes you are probably being interviewed.

Remember not everyone you call will be interested in you or need
someone with your skills. Thank her and try the next company.

LISTENING SKILLS

Just as you have to do in person, do on the telephone - learn to
listen well - listen for the questions being asked and for the
answers to your guestions.

By the employers questions and answers you can learn a lot about
the company and it's problems. Try to let the employer do 60% of
the talking. When speaking with somecne in person there are
natural pauses. Allow the same to happen on the phone. Don't
jump in if the person pauses - allow time for thinking.
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TELEPHONE TECHNIQUES page

The telephone is an uncomfortable tool for a lot of people, but

an important part of the job search none the less. Try to put aside
your fears and discomfort and look upon the phone as a friend

who is helping you in your hard work of finding a job.

Even if you get rejections (and you most likely will) grit your
teeth and go on to the next call. Not everyone needs someone

with your skills at that very moment, if ever. 1It's not a personal
rejection.

-
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130 RANDLING UNEMPLOYMENT GROUP
3101 Bathurst Street, 5th Floor
Toronto, Ontario  MBA 2A8

- IF THE EMPLOYER HAS NO OPENINGS RIGHT NOW...

If an employer tells you that he/she has no openings right now, tell the
employer that you would still like to talk about openings that might come
up in the future, and that you understand that you are not being inter-
viewed for an existing opening,

The conversation might go somewhat like this:

"Photo Shop"

"Hello, my name is Sarah Greenwald. I'd like to speak to the manager,
What is his name?"

"It's Ralph, Ralph Williams. Can I help you?"
"No, I'd Tike to talk to the manager himself, thank you."
“Hello, this is the manager. What can I do for you?"

"My name is Sarah Greenwald, Mr. Williams. I've had experience in photo-
graphy and in selling. .I'm interested in coming over and talking to you
about any job opening you might have in the future, or right now. Would
you have some time this afternoon that would be convenient?"

“No, I'm sorry. I wish business were that good. You can come fill out
an application, but there are no openings."

"Thank you, Mr. Williams, I would 1ike to meet with you later. Could I
meet you this afternoon some time?"

"I'11 tell you, this is a very small business and everybody here has been
with me for years and years, so there's no chance of jobs here."

"I see, and I appreciate your not wanting me to waste my time. Could you
tell me of any photography places that might be hiring, or any company
that has a photography department?"

"Let me see. No, I can't think of any. 0Oh, except maybe at the new mail,
There's a big store there that has lots of peopie working in it, They're
called West Side Photographers.”

“Thank you, very much, Mr, Williams. Do you have their telephone number,
and could you tell me who I should ask for when I call?"

“Sure, I have it right here. West Side Photographers, 212 West Oak Street.
It's right in the new mall. The telephone is . Joe Rogers runs
the place and he's a good man. He and I went to school together,"

“Thanks, Mr. Williams, that will be a real help to me. You won't mind if
I tell him you suggested him, will you?"

"Ne, go right ahead. Give him my regards."

“One last thing, Mr. Williams. I'd like to check back with you later in a
week or two, just in case something unexpected opens up. When could I call
again? In about a week?"

"Sure, but make it about 2 weeks. I think maybe one of the boys here is
Tooking around. I may know something around that time."

"Thanks for your help. 1'11 call you on Monday about 2 weeks from now.
Goodbye, "
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THE COVERING LETTER

GOAL OF COVERING LETTER

- to help the reader simplify the screening process by
bringing out all relevant information to see if you meet
the specifications of the job.

- Sell YOURSELF

THE PROCESS

- study and isolate at Teast three or four key objectives
that the ad stresses,

- tie the cover Tetter to your resume.

- mention each qualification in youf cover letter tailoring
a skill or accomplishment from your resume to the specific
job.

- even if key items are stressed in resume reiterate in cov-
ering letter,

PREPARATION WORK FOR WRITING COVERING LETTER

- use networking contacts to find out more information about
the job and organization,

- call person directly responsible to get more detailed infor-
mation about job,

- find out a specific name to send 1etter—to.

SQURCES

Parting Company, Cabrera & Morin

The Perfect Resume, Jackson
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The following Resume samples (Pages 122 - 135)

are from:

Jackson, Tom, The Perfect Resume

Anchor Press, Garden City, N.Y. 1981
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Step 1: Selecting Your Resume

Format

Now that you have discovered, or redis-
covered, or affirmed (or just settled for)
your job targets and have completed—or
bypassed—the Career Discovery Process.
you are ready to put your resume together
and start to handle the nitty gritty (impor-

tant technical details) of its preparation.

The steps are simple and the instructions
clear, so go to it and have fun. The work
you are doing will pay off handsomely in
the final product.

In the best modern architectural and de-
sign studios you will frequently hear the
expression form follows function bandied
about. Manufacturing and organizational
experts use it too. The contemporary ap-
proach is to create structures that effi-
ciently accomplish their purpose, without
unnecessary ornamentation or outdated
stereotypes.

The same principle applies with equal
validity to your resume. For best results
you should start with a form or format
that reflects the particular demands or re-
quirements of your own job targets and
wark history.

If you haven't had much experience
with resumes, it might surprise you to
learn that there are actually as many as
five possible formats for your resume. If
you've had a lot of experience with re-
viewing resumes, the surprise might be
that there are on/y five, since from an em-
ployer’'s point of view it seems that the

varieties are endless—sometimes hope-
less!

In fact, although there are many differ-
ent layouts, there are really only five banis
resume formats that you need 7o knaw
These are:

CHRONOLOGICAL FORMAT

Work experience and personal history ar-
ranged in reverse time sequence.

FUNCTIONAL FORMAT

Work experience and abilities catalogued
by major areas of involvement—some-
times with dates, sometimes without.

TARGETED FORMAT

A highly focused presentation of your
abilities and accomplishments directed to

a very specific job target.
RESUME ALTERNATIVE

A special purpose communication for peo-
ple for whom a resume isn’t appropriate
due to lack of experience.

CREATIVE ALTERNATIVE

A free form approach for artsy-craftsy
folk.
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66 - THE PERFECT RESUME

RESUME FORMATS
DESCRIBED

CHRONOLOGICAL

Notice that in this resume the job his-
tory is spelled out from the most recent
job backward—with the most recent job
having the most space. Titles and organi-
zations are emphasized and duties and
accomplishments within those titles de-
scribed.

Advantages: emphasizes continuity and
career growth. Highlights name of em-
ployer. Easy to follow.

Best used: when your career direction
i clear and the job target is directly in
line with your work history or name of
last employer adds strong prestige.

FUNCTIONAL

This format highlights major areas of
accomplishment and strength and allows
you to organize them in an order that most
“UPPOrts your work objectives and job
iargets. Actual titles and work history are
in a subordinate position and sometimes
left off entirely. ,

Advantages: gives you considerable
flexibility in emphasis. Eliminates repeti-
tion of job assignments. Tends to de-em-
phasize experience.

Best used: in cases of career change or
redirection or first job search, or re-entry
into the job market. When experience is
ainted or when you wish to play up a par-
ticularly strong area of ability.

JACK DEUTSCH

MS Semmer Aned
Warwick, Wew York 4126
[318) 36h-438}

VORK EXPENJENCE:
1%75-Frasant GOODSON APPANEL INOUSTRIES, iNC.
Maw Yark, Mew York

Olvisional Contralier: Asported dirsctiy to the

hia nancis Icar., Managed cash fumdss prae
bared contalldated corporsce tan raturay for igven
comaanias and finsnclal raview of w4 jor sumsidiarias.
Oasigned and prepared 2 manehly sales compar | son
rapore far corporsts axecutives. Coviuparvisar of

4 |2 smembar staff thac handisd al) facars of stcounting

for & 15 milTlon aallar company .

1974-197% STACEY'S, I,
Wow Tora, Mew York

farporste Audlitar: Reporisd directly to the Assiviane
Corporats Comtrolier. Conductad oparationsi and

Flnsncial audits within the Treasurar's 0ffica snd
flve cosrating divisions. Davelopwd & report with
findings and recowsendations for the IO of qach
dlvision and ruswrous SIAIPAENNT Dy rronne .

1967-1374 FRICE, VETHERAU L COMPANT
Certiflad Public Accowmtants
Mew York, Wew Tord

Supktvising Senlor: Joined the professions! staft

41 28 S1Si3LING scCowntant. Aaported direstly to
PAFLAEFL and mansgers. Plannad, luparvised snd com
pleted mmrrous sudic a3 gromgny .

ANARDS: ACCAEDITATIONS: MMIERSHE M ;
e e e = WL R IR RS

3 7] Cartified Public Accountant, Mew York State

1962 Patar K. Ewald Award in Tauavion
Amarican iastitute of Cartifing Public Accountanty
Nowr York Steta Society of Cyrtified Public Accountants

EBucAT|our
197 5.5, 1n Accounting Hefaers Umivers ity
MARILYN M. GUNTER
19T Chef Ce.
Portiand, Dragan 37108
1503) 1%9- 8342
INSURANCE LaW

Ady)oed mansqmeunt of insurancs comseny on legality of insursnce
tramsactions. Studied court decisiant smd recommnded changes

In warding of Insursnce pollcies 10 conform with lam sad/or to
PrOtect communy fram wimsrrsates clalmb. Advited claim dapar tamnt
mrionnel of legality of claimy 71led o COMBAY O lAsure sgainst
Wndet paymenis. Advised parioenei paget in drowing ua of legal
OCURAATE, JUCN &4 Insuremce concracts and rolssns pasars.

CORPORATE LAW

Cutensive 10udy of corporation ftructure, including legal rigmcs,
oblications amd privileges. Acted s sgent for seversl carporations
in waricms Iransactions. Studind oncinions, statucas snd ardinances
of quasi=jwdicial bodles. '

QEAL ESTATE Law

Mandied sale ind transfer of read property, Iastituled Litle searches
to estabiish cenarshis. Orew up 4edds, mrigegas, and leases. Acred
4% trustem of proserty snd held Fumis for invesimpnt,

'RO8X_EXPERIENCE

1971 «Prasent COMAERC AL AUTOROBILE VMOERMNITER'S COMPANY, NG, =
Inturance tervicas 0ffice Supervisor

ERUCATION
" LLY wnivarsity of Oregon Law Schopl = latursnce Low,
torporate Law, Excate Flanning, Incomm Tanstion
3 Fal §.A. Univarsity of Oregom

134
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STEP 1: SELECTING YQUR RESUME FORMAT 135

TARGETED

This format is best for focusing on a
clear, specific job target (you would have
a different one for each target). It lists only
capabilities and supporting accomplish-
ments that relate to the job target listed
at the top.

Advantages: it makes a very impressive
case for the one selected job, at the ex-
pense of other areas. It demonstrates a
strong understanding and ability in the
targeted area.

Best used: only when you are clear
about your job targets and willing to go
for them.

RESUME ALTERNATIVE

This is a detailed letter to a particular
employer, addressing areas where you
can be of value to that employer. It
demonstrates your abilities as much as
it describes them. [t provides enough fac-
tual information to avoid the need for a
resume, hopefully.

Advantages: creates employer interest
without requiring a full resume. Ad-
dresses particular researched needs.

Best used: by people who have little or
no work experience or background, who
are willing to do the required research for
each letter.

OAVID 3. GILLIAM
T13 Olive Stremt
Smieheowm, Hew York 11019
F14=3118=018)

Joib Target: Axchitect for Privace Tlm

ABILITIES:

« praviding professional HICPLEEd IR rassarch, development and damigm 2
large complen of buridinys ..

= providing design for sIT4C4TIOAS &nd renavations of sany stylas of
archicedture

= full desiqn start %o Einush of lage Caat food facilities, sdapranle
0 many losales

= damygrang librariss with special consideration ¢ sound ard ligneing dasign

- damsqning INGPPLNY CENTALN. particularly A e -tZopLcal clisatas

= dagagmirg dEiveein el walk=up banks

- desrqrang hospital andl Caes homs facilities canlermung to full haalth
amd aafety standards

A I TVERENTE)

= Sestgn and commtructiom af all cowaty tualdings and alteratioas tharsto

- glanned, orqenised, dicected and raviewss sil drchitsctursl und
sngiaeecing Tunctions of #y departamnt’s jurisdiction

« designed office burldinge, davs procemsany facilities. health cenvers,
courtd, POlice stations. power plants, iccess toads and ather fagilicies

~ produasd schamatics, [wasibilicy seudasa, eportd ahd COBE astimates

= dasigra schovis, librasies and reec homas

WORK ALSTONT:

19%%=frasant ~ Hasssu Couaty Owpartmgnc of Buiidings and Grounds ~
County Architect
1M I~178s = Carl . Tyne & ANOCLACHE -~ AGBOEiSCA AXchitect

PROFESSIONAL AFPILLIATIONS:

Corporats esapyr = A.l.A.
“ampay = Mw fork Stace Aszsodistian of Architsccs

ECUCAT IO

1940 ~ daswan County Cammunity College
Licensa Stace of New Yora 1961

17 Last Qaytley Avemua
Briucol, Mow Hempebizw Q2211
January 10, 1982

e, Alfred Tolllvar
TELEMAMAGEMENT

1050 H 5t. 5.4,
wadhisgios, 0.C. 100I8

Daar Me. Tallivar:

[ balisve oy sEcengive axperiesce lo microwdwve togathar with saslog
aoel digital wuipmesc would ald yews consulflog Casks. Somm of wy
eacans sccomplishamats are!

Managed & Luropesm Hodal Reewagiosering
ared Taug progras comsiscing of )b rropa/los
shcap. Tariormsd slfe wucvays, davalopad
and peapared new profiles <ad reporca
{loeiuding 483 caiculatioas) to sacisiy
LoveTnEMaL CoAGTAG rewuirewencs. Coacrasc
was compleced wichim dudget requiresints
sod meincainadilicty ame collabnility was
Luproved L35,

Kanaged the trsnemizsion (foup and fuper-
visad thres sybaystéma engineern’ «(forts
required o lmpiemeat & oow speciallzed
common carrTiar alcrosawd iyadem. Syscrs la
parfarming sacisfactocily snd will be expanded
In tha aear fugure.

Suparvissd all asspects of several fleld im
stallacions Including ceprasea caacs of
nev carrenccisl add dedicaced speclalized
governaens systemd. Syscems vare sowpleted
withia cost allocaticaa and have cperaced
sacinfncrorily Edr many years.

Ky wducation includes & degres (row SCavans [nskitute of Techoology
and CAlecomBunicafiGn Soursea om COMPARY sndd menufacturers’ presmises.

I would Like to weet vith you and see how | might sske a contribuclon
to your organizacian. [ wiil <all yow Ln & veen or so.

Veary truly youcs,
- i
o ‘4 DCrad Lo
e,
Sarfford A. Seridne
{600} Jhb-529T
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88 . THE PERFECT RESUME

CREATIVE ALTERNATIVE

Not for everyone, the creative resume
tosses customary forms to the winds and
demonstrates a highly polished individual
approach. It should be used only in areas
where this kind of creativity is related to
the job target. Unless extremely well
done, this approach can flop miserably.

When done with great skill, it works very
well.

Advantages: it gets read and frequently
circulated to others. Makes one or two
main points very clearly. Form can be var-
ied indefinitely.

Best used: by writers, artists, theatrical
design, public relations, and media per-
sons.
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STEP 1: SELECTING YOUR RESUME FORMAT 137

SELECTION PROCESS

Listed below are summaries of advantages and disadvantages of each typa cf recwn s
we have covered. Check each statement that applies to you, then select the formax
best for you. If you are still unclear about which format to choose, try doing a couple
of approaches and comparing the results when you get to Step 2. For further clarity
we have included another set of examples on pages 154 to 184.

CHRONOLOGICAL

IS Advantageous Is NOT Advantageous

When name of last employer is an When work history is spotty

important consideration

—_ When staying in same field as —— When changing career goals
prior jobs ‘

—_ When job history shows real — When you have changed employ-
growth and development ers too frequently

—— When prior titles are impressive — When you wish to de-emphasize

age

— In highly traditional fields (educa- = When you have been doing the

tion, government) same thing too long

—_ When you have been absent from
the job market for a while

—— When you are looking for your
first job
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70 : THE PERFECT RESUME
FUNCTIONAL
IS Advantageous Is NOT Advantageous

When you want to emphasize a
management growth pattern

When you want to emphasize
~capabilities not used in recent
wark experience

——— When changing careers For highly traditional fields such

as teaching, ministerial, political,
where the specific employers are

——— When entering job market for first

time of paramount interest
Re-entering job market after an —— Where you have performed a
absence limited number of functions in

your work

If career growth in past has not Your most recent employers have
been good been highly prestigious

-—— When you have had a variety of
different, relatively unconnected
work experiences

——— Where much of your work has
been free-lance, consulting, or

temporary
TARGETED

Includes most of the advantages and disadvantages of the functional resume and these
further considerations:

IS Advantageous Is NOT Advantageous

#Then you are very clear about When you want to use one resume
your job target for several applications

You have several directions to go
and want a-different resume for

each

You want to emphasize capabili- ———— When you are just starting your

ties you possess, but may not have career and have little experience
paid experience in-

You are not clear about your capa-
bilities and accomplishments

138
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STEP 1: SELECTING YOUR RESUME FORMAT 139

RESUME ALTERNATIVE

IS Advantageous

When you have had little or no
work experience

When you have been out of the
job market for a long time

When you are willing to do solid
research on a particular employer

—————

———

Is NOT Advantageous

When you have had enough
experience to warrant a
functional or chronological
resume

If you have not decided what you
want to do

———

If you are not clear about the
contribution you can make to an

————

of interest organization
—____ When you know or can find out
the name of the person who will
make the hiring decision
CREATIVE ALTERNATIVE

IS Advantageous

In fields in which written or visual

- creativity are prime requisites of
the job

The medium or your work is
appropriate to a printed form

It's your move. After having reviewed the five re
the appropriate boxes for advantages and disadvan
to follow? (Note: It's possible to do more than one.)

Is NOT Advantageous

If you are planning to go through
personnel :

If you are not very sure of your
creative ability

If you are looking for a
management position

sume formats and checked all of
tages, which format do you wish
Check the appropriate line below

———

i ——

for the resume format you feel will best represent you.

Chronological Resume

Functional Resume

Targeted Resume

Resume Alternative

Creative Alternative
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Step 2: Power Paragraphs

Now the pace quickens, as you move
from the introspective and elusive defini-
tions of your essential qualities and work
purposes into the more tangible task of
actually writing your resume. Your invest-
ment in yourself will pay off in more clar-
ity and direction in your resume and in
your over-all job search.

At this point you have chosen two or
three job targets and a format that would
best communicate your accomplishments
and skills. Here in Step 2 you will learn
the basic writing rules that apply to your
resume, And in Step 3 you will write the
first draft of your own perfect resume.

An Advertisement for
Yourself

Your resume is not a biography or mem-
oir. It is not a detailed history of your
life and times. Perhaps, surprisingly, it is
not even an application for employment.
A perfect resume is a well-structured,
easy-to-read presentation of your capabil-
ities and accomplishments, designed to
convince a potential employer to invite
you for an interview. A self-advertise-
ment.

Designed to convince? Is it aggressive,
bragging, immodest? No, not at all—de-
spite the recurring culturally reinforced
fears that seem to condemn self-acknowl-
edgment and ability. We are continually
surprised to run into students, workers,
and even career counselors who take the
position that job seekers should under-
play their enthusiasm, avocid direct state-
ments of personal ability, To substitute
the reluctant “I would like to try” for the
imperative “I can!" Bad advice. If you
have doubts, the question to ask is: How
does the organization [ am applying to
describe its services or products? Do they
hide their strengths? Play down their ca-
pabilities? Obscure their primary accom-
plishments? If so, we're willing to have
you take the soft line. But frankly, we
don't know many of these. On the con-
trary, we find that the most productive
and exciting organizations have very little
hesitancy to let you know who they are
and what they can do.

And we're not talking about Aype or
inflated self-praise or lies. We are talking
about a clear, unembarrassed portraval
of yourself, presented in the best passible
light. The picture of you with all systems
go, and all the stops off. You know who
we mean—that side of you that wakes
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STEP 2: POWER PARAGRAPHS : 141

up to the challenge, that surprises your
friends and family. That's the person we
want you to write about. Leave out the
parts about the warts and pimples, the
times when you turned the wrong corner
and forgot to set the alarm.

The One-Page Rule

A famous speaker and trainer once said
that if you are willing to stay with the
major points, you can tell your whole life
story in two minutes, and still have time

left over for questions. You may not yet

be at that level of communication. but
without question, regardless of your expe-
rience or education, you can present ev-
erything you need to say in your resume
within one page.

Yes, one page—even though you have
had six jobs and three degrees. In over
a dozen years of reading and correcting
resumes in the uncounted thousands, we
have not yet found one that didn't work
better on one page. As most great writers,
architects, and advertising agencies
know, less is more.

When you eliminate the repetitions, re-
inforcements, and redundancies, what is
left communicates. Anyone who has had
to read stacks of mail will recognize the
satisfaction and clarity of a short letter
that makes its point, compared with the
resistance to a two- or three-page docu-

ment. The shorter presentation empha-
sizes the important information.

Although it hasn't been scientifically
documented, most personnel people agres
that a two-page resume reduces readabil-
ity and retention by 25 to 30 percent. As
for a three-page resume, forget it. Reader-
ship is down by nearly half. An axiom
of most resume experts is that very fre-
quently the poorer, less confident candi-
dates have the longest resumes.

Exception to the One-Page
Rule

If you have written a variety of articles
or books, received an impressive list of
honors or awards, obtained a dozen or
so patents, or worked on a number of rec-
ognizable products, and the knowledge of
the details of this long list would be valua-
ble in convincing an employer to see you,
then you might want to consider an ad-
dendum to your resume in the form of a
separate listing of these specific activities.
The important thing is to make it clear
that your resume ends on the first page,
and that the attachment is more of a laun-
dry list of examples rather than part of
the page-one story.

At the bottom of the first sheet try a
statement like: “list of publications at-
tached” so that it's clear that if the re-
cruiter wishes he can get the full story
without turning to the addendum.
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74 THE PERFECT RESUME

Methods for paring the excess fat from your resume and strengthening your one-page

presentation.

1. Shorten sentences. Eliminate long
windups and connections. For example,
the sentence “I was the person chosen
to coordinate the college fund-raising
team for the homecoming week"” can be
restated as “Coordinated college fund-
raising team.”

2. Eliminate repetitions. If you did simi-
lar tasks in two or three different jobs,
explain in detail only in most recent posi-
tion.

3. Don't spell out information that is al-
ready implied or included in other infor-
mation. If you are a college graduate,
there is little reason to describe your high
school education. '

4. Leave off company addresses or
names of references (you can. provide at

Action and Accomplishments

Most resumes make dull reading—a
sure cure for even the severest cases of
insomnia. The problem: a limp narrative
style that focuses on routine duties and
responsibilities and ends up sounding like
descriptions from a civil service job an-
nouncement. Puts people to sleep. What
keeps employers awake are words and
phrases that create pictures they can see
in their mind's eye. Word pictures.

To create vivid word pictures that will
keep potential employers awake, you
need to combine two prime ingredients:
active verbs to start sentences and para-
graphs, and descriptions of the results you
have produced in the work you have done,

the interview if requested). You don't
even have to state “references provided
on request.” This is assumed.

5. List only most recent positions. If you
have a large number of past jobs, summa-
rize the earliest with a statement like
“1960-70, A variety of drafting positions.”

6. Eliminate extraneous information.
Employers don't need to know your
weight, height, sex, marital status, health,
children’s names, church affiliations or so-
cial clubs or fraternities. If and when they
need the information (that which is legal),
they will get it in the interview or applica-
tion, or later.

7. Condense. Don't give three examples
when one will suffice. :

rather than just the duties you have per-
formed. For example:

Limp style: My duties included the prep-
aration and organization of sales informa-
tion for use by management. In my per-
formance of these duties I was able to
make major improvements in the proce-
dures that were used . . . etc.

Action style: Reorganized and operated
new sales reporting system that provided
increased information in half the time.

An accomplishment is nothing more
than a result, a final measurable product
that people can relate to. A duty is not
a result, it is an obligation—every job-
holder has duties. What really scores are
the resulits, the accomplishments. Use as

142
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many as you can in your resume, or in
any communication you make about your-

STEP 2: POWER PARAGRAPHS

self in your job campaign.

You have produced results in other as-
pects of your life—school, church, home-

143

to demonstrate that you are in fact a pro-
ducer, not just another dutiful worker.

And start sentences with action verbs

life, hobbies. Use everything you can find

EXERCISE YOUR POWER WRITING SKILLS

Below is a sample list of action verbs. Go down the lists and check those you feel

could be used in sentences or paragraphs to describe your accomplishments.

ACTION VERBS

Created Purchased
Instructed Qversaw
Reduced (losses) Installed
Negotiated Routed
Planned Corresponded
Sold Audited
Completed Coordinated
Designed Researched
Consulted Implemented
Evaluated Presented
Calculated Instituted
Identified Directed
Performed Managed
Constructed Eliminated
Controlled Provided
Dispensed Solved
Formulated Determined
Improved Collected
Tested Referred
Protected Served
Obtained Compounded

Rendered
Instructed
Counseled
Received
Built
Detected
Selected
Logged
Recommended
Distributed
Arranged
Disproved
Developed
Edited
Wrote
Analyzed
Produced
Conducted
Delivered
Founded
Assisted

Obtained
Studied
improved
Consolidated
Ordered
invented
Diagnosed
Examined
Lectured
Processed
Reviewed
Translated
Prescribed
Charted
Represented
Promoted
Recorded
Operated
Supervised
Drew up
Organized

to stimulate the reader's appetite to learn
more about you.

Increased
Expanded
Trained
Devised
Supplied
Prepared
Maintained
Interpreted
Administered
Interviewed
Advised
Discovered
Restored
Conserved
Delivered
Arbitrated
Criticized
Assembled
Realized
Navigated
Reviewed

If there are any action words which clearly apply to you, and are not on our list, add

them.
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KEY PARAGRAPHS

Now take the action words and job phrases you have selected and, starting with each,
write a short paragraph or long sentence describing a personal or work-related accomplishment
or result you have produced. Do a minimum of three.

Action word or phrase

Action word or phrase

Action word or phrase

Go back over these accomplishment paragraphs now, and see if they can be edited to
make them clearer or more powerful. Can you cut out some words and say the same things?
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STEP 2: POWER PARAGRAPHS 145

Some More Resume-Writing Rules

« Keep sentences and paragraphs short (no paragraph of more than ten lines).

+ Use indented and “bulleted” statements (with + or * before each) where appropriate
rather than complete sentences.

» Use simple terms rather than complex expressions that say the same thing.

» Use quantities, amounts, dollar values where they enhance the description of what
you did (“increased sales by $100,000 per year”).

» Put strongest statements at the top, working downhill from that.

* Have someone with good English skills check for speiling, punctuation, and grammar.

e Avoid excessive use of “L"

* Do not include hobbies or avocational or social interests unless they clearly contribute
to your work abilities.

¢ Avoid purely personal evaluations.
“I am an intelligent and diligent researcher”—is to be avoided. I have finistied
three major research projects"—would be included.

* Don't go overboard with esoteric jargon. Remember that unenlightened people may
have to understand you too.

Some Resume Don'ts

¢ Don't include pictures.

¢ Don't list references or relatives.

¢ Don't put resume in fancy binders or folders.

* Don't forget phone number, area code, zip.

* Don't list sex, weight, health, or other personal irrelevancies.

* Don't highlight problems (divorce, hospitalization, handicaps).

* Don't include addresses of prior employers {city and state are okay).
* Don't include salary information in your resume.

Final Reminders

Remember that the reason employers get interested in.you is the value you can
produce for them. This value is demonstrated by what you have done as much as by
what you can do. Eliminate things that don't focus on your potential value. Above
all, remember that your resume is a demonstration of your ability to handle written
communication. Put as much care and attention into it as you would for a one-page
advertisement for a fine product.
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Duncan Goddard & Saley Inc.

K.M. Meney
Januacy, 1945

. Some puidclines you should consider when prepacing your resume ace:

10

e accurate
e ¢creative ~

Heite positively about yoursclf

lf your education Is your stronpest selling point, put it before

the expericnce section in your resume

lf your experience is your scrongest selling point, puc that
scetion before your cducation section in your resume

Use ‘aetion' words (words with 'punch') to describe what you
accomplished and how

Double space betwecen pacagraphs - consider one and one<half
spaces between lines in a pacagraph

Il your name is difficulet to pronounce, lInclude the phonetig
spelliang (or proper punctuatien) of your name

l.isc your most recent cmployment first, and list all employment
in reverse chronological order since you left High School

Margins should be wide and paragraphs short

Resumes should not exceed two pages and be neatly typed and
reproduccd on 8% by 1l paper

The second page of your resume should be numbered (2) aad have
your name (but no address) on the top

Use boldface type to emphasize certain points {your name, ece.)

Underlining or capitalizing can be wused ¢o emphasize cercain
words

8UT

do not use any unnecessary wocds

do not say anyching abouc yourself or your Cfocrmer employers
which could be negatively interpreced

do not show the date your resume was prepared
do nat use the word ‘resume’
do not include your social insurance number

do not use the personal pronouns (fiest person) "I, {f ac all
possible

do not use the chird person "he* or "“she'

do not show your dates of availability, geographical preferences
or rtemunecatlon desired

do not include a list of refecences
do not use a cover sheet, blnder, or plascticfacetace covering

do not acttach officlal documents (diploma, cectiflcaces, ece.)

Z 5t Chure Avenone East, Suilis 908, Taronto, Ontacio Ma'T 275 {416] 9H/H-059H4
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PLANNING YOUR RESUME - SOME HELPFUL HINTS

When you are looking for a job, you want to make a good impression
on the prospective employer. Your aim is to get the employer
interested enough to invite you to an interview. A good way to
start is to prepare a good resume - a short factual list aof infor-
mation about you and your qualifications. A well prepared resume
will help the employer to quickly review your education and work
history and then -get down to the important job of getting to know
you better. Here are some hints to help you prepare your resume.

1. Before you begin your resume, sit down and ask yourself
these questions.

a) What things have I done successfully?

b)- What things have [ done that others have praised me for?
c) What jobs have [ held?

d) What kind of equipment can I operata?

e) What are the things I really like to do?

f) What are the things I do NOT like to do?

2. Remember that employers read a lot of resumes, so keep your's

brief, clear and neat. Tell it like it is. Outline who you
are, what you know, what you have done, and what you can do
for your emplayer,

3. Your resume should.be no longer than one or two pages and

contain lots of white space so it is easy to read.

4. If you are just beginning your career, list ALL your summer

Jobs, no matter how unimportant they look. -If an interviewer
Sees that you have spent time where business was conducted
(e.g. waiting on customers at a snack bar) or that you have
supervised people (e.g. perhaps as a camp counsellor) - you
will be that much ahead of people who haven't had such
experienca,

Under "Work Experience", include all the Jobs you have done,
whether or not you got paid for them. Things like mowing the
lawn, fixing something around the house, babysitting, working
on the school newspaper - all count.

147
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Under “Related Experience", include extra-curricular activities,
volunteer positions, membership in clubs or groups etc.

When you are giving your employment history, start with the
most recent job you have had and work back from there.

Don't include any information about salary in your rasume.
Providing this at an early stage may put you at a disadvantage
when you meet with the employer. So save salary discussions
for the interview or job offer.

Put your best foot forward - don't say anything negative about
yourself in the resume., Instead, stress your good qualifites,

Have your resume typed. Keep the original and have clear photo-
copies made. Take your resume in person, if passible, to the
employer.

148
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RESUME

Aggearance

¢ Typing
o Centred, plenty of white space

Organization

e Name, address, phone number at top
e 2 pages '

¢ Education - if less than what you require
dppears towards end of resume

Content
¢ Shows skills and strengths
¢ Avoids a straight outline of duties and
- responsibilities that fails to show how
well you did at the job?
o Lists accomplishments
¢ No - salary expectations, names of

references, date of birth

Writing Style

¢ Sentences short, to the point

Action words are used

"I" used sparingly

Specific examples of strengths and skills

No errors in spelling and grammar

COMMENTS
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NOTES ON DOING OCCUPATIONAL RESEARCH INTERVIEWS

I. Go to the library to research businesses, agencies, etc. so that you
can ask intelligent questions in an interview. For businesses you can
go to the Metropolitan Toronto Library at 789 Yonge Street, third floor
and consult the business library for trade journals or infermation on
particular companies. There are also business libraries on university
campuses. Some larger companies have their own libraries where you can
find useful information about businesses. The Community Information Centre
of Toronto publishes a book called Community Services in Metropolitan
Toronto which describes most social service agencies. Times Change has
a copy of this book which is available to clients.

II. Letters of Introduction

In setting up an interview to discuss someone's occupation, you might
want to send a letter of introduction which explains who you are and
why you want an interview. In this letter say that you will be calling
them to set up an interview time.

III. When Calling for an Interview

A. Introduce yourself and refer to your letter of intreoduction if you
sent one, :

B. Tell them how you got their name.

C. Tell the person briefly what you want and why you want to speak
with him/her in particular. '

D. Show an awareness of the person's time schedule. Do this in a sensitive
way--you need not be apologetic. Sometimes a lunch date or coffee
break time goes over better with a busy person. Alsc, be clear how
much time you require--a half an hour is not unreasonable.

E. If the person is too busy to see you, you have a few alternatives:

1) Ask if there is someone else the person might know of who would
have time to see you: "Is there someone else you could recommend?"

2} Ask if you can have a few minutes of the person's phone time.
Be prepared for this as a possibility when calling and have
your questions ready.

3) Do both: get a brief perspective on the phone and contact another
person.

F. Call the person to confirm the time, the day you will seeing him
or her.
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Page Two

IV. During the Interview

A. Bring written questions and paper with which to take notes.

B. Be prepared ~- know something about the company or the cccupation
so you can indicate what your level of knowledge is at the start
of an interview.

C. Feel out the person to determine whether you feel comfortable asking
guestions such as the following:

1) Personal feedback: "With my skills and experience (briefly
sketch if it hasn't come up yet in the interview), how do you
think I would fare in this occupation?" You may ask for more
specific feedback as well.

2) Are there other people you could recommend for me to talk to?
3)  Salary questions -- see other handout.
D. Be aware of your time contract. If you agreed you would need half
an hour, it is your responsibility to be aware of the time constraints.

If after half an hour the person feels flexible about giving you
more time, renegotiate for an end time to the interview.

V. After the Interview

A. Write down your impressions while the interview is still fresh in
your mind. You might have ideas for future contacts or unanswered
questions that you want to note as well.

B. Send a thank you note to the person. This is especially useful if
you think you might need to contact him or her again or if you want
to have the person remember you.

C. Keep a written log of all contacts, both phone calls and interviews,
S0 you can go back over them if you need to retrace your steps.
Also, if this research leads to an active job search, you will want
to keep in touch with these people periodically.
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SAMPLE QUESTIONS TO ASK IN A RESEARCH INTERVIEW

How long have you been working at this job?

How did you get this job?

“hat are your duties? What is a typical day like for you?

What parts of the job do you like the most? least?

Spend the most time doing?

What - is you educational background?

Is your educational background typical of most people in
your occupation? If not, what is the standard preparation?

( Here be aware that there may be levels of competence, responsibil-

ity within an occupation that is determined by educational
background)

What kinds of related work experience have helped you to develop
the skills necessary to do this particular job?

Could you describe how vour job fits into your organizational
structure? Who supervises you? What kinds of decisions can you

make on your own and which must go to your supervisor?
What are the possibilities for promotion within your organization?

Do you know what other kinds of organizations or businesses use

people with your skills?

Could you recommend someone else who is in the field that I could
talk to to get a different perspective? (Perhaps you are looking
for someone in a different type of affice or organization. You
might be fishing for scmeone who cdoes a different aspect of the

same occupation.)
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Describe your experience and ask for feedback: Do you

think a person with my experience could handle this occupation?
Do you think I would be challenged by this occupation? Do you
think I would be suitable for this occupation?

Decide ahead of time exactly what kind of feedback you need to have.

Salary; You could ask about salaries in the field, but don't

directly ask what the individual makes. What are the salary levels
in this occupation?
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NETWORKING
“Adapted from FORTY PLUS"

"Networking" is people talking to each other, sharing
information -- ideas and -- resources. In today's tight job
market networking will produce more job leads than any other
method of job search. Networking is the most effective method
of tapping the "hidden job market"” which represents about 75%
of the total job market today.

The reasons why a greater percentage of jobs are "hidden" and
are filled through referral is simple. It is a buyer's
market. The supply of labour is larger than the demand and
therefore employers don't have to take out expensive ads or
go through search firms and pay fees. They can simply ask
their contacts for recommendations. Only by networking will
you be on the contact list when an employer has a need.

Think for a minute who holds more cards in the search
process. Is it you or the employer? It is you, it is notthe
employer!

The employer has no systematic way of finding you. You do
have a systematic method of finding him. The employer does
not know you exist ~-- but you know he exists. The employer
has less data on you than you do on him, if you h?ve done
your research. The employer doesn't know what you can do for
him -- but you dol

SO put on your "detective” cap and take your magnifying glass
and become¢ a "job detective". Use your network to search for
information on jobs. Information comes to those who are
analytical, inguisitive and persistent.

(cont,)
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NETWORKING (cont.)

RULES FOR NETWORKING

1)

Y0u, FRIEND OF SUPPLIER
:iYOUR FRIEND SUPPLIER

2)

3)

4)

Define your job goal

a) Write a "Goal" statement. ie.” I want to use my
(special) skills in working with any (size)
organization which provides a ("Y") service or
manufactures (XYZ).

b) Focus gecgraphically.

c) Identify specific businesses that meet your goals
in that area.

a) Once you have defined your target run it down by

networking through people.

One way you can do it is to start with the target
company and think backwards logically from contact to

contact to you. For example:

Now you know you should try and ask your friend if he
knows anyone who might know a supplier to the company.

Never underestimate the value of anvone vou know. Your
barber or hairdresser may also have your target

company's president as a customer.

Be continually curious. Ask almost everyone your meet ==
at social gathering, in community activities, on the bus
-- what they do and who they know.

"Listen” == to what people say about themselves. Where

they have been. Who they have met? What are their

interests? Can they provide a valid lead for you?

{cont.)
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NETWORKING (cont,)

Don't be too anxious to press_peorle for a contact

Rather, ask first for information. Only follow-up when

-

the information seems relevant to your needs. "Do vou
know anyone I could talk to to find out more about XYZ
company”.

You may say =-- "Why would people want to give me a "contact?

I don't feel good about asking them when I'm out of work. I'm
probably only putting them on the spot™. Don't worry, people
will gladly provide contacts for at least five good reason.
Why? Because......

People love to give advice.

They reaffirm their membership in society. They show
they belong. They demonstrate that they have built up
contacts and relationships.

They know they can help you (and also the contact they
give you) with relatively little effort as "broker”.
They know their friend won't mind gaining a new contact
~= you.

Eventually -~ they recognize both parties will remember
them -- and thank them especially if the introduction
proves really beneficial.

HOW DO YOU NETWORK?

Start with your personal and business contact list. Your

initial list of contacts will likely come from some of the

following sources:

Your file of business cards.
. Your Christmas card list.

. Your personal and business phone directory.
. Past employers and employees,
- Your professional contacts such as your:

(cont.)
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NETWORKING (cont.)

- Lawyer
- Doctor
- Dentist
"= Brokers {investment, real estate)
- <(Clergyman
- Teacher
- Politician
- Consultant
Providers of services such as:
- librarians
- small business owners
- retailers

- insurance salemen

You can work out from these towards your objective. For

instance.

(KNOWN CONTACTS) £>(REFERRED LEADS)———>NEW CONTACTS)
(MORE NEW CONTACTS)<}—(REFERRED NEW CONTACTS) o1/

~ (RIGHT JOB)
v

Here is an exercise to help you start thinking in terms of

network connections.

Choose any two occupations and try to imagine how many other
occupations would have a connection with these original two.

For example:

OCCUPATION A ' OCCUPATION B
(pLUMBER] (INSURANCE BROKER]
t S — ] 1 ]
BUILDING CITY i [ CONTRACTOR |
PROPERTY INSPECTOR |

ASSESSOR |:

(cont.)
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NETWORKING (cont.)

The plumber (occupation A) could probably fiqq work with the
contractor by networking through any of the other
occupations,

Now take your occupaticn and your target manager's occupation
in your targeted companies and try to think of connections in
terms of the people involved. You are compiling a list of
names of people first and foremost, not companies. The people
will lead you to the companies eventually.

Everytime you make a new contact -- ask that person for
another contact. That way you should never run out of people
to talk to as you "network" your way to your job.

158
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5} NETWORKING ]59
.;% GOALS / PURPOSE
- 1. To get yourself known by key people or people who may be 'in contact wich

people in your field.

Lo
M

To obtain information about types of positions and specific work settings,
(especially helpful in career change).

T
(W% ]

To experience "climate" of a setting.

0 4. To develop job contacts.

o 5. To practice interview skills in a non-threatening situation.
igThose 6.

. ispecific

to you. 7.

STEPS TQ NETWORKING

1. Make a list of everyone you know who may be helpful in giving you informa-
tion about a job, or may know of job contacts.

- 2. Go to your local library or cateer service library and read about your
field, or fields in which you may have an interest:

ol

et R

a) Career Selector, CEIC reference books:
b) What Colour Is Your Parachute -- Bolles : excellent source on network-

£ ing and occupational research;
;é c) Material on professional associations and unions in your field;
) d) Community Colleges/Universities which teach courses in your field or

related areas.

3. Role play information interviews wich friends, relatives or a support group.
Be clear that your primary goal is to make contacts, boost your confidence, and
learn more about certain positions and settings, your secondary goal is to gec
a job.

4. Priorize your personal network list and begin to call people you know te ask to
speak to them. From everyone you speak to, get names of others chey know and
ask if you can use their name as a step in the door.

[

5. It may be helpful to send letters of introduction which explain who you are and
why you want an interview.

T
| —

|
LR ——
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When calling for an interview:

a) Introduce yourself and refer to your letter of introduction if you sent
one. 7

b) Tell them how you got their name. L

¢) Tell the person briefly what you want and why you want to speak with
him/her in particular.

d) Show an awareness of the person's time schedule. Do this in a sensi~
tive way == you need not be apologetic. Sometimes a lunch date or
coffee break time goes over better with a busy person. Also, be clear
how much time you require -- a half an hour is not unreasonable.

e} If the person is too busy to see you, you have a few alternatives:

. Ask 1f there is someone else the person might know of who would have
time to see you: "Is there someone else you could recommend?"

. Ask 1f you can have a few minutes of the person's phone time. Be pre-
pared for this as a possibility when calling and have your gquestions
ready. :

. Do both: get a brief perspective on the phone and contact another
person.

f) Call the person to confirm the time of day you will be seeing him or her.

Attempt to get informational interviews in companies/agencies/settings which
interest you from your readings, eg.parsonnel, teachers in Community Colleges,
people doing the type of job you are interesced in.

Join and atrend as many meetings as you can of professional/trade associations
which are in your field of interest.

. approach people who seem interesting and supportive and ask for an appoint-
ment S0 you can hear about cheir job.

Remember: Everyone likes to talk about’ themselves. If they feel your goal
is to hear about them or their job, not to get a job, they will
usually be willing to speak to you.

Wricte down your impressions while the interview.is fresh in your mind. Keep
a record of all interviews, dates, person, positicn, outcome, contacts sug-
gested.

Send thank-you notes to people who have seen you, especially if you think you
may have contact with him/her in the future, or if you want him/her to remember
you. '
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TARCETS

ALl chings being equal, the more job-seeking tecliniques used, the betcer

appropriate position. The following ways can

be used. They are not listed in any order of prioricy.

L.

1a.

L.

Newspaper: Place or answer an
ad in a newspaper.

Magazine: Place or answer an
ad in a periodical.

Read che "Professional and Trade
Association Job Finder" or any
journal relative to your

field.

Job banks: Use services chac
list candidaces for jobs.

Job regiscries: This is anocher
form of a job bank.

Clearinghouse of jobs: Use
employment services that list
candidates and vacancies.

Clearinghouse of jobs: Use
employment services set up

in conjunction with national or
regional meetings of professional
organizations.

Cold canvass in person. Call
on employers in che hope of
finding a vacancy appropriace
for your skills, personality,
and interests.

Cold canvass by telephone:
Call employers to identify
organizations with appro-
priate vacancies.

Union hiring halls: Use
employment services set up
by labour organizations.

Alumni office contacecs:
School or college alumni
offices may suggest former
students in 3 position co
help you. '

12.

13.

4.

15.

16.

i7.

18.

19.

20.

Public career and counseling
services: Use state employ-
ment and other public career
oriented services.

Private career and counseling
services: The fees charged by
these organizations may be more
than justified by the job search
time saved.

Employment agencies: These

may charge a fee or a percentage
commission ~ but only if you ctake
32 job through them.

Executive search firms: These
are "headhunter' organizations
retained by employers to idenctify
persons for specialized jobs.

Volunteer work: Millions have
begun their careers by first
gaining experience or a '“fooc

in the door" through unpaid work.

Part-time work experience:

A parc-time job may be easier
to obcain cthan full-cime work
and may lead to a permanent
position.

Temporary or summer work: These
provide experience and an intcro-
duction to the employer's organi-
zation.

Make your own job: Free-lance
work may ILead to self-employmenc
or a job wich an employer.

Join a 40-plus group: Mosc
cities have these job clubs thact
specialize in older workers.

Join a4 65-plus group: These
orypanizacions provide jobs and
orher serviges for senior
cicizens.
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22. Join a job search group:
Sharing job hunting ex-
periences can provide new
ideas and psychological
supporet.

23, Tell friends and acquaintaa-
ces: Most studies show that
friends and family are che
best single source of job
leads.

24, Federal job centers: These
offices located in major
cities, are a good source of
job leads. Look them up in
che telephone book (blue
pages) under "Federal
Government"”.

25. Computerized placement
services: Many organizations
invencory candidates and
employers by compucers to
make job mactches.

26. Social agency placement
services: Along wich
social services, many of
these groups now provide
job counseling and placement
assistance.

27. Membership services: Many
professional and other orga-
nizations maintain employ-
ment assistance programs to
aid their members.

28. Mail order job campaign:
Send out dozens or hundreds
of lecters to potential
employers, hoping to idencify
suitable openings.

29. School or college placement
services: Both currernt
students and alumni generally
are eligible for help from
these groups.

30. Association placement services:
Many professional and other or-
ganizations include employment
assiscance as pdarc of chetr
service program.

=~

162

Teade placement services: In
many occupations, an organized
placement pcoscam operates.

Professional placement services:
Use professional career place-
ment speclaliscs, pacciculacly
if secking a high-level job.

llotlines: Use these answering
services (many operate 24 hours
a day) maintained by communicy
organizacions or libraries.

Federal civil service offices:
Contact employment offices of
fedaral agencies in your areas of
intereast.

Provincial or city personnel
office: File for suitable
openings with agencies of local
governments.

Internships: Use a paid ot unpaid
shorc-term internship te gain
experience and make contact with
potencial employers.

Work-study program: Use a co-
operative work-study program
to gain experience and to make
contacts in a field of prime
interesc.

Networking: Expand contacts that
may help you by working with
peers, supervisors, friends,

and others.

Mentor: Cultivace an older,

more experienced person to whom
you turn for advice. Such a
mentor may take a special interest
tn your proper placementc.

Television job and career
announcement: Uon't overlook
ads placed on television for
employees.

Radio job and career anngouncements:
Many emplovers, with onumerous jobs,
use radio ro help solicit candidates
(or chem.
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42,

43.

44,

45,

46.

47.

48.

49.

50.

5L.

Bulletin board poscing: 52.
Check ads placed on career-
relaced bulletin boards.

Check Community College
Services. 53.

Check in-~house job

vacancies: Most progressive
employers now post all vacancies
for their curreant employees to
examine and, if incerested,
apply for. This permits

maximum use of upward mobilicy
techniques,

DVA job placement services:
All Provincial divisions

of rehabllitacion services
offer disabled persons ex-
tensive job couaseling

and placement services.

Former employers: Don't
hesitace to ask former
employers for help.

Fellow employees: Persons
who work with you might
know of suitable vacancies
in other offices or organi-
zations.

Personnel office counseling:
Many times, the personnel

office will counsel with you
about career paths or alter-
native jobs in your organization.

Religious leaders: Ofcen
ministers, rabbis, and priescs
know of potential employers
amang thelr members.

Library resources: Check Moody's
Industrials, the Fortune "500"

list, and other library reference
books for employment suggestions.

Overseas work: Major religious
groups and other incernational
agencies may hire for jobs in
other countries.

163

Sponsored Interviews: [f
possible, have perscns you

know set up employment contacrs
for you.

Milicary services; Enlistmenc
in one of the armed forces may
provide both an immediate salary
and job training in fields of
inceresc.
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THESE PAGES contain information
about over 200 jobs — and that’s just a
small sampling of the huge varicty avail-
able in Canada. There are around 7.000
jobs listed in The Canadian Classifica-
tion and Dictionary of Occupations
{CCDO) Volumes I and [1. (You ¢an find
both volumes in most libraries.)

We've chosen this sampling because it
includes: -

— jobs representative of the kinds of
work most Canadians are doing
— jobs people most often ask about in
cmployment and counsclling centres
~— jobs employers are currently having
the most difficulty filling.

This chart hasn't room for complete
informatian about each job. For further
dewails consult the sources listed in the
box on this page. Every effort has been
made to ensure that this information is
as accurate as possible, but keep in
mind that jobs — and the qualifications
needed for them — are constantly chang-
ing as a result of new developments and
advancing technology. In particular, data
in the columns Preparation, Projected
Trends and Wage Range are based on
the best statistics available at time of
publication.

. Job Title: This column lists the ;obs in

alphabeticai order.

Job Descnpnou. Outlines ‘the kind of
tasks involved in each job.

Working Condirions: Highlights.a few
factors you should consider. Some jobs
require detail work; others demand physi-
cal strength. Some jobs are entirely

- indoors; others involve working outside
“in all Xinds of weather.

Most of the deseriptions are self-
explanatory, but a few terms need ex-
planation: -

Lifting 00 kg means workers must [ift
that much; May lift 00 kg means employ-
€rs may expect you to be able to lift that
weight, if necessary. Manual derierity
means working with your hands easily

and skilifully; Finger dexterity means
manipulating small objects accuraiely

‘with your fingers. Spatial perception is
the ability to look at drawings or blue- .

prints and visualize how an object will
appear in three dimensions,
Preparation: Indicates the usual type of
training for that job. Com. college in-
cludes 2 number of types of post-
secondary institutions, such as CEGEPs
in Quebec, institutes of technology and
colleges of applied arts and technology.
Some trades and professions require spe-
cial qualifications, approved by the gov-
ernment or by an association; *** indi-
cates that certification, registration or
licensing is required in one or more
provinces. Contact your provincial edu-
cation or labour authority for specific
requirements. OIT refers 10 on-the-job
training.

Verbal Ability: Means understanding
the meanings of words and ideas, and
how effectively you can use them. For
ecxample, social workers and dentists
both need high verbal ability to com-
municate with people and to read about
new developments,

:; U“Iv-ﬂrh-*-gl]]l:ﬁ_ 3#] 1
,_,.. SEESTST H‘r. ):1{
= —\....J-\'
e

mpmmm-h%;

Numeric Ability: Mcans doing arithme-
tic and mathematics quickly and accu-
ratety. Cashiers need this ability at a-
basic level; chemists at 2 more complex .
level,

Projected Trends in Employment; Tries .
to look at future trends in employment
growth using the best information avail- .
able at date of publication. The pro-:
jections in this chart are based on con-
servative assumptions. 1 economic con-
ditions improve significantly, the pro-
jections will appear to have been low:-
however, il economic growth remains .
slow, the projections may appear 1o have .
been optimistic. Economic growth is one :
aspect of demand for workers in an!
occupauon others include expected re- |
tirements, deaths, occupational and.
geographical movement of workers and |
tcchnologlcal change. Demand for work-
ers varies from region to region and -
can change quickly. You can check the :
current siwation at your Canada Em-

-ployment Centre.

Wage Range: Covers pay scales for jobs. |
The column is coded because some jobs

are paid hourly, others weekly and stili -
others by annual salary. Incomes in cach
job can vary widely, depending on your

skill, experience and responsibilicy. Wag:s '
also vary according to geographic loca- -
tion and according to whether employ- -

ment is full-time, part-time or seasonal.

Code Hourly  Weekly *- Yearly
o Rate . Rate Rate
"A 0 -5400 (5160 0§ 850
‘B 5.00 200 10,500

c 6.00 240 12,500

D 8.00 320 16,500

E 10.00 400 21,000

F 12.00 480 25,000

G 14.00 560 29.000

H 16.00 640 33.000

I QOver 537,000 per year
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J08 JO8 PREPARATION
L] TITLE QESCRIPTION , CONDITIONS | ABILITY | ABILITY | TRENDS fRaNGE
! - ; —_—— s —
3 ACCOUNTANT Mass, sdminitlerns and dudits ICLOUNLAG Yy3iemy 10 Ot Oe Segeniary Prol sccounbng [ Abore Hign Moderaie Fu
|; recovds of ha €3 1311 and LAnCIal INANLMCHONS Givey Courses and average ncraase
hnancial sdvee our
Unreersidy ot Com
callege**
ACCOUNTING CLEAK | Keepe recoids ol inancidl I1ansachons, ergrms souhne [ Gedentary Gr 1012 Avetage | Average Senait T
- calculatmg, posting. 3nd Clewcsl dulres QJt decrease
E ACIOR/ACTRESS Portrays dramang 1ole [31308. mONOA (ucTure temectioh | Vanied | Tredtre ool Tatove Smal Vatied
1A0:0). 1eReartey pans leatning ines geslures. sng aclong OJT Com college werage increase
May g and danG e ophanal
ACTUARY Plans and davel0ps 0 IUranCe, dnnuily Shd oo raaon Tredentary T Univeraety ADOve High Small a0
DIOgrams Dy sirembiing and evaluating siatistacs, sels IMathemalcy} average nciease
Terms Orovisiony and premiums of pol<ies and on
contracty
ADVERTISING Plany advertiing program with stiechive and budge! i Secentary T University or High Above Small £
MANAGER ming, selects Media and Co-prdmates producton Com college prel i average ncrease '
QJT H
£ AGQRICULTURALIST Researcnes tne giowin. ganelcs and viabiity of plants and | Owidoars | Univerary High [ Hign SmaH TErn
1 smimals. and Ine Naluie and COMOOTION ol 10ve, deveropt [AQHCutlure} nerease
iy Drogrims ol propaganan and Conservation 041
AGRICULTURAL A331313 20ALyitur SIS 10 design development of 1esearch Stocping Agrcyltural College | Above Abgve Smalt EG
FECHNOLOGIST methods 4nd equiorent Quigoory fa¥1] average | average ncrease
g Some tish
;1 ARCRAAFT MECHANIC | Services. iepairs and overnauls airgrait engreey Liing 25 kg High wchool Average | Average Staple £
- Chimbing Apprgniceihig or gemand
i Cuigenrs Com college
Some rk Tees
AIR TRAFFIC Prowudes lor 1he sale. oiderty and eficient llow of aw Sedentary Hmgn scnool Senail E-l
: CONTROLLER trafist by dracting Jircrait 10 avoed calhions goud wEION T increase
1 oatul e
B oerception
3 AMBULANCE Givey emergency CAre 10 1ech of injured ca1sOng al Ine Liting 50 kg+ Special lraining or Smail EG
ATTENDANT scene of actgent of Hiness and dunng trantoon 10 hosoial gnmuuno Com coilege InGrease
L
roe ANIMAL HEALTH ASTISIE V@1 INA/1ANS and Othef Deolg33ronals wn the pro- Hard-4ye High sehoo Average | Average Srail C-F
TECHNICIAN winion of medheal Care 19 afimaly co-ordingtion | Com college Incredse
Lriting 10-50 kg { OJT
[ ANIMAL BREEDER Oreeas snd 141363 anmals lOr how iMprovemend of stramn Littng 50 kg Varad Average | Average Smal Self-
OF USe M SIDETIMental esRaICh Sioopng caciease emgiove-:
or 8-0
r ANNDOUNCER INIFOdUCES D/OQIAITH. lErvelws Quests. 4nd reads news Sedantary Com college ADCve Stagle E-l
Bullanns lor (adi0 4rf feiqvison Sroadcatiing. cotiongl, OJT rrerage damand
ANTHROPQLOGIST kgt COMBAratng stucues of INE Ofuin, develogment Cuidoart Uneeersty Hrgn Average Woderaie Fai
— and funchioning of human sociels and cuitures and mansy {AnIntopoiogy decreass
voiition, distnbutxon and phyacal chraCIefISCS, pos1-Qraq|
APPLIANCE SERVICE Rapaws Rousengld A00HANCES by duagnosing Mechanscai May it 50 kg Gr 1012 Average | Average Smali D-F
HI TECHNICIAN of wiectrcal layns snd re0dacing of remmIng Darrs. May Same nisk Cam college or ncresse
£ el new J0ChanCES. oJT
£ ARCHITECT Oesigns buikdings, davelops Oldr, soecrications and Climbing Unnersry Alree High Stapie Tt
G4\ aned JIEwANGS. EREICISES QENaTal SUDErVILON Ovel Qutooar |Areniteciure) or verage demand
CONYIMICion. Soecial trarnge*
ASSEMBLER Assembies s vanery of Garts of companents 10 mass Good vison st Small AR
E-4 Oroduce Oroducts, DErionms repetiine 1ashs 4t bench or on | Eye.hand ncrease
P assembily hng ComQrdinanon
t j AUDIQ/VIDED Aecords and reproguces DiIctures of ounds Oy use of Goog Mlms\g Com college or Average Small O-H
EQUIPMENT Clecirone equIoMent Iof 1aded and television roadcasling May it 23-50 kg | Specwl raiming ncrease
QPERATOR of Lor Mot pecture. LA0e and DRONOGESDN ©ecord Good vision
or oduchon Caolour vison
. AUTG BOOY AEPAIRER | Exarmwies and recains GCAmaged 1u10MObe Gohes: may Lifurg 25 hg Gra Average Smait D-H
*—3 Stragiven frames. reodw dents, weld, reglace party, Lyng Siooping, Norse, | Agoreniceshen increase
i aned SOrEY Nt Surlaces, Cust, Fumes b
' AKER Prepdres ngieduents Jnd Bakes dread, cakes 4nd soecially Litting 25 kg Gr 810 Averige | Average Stable C-3
DOdS MXHAING 10 reciDet. Heas Agorenicesiip or {epiwanal} agemand
} Soeme tisk [s¥) 4
) BAKER. JUNIOR Assists baker by distribuling supplies snd oroducts, ading | Lifing 50 kg Ge g Stable 8-
30 hibding Maghings, Cleanng equIGMEnt, restvng Sloooing Apprenisceship or damandg
AN, Krading, Curting ard Dakwg Gowgh. Heal QST
L Some
BARBERA/HAIRSTYLIST | (see Hawstylin] ,
- BARTENDER Mt &nd sarvers 4ICONGIC Devarages Slandmg Com colhege Average | Average Smail A-E ‘:
"3 ) Eye-hand ocotunal 1optonai) InCrease + Lo l
[ co~gecinahon | OJT ;
E| BELL HOP/PORTER | Carrees ustomens Daggage. by Rand of hand-Inse May Lifing 50 kg ot Sman A< !_
E3COM QUL (0 TOOMS, DYOVUIR WIIOF MU LGN, Cedneer Sicomng Increase * hipy
MELI0eY OF 1UN SITENGS. Balancing
H BINDERY wORKER Tends mactunes whah are uied m inding booka, Sedentary Apprantxeshig of Siable 8G
: i DR OIS, CATI0QUES Of Dukineasd rma. [27) gemand
i } BIOLOGIST Rexesrches and siuadnet INe ttruciore, Iunciron and Sedentary Unewprgrty Mgt Hegn Small Fe
E.- Geveiopment of all oM of kving OrganEME and vitad Some fisk [Brotogy) increase
Drocesses .
BLASTER Used expicines (0 }00%80 Ore # Mt (0 expiie WOF Liftrng 50 kg QJr Average | Avetage Smanl £G
i Mgtk 0 Of Q4s. 10 loosen rochs of SIymps & Quidoors b {octanal) | [oatxanal) ncreass
H CONLIMUCIon Hararaous
t BOILERMAKER Fabricates. atsemiies, erects, and 1602173 DONErS and Darls | Lifling 50 kg Gi 8-10 Aversge | Average Smail H-
for siructuces Made Irom steed Sicooing Aporentceship {ootwonal) ncrease
Hoise Bl
A mﬂ Keeps compiete recoeds of financial teanaaciong ol Sedentary Ge 10-42 Avarage | Average Staple T3
: SLlatiivnent Icommercail or {ootianal) aemang
H Coltege
i {
o - e, e SR S DR S | .

TTTeeans cericale 1eQuillALOA W 1L e nce nesged
QJT meany on-the 400 1fairung
Yy 13
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TTTMRans Cetrhic ale cpgrstigtian o e UALe nesided
OJ1 neans 0R-1R—100 1rging

408 J08 WORKING PREPARATION | VERBAL ~um5m?’ PACIECTED | waGg
TITLE DESCRIPTION CONOITIONS ABILITY [ agaITYy TREMNQS | AANGE
UAICK LAYER/STONE | Lays beuch, Concrete. or olher Fvoes of Durding blocks Lriting 25 kg Gr 810 Average | Staore oa
MASON and ruGtucgl tiles 1o CONSTUCT OF 8B walls, partligng, Balam:mg Appreniaship demand
atches ang olher siiuciures Soana bt
oeicephion
HUS DRIVER Operates bus o Iranspon passengers, may coilecl iares Some rak o Mogerale oG
ardl give change Good vision Soecul heence nerease
HUSINESS MACIINE | Operstes Oice machinery sUch 13 BOURRE 8Dy, tailing. My Ul \ONg | Gr 812 Average | Average Small CE
OFERAIQH Aading, coding. ANROLOCODYING, addressing and dupicaling ast tophgnal| (oononat ngregse
machings may pariorm glhar Qengial oo dubiesy
HUTYER Selects and Duys goods Bases decisiant on knowledge May liavel | High sehool Above Above Sianic ]
of inventgry. marhe! Irends and zos| Cam callege average dverige demandg
colwnal. OJT
CAYINET MAKER Constivcts wooden aricies such as hilchen cabinefs. Lefting 20-a0 hg | Gi 10 Cam colleye | Avelage Average Senait IN-E
store haiures and lurmilure lollowing specilcatigns MNoise, Duy aphonal Toviranal) wiCrease
usINg mOOdworking machines and handg iools May apply Fumes. Soanal Agpieniiceshig ot
weneers linishes and inmg percenton QJar
CAMERA REPAIRER Recairs and adiusis CAMErSS. mavie GroIecions ang oner Seoeniary Suecal ianing | Average | Aversge | Semall VO
chaleglaphse equipment. Gaod vision aur joononal) ncredse
CAHRPENIER Assembles wood progucts 1o erect buildings, lrames ang Lifing 25 &g Gr %10 Average | Average Small -1 -
other woud stiuclures Uses hand and powsr tools Kneehing Apprannceshig loptianal} snerease
- Same ouldwors | "
CARPET LAYER 1114l replaces and repairs carpeting Ctawling Apprenhceshio or Average Smanl O.F
Lriting 50 kg OJT, Com college ncrease
ophonal**
CASHIER Recerves cash lrom cusiomer 1n payment lor QOOAS 4ng May stand OJT Average Stadle 85
I8NVIGES, Qives Change. Operates Catn reqisted May bl 10 kg demand
CHAMBERMAID/! Cleans ronms and hails and makes beds in hote? of maiel Liting 10 kg QJT Small A-D
CHAMBERMAN mciease * hps
CHEF Prepares, Coohs, decorsins and anranges food, Plans Standing QJT Average | Average Sman E-
Ml and orders SUDCHIES, SUDRIVISES COORS Sr) Liling 2% kg Special travung nciease
utehan slal Heat
CHEMICAL LABORA. Sels v and CONUCIS Tesls on Drocessas And progducts Some nisk High school Aversge | Average Smait E-l
TORY TECHNICIAN Medtuies reactions. ansivies the resuils of experimenis Cam. coliage . nerease
40d reCords dals. Prepares reports. .
CHEMIST Conducts chemicat exoeriments and ansiyzes for quality Varieg University ADOve High Smail E
OF DIOCESS CONrGl o 10 deveioD new praducts or knowleage. {Chemsiry) avarage Increase
CHILD CARE WORKER | Cares for childran of infants in hosorlals, S&hoots. Goad hearing Com college Average Moderate E-F
defantion Centres of group homes, e1c. ASSists kg i Linmg 25 xg ngcrease
develgDing appropnate physical, psychologicl and Sloaging
inteltectual growth pamerns, Kneeling
CLEANER Cleans buildrng intersors, turaighings, and equoment; Lifng 10 kg QJT Smait AF
waihes wiiows, oflen KNOwn 45 JANOF Charoerson, Stoamng nGrease
wHNDOw Cleaner Climoing
CLERIC IMINISTER, Canducts services of Dublc woIsnID, marniaws 1ahgious Vared Soecie! lraining High Average Sianie Vanieg
PRIEST. AABAI, #ie.) Iradibons, may suparvae relwous educalion, orovided Ohen mnciudes demana
individual and farily counselling. unvarsity
CLEAK TYPIST Tyoes and perfonme genecat ¢lercal work, Sedentary Gr. 8-12 Avarage Smari 8.k
Manuai gextenty | Typing decrease
CODING CLERK AS3QNS J0DODCWLE COTRS 0 INKrMalion in fecords and Segentary Gr 8-1Q Large C-E
180013 }OF use 1n key DUNCh of oiher dals Entry process T decrease
COMMERCIAL ARTIST | Crarales flustrations and designs lor reproductson in Sedentary High sehaal Average Slatte C-t
fewinaners. bOoUS. of Other DuUBICIONS, posters. LIgas Soatal Com. college ot dJemand
of tuliboards. pefceplion A schoot
COMMUNITY Oevelons programs and plans to control and gude Spatal University {Urban ADdve Above Smail Ed
PLANNER communily development or rengwal. perceaton planning), QJT averzge | sverage decrease
COMMUNITY- Qrgamires and works with agencres and Qroups 1a meet Vared University High Average Staple C-H
QRGANIZATION soCi needs of commynity {Social Work) dermand
WORKER Com_ college or OUT
COMPOSING ROOM Qoerates 3 vaniety of typecashing machines inchuding varies irom Ge tQ Average Stable [o31]
QCCUPATIONS hinalyos. manofyoe, ohata and comouler Iypeseting sedentiry to | Agprentceshio demang
equipment hling 25 kg
COMPUTER Ooerates and Controis COMPULET 10 process busnass, Lifig tO kg High school Avarage | Average Staple [
OPERATOR Cienii, enginearnng of other data, . Cam. college. OJT damand
COMPUTER Wriles orogram in computer lznguage 1o provide required Sedentary Com collage or Above Above Smail O
PROGRAMMER [1ee Cata lof Maragement (O rasoive bUSINESS, ENgTreerng of University (Math or avirage [ average ncrease
110 Systems Analyst) scientific probiems, oC:“o‘_mmuer Science|
CONCRETE FINISHER | Smoaths and Tinshes Turtaces of ooured concrete {loors, Litting 25 kg Adprenbeethis or Smait o
Idewalks, curtes, and other concrete sruciures by maching Stoopng QuT Increase
o Nand. Noise hiad
- CONSTRAUCTICON Asz11L5 Iradesmen 0N coNSITUChHon tre by koading, Lifing SO kg + oJT Smait O-H
LABQURER URIGAGING and MOving CONSIfUCTION Matarals, erecting Noise, Dust nCrease
scattolding, shoveihing and maoving eanh. Some rish
. . Seasonal
COOK Frepares and cooks foods in hatels, clubs, feslacrants, Standing G¢ 810 Average | Average Smalii C-F
and athet esiadhishmants, Liting 25 kg aﬂ?unhcesh-n of {optorail| (conanal) nciease
- Heal hake
COOKS HELPER Heips cook in prananing food, Liling 25 kg oJr Smait a-E
Heat nCrease
COUNSELLOR ASSISIS wdnviduais Of ROUDE M eduCaonal of Career plannng, | Sedentary Com cogllage or ABOve Averige Statie O
O pErsont and 30cial development of COMMuruly services. University average demana
COUNTER ATTENDANT | Serves tood 10 cLsiOmars af counter Suanding [+ ¥} Smail A0
Lifing 10 kg nCiease
CUTTEA, MACHINE/ Uning elecifne culer of tCissors, Culs lewhies, wather, o Liftting 10 kg Gr 4 Small C-F
HAND lur, lolkowing partern oulline 10 form pas 304 artclag OJt increase
QATA ENTRY CLERK OQcerates keyboard (0 enter dats 1010 compurer Seaentiry Ge 10=12 {typing) Average Small C.E
Finger aettenty | Com cotlege Increase
Special rqiming or
oJr ]
—— - ———— e e e e ———— s e ) L em - !
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Joe JoB WORKING FAELPARATION VERHBAL [ NUMERIC | PROJECTED i WAGE

HTLE DESCRIPTION CONOITIONS AQILITY | ABILITY TREMNDS | RANGE

DELIVERY PERASON Calivers orders 1o customers: 10ads and unioads mas Litiag 25 xg oJr. Small -|' A-E
chindise, may drive vehicle Stooping Increpse |

BENTAL HYGIENIST Ezamines teelh, parlormy oveveniive trediments including Standing Com coliege Average | Avetige Small E-G

. waling ang oohshing, under the supervitson of a dentist Good Vition e 100ligndll | {ooignal) inCrease
Finget Dexlenty

CENTIST Dragroses and lreats diseases niuries and mallgrmaligng Good vwiagn University High AbGwe Lmalt 1
ol festh Qums. and bone siructures, preiGises and Spatal {Dentisiry| avetage InCrease
sdminisiers preventive procedures oercenhon

_ Finger dertanty

DEARICK WORKER Atsembies and dismanties ol and gas well oning T Tl Uning S0 g oJT T Uncertan (7]
equipment at site. Movse, Dust derhand

Quidoorsy

_ Hazardous

DESIGNER, Craales dexgns ior & wide variely of manulactured producis | Good vision Cam college or Above Averige Small Varied

PROOUCTS $uch as lurnilure and furnishings tertite, ponery handbags, | Spatai Soecial asming average nCiease
hoes. snd DACRAgING Comainars percealon

} Calaur vision

DIETITIAN Prans and direcis lood services piograms Educales, Lifing t0ag Uneerniby Avove | Above Senail i E-1
rEsEdrchal and counsels regarding Aealin and nutnhign average average nerease |

OI15C JOCKEY Intreduces, selects and playy (&corded myse of tadio of Varseg Com colege ar | Above Average Slable Vared
olher audrences. Techmcal knowledge af recanding Private school of average | {ophional) demand
squipment may be required. QJT .

OQCIOR Exarmines palients, disgnoses ailmenis snd preacribes Vatied University High Abave Slable 1
medical lreatments lor various disesses and draorders of . {Medical schoal) dverage demand
Ihe body and mind. Specralrzations may inchade derma- 1 yr interngrig™*
ology neurology, Obsielngs, 0oihaimology umgary: Scacralisi Haining
pediaitxs 3nd paychialry foolonal)

DRAFTSPEASON Prepares accurste warking plant and drawings from Sedentary Gs 10.Ge 12 prel, Average | Above Small [P
shelches of notes. Specislized areas wnciude archilectural, Soatral Com collage of {ophanai) | average decreise
viomotive, Canograpig, product snd mechancal drafting, percephon Appraniscesnip of

Good vison aJr

ORILLER Cperates a variary of dniis 10 lacilitate Ihe v of espfosivas | Lifting 50 kg QJT Smail Vatied
M uNGEIQIound OF SUrfICE Mirkng $rg On COMITUCTon Nae, Dust NCIe3se
Droieets. Same rish

CRY CLEANER Dry cleans (by hand or machine| apcarel and 1wmshm?l Liling 25 kg Gr 10 Smali B-E
vaing knowledge of cleaning processas, fabrcs and colours. | Cust. Fumaes aonfenlacurun o incraase

Heal JT
DRY wall Cuts, fils ang applies piasterboard 1o celling and intenor Lining 25 kg Gr 10 Averige Small E-l
APPLICATOR walis of buildings, using hand toogls. Climsing Apporenliceship of increase
. Dust oJT
Com college optonal

ECONOQMIST Reseaches and analyzes eCon0mc dali, (fepares eslimales. Sedentary University High High Smat []
lorecasty snd rapaoris on the Dasis of past and cunent fretds, {Economics) ncrease

EDITOR Selects, prapares and examines wiitten matergl W Sedentary Com college of High Average Smail []]
DuBICIION OF DrOaTCASE, DLaNT. SUDBrvISES snd Co~Ordinales University ncrease
sclontsgy of workers, {Enghisn/Journalssmi

ELECTRICIAN Lavs ou, assembles, instaits, and maintains electrical Lithng 25 kg Gr. 10; Gr 12 piel. Average | Average Small E-l
wnfing and ather ralaled equioment o resrdentual, Some rigk Agpreniceshio nciease
commercial and indusirg! estabirshments. Colour vision haad

ELECTRONIC Buikds, 1eals, recairs and modifes secironc equitment LiHing 10 &g High sghool fmimn) Averige | Adbove Small o-H

TECHNICIAN follgwing lechrical instructons srd %Mdedw of Some nsh [Electronwes) (opiranal}| average increase
etacironic theary (see Siso Enqinetring ang Calgur vision Com college torel )

ENGINEER Plans. designs and GEweloDs eQUIDMEn], machines, Do~ Varred University Abowve | Figh Small 3
ducty, systams and orocesses using screntilic and Spatial [Engineernng) avarage ncrease
ENGINERTING DANCIDINS. Soecialues according 10 disgiplines percephon b
wCh 83 adronsubcal, elecirical, chemecal, crwl, mechanical
and miming.

ENGINEERING Designs and develcos products. sysiems, and vent Varied Com. college Abaove Above Smail 3]

TECHNOLOGIST upineg i ledge of engineering, e, malher | Soatal iversge | average increasa -
and drathng Gesign orinciples. oercaphon

FARMER Qperites larm of ranch 19 tane Ivistock o crops, Lifing 50 kg QJT or Average | Average Small Vaned

Cutdaors Agricultural college decrease
of University
{Agnulture}
FARM WORKER Assists [arenes in Qrowing crops and rausng vestock. Lithing 50 kg oJT Slatle AsE
-, Slooping demand
FASHION DESIGNER Cruales, desiizs. and prapares Saneint k¢ new styles Good vinion Com, college of Aversge | Averzge Staie -l
af clothing. Shelches fashon ess and transiales Ihase Soatial Soecial raining demand
inld scale Jrawings and catlerms, perceplion [s¥) g
Colour vision
FILE CLERK Filss papers, documents and other data accarding 10 Standing Gr 812 Average Moderale A-D
liting Systam, . Stooping [eN}] decrease
FIRE FIGHTER Protects lile snd property by fivg and ™ ing Physically it Hegh school Average Small E-l
lre, Climting Special taning Increase
Hazardaus QT
FISHEAMAN/WOMAK [ Calches lish and shelllish using nets, hooRs, rac, Lifting 50 kg oJT Small Vareqg
dredges of dragging Spparalue. Balancing decraate
Some risk
FLIGHT ATTENDANT Grvas Darsonsl LarviCes 10 CASEENQeTs 0N awtngy; Physwcally fit anxh whoot Average Slable EG
enplais use of sifety equipment. terves lood and drink, Noise aJ demand
muwusiers mnor medicai sid. Heght/waignt iMay have lanQuage
reQuitement requitement}
FLORAL ARRANGER Airanges llaral decorations, such a8 BOuQuEls, CoTsages. Liting 10 ng Corn college or Average Small A-E
and wreaihs, Mgy sail Finger dextenty | OJT {ontanal) wcrease
Calour vision
FORESTER Studies. develops, and conirons iorewl Lnds and resources | Liting 10 kg Unrweruity High High Senall O
for econom, recrealional and ecolQ«Cal Curposes. Quldoors [Forestry) ncrease
Sormne rigk
FREIGHT HANOLER Loads and unicads ships, mtm Iruchs, rad cars and other § LiMing 25 kg oJT Stabte [
ransparmahan conveyances 18185 +Qurpment 10 Quidooers demand |
- s1emple, pile and store QoOdE _I ;

“*tmeans ceriligile regitiralion of beence needed
0QJ1 means on-tne-,0D 11inng
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“ttmeans cetlilicale, reQisiahon gf héence negeded
QJT means on-Ihe-4aD Haining

i
flel:] 108 WORKING PREPARATION VEABAL | MUMERIC | PACJECTED | waGE
TITLE DESCRIPTION CONDITIONS ABILITY | a8ILITY TRENDS i RANGE
FURNACE QPERATIOR | Conirols and operates lyrnace 1 loundry 10 melt metal Noise. Fumaes Gra Slable EH
Hesl Some rsk | QJT demand
FURNITURE REPAIRER | Aemgves worn Lilir and gadding from lurmiture Iramey Limng 25 kg Com callage of Smail cG
{and REFINISHER) -~ Aepavs of repiaces springs snd lrames Aelinnies oo Dusl o nCIease
‘suraces Ae-unhoisters lurmiiyre Fumes
“FURRIER Uanes, ailers. restyles and repairs lur coals Good visian OiTor Semall TTEWT T
Colour visian Com college ncrease
GEOGRAPHERA Siudies e distinClive 3nd GYRAMC CRATECIErincs of areds | Way lavel Umiversity High Above Staoie | £
of 1he earins surlace and ils nhaoians Relates and wntern tGeography| wverage dqemand
prels itgrachan of Mman and fig esaviranmaent
GEOLOGIST Conducis retearch into nalure and histary of earth s crysl Lifing 25 ng Uriversity virgh High Siable B4
10 Cuvai3D pachCal A0pICAHONY 1N Mingtal esplailalion Cuidoars 1Gealogy! demand
and engineeding Myy iravel
GLAZIER Cuts. M3 and 1nslails glass 1n wood and matal irames in Litng 25 g Gr 810 Average Smait [N
buldings and furnilure Some nish Apprenliceship or nCrease
QT
GRAPHICS PASTER Arranges and mouniy copy materdl on pacer 10 tarm Manugl Hign school Average | Average Stable | G
comoleled Fayoul. ' aexienry Com college, OJT demand
GROUNDS XEEPER/ Cares tor pudlic and phivale property By olanbing, cullivating | Liling 25 &g Q4T or Smail AF
NURSERY WORKER and mamnlaing grasy, irees. sAruds and Howery May work Sicoping High schood nCrease
n reenhouse Quitgoars Com collage
HAIRSTYLIST/ Cuis and sryies cuslomer 3 haie, may do peimanenis, Stanaing Gt 9 Average Smail A.E
BARBER calourng, inaves. sShampoos oF sCalp treatmenrs Agpienhcestup of ncrease + Lips
Special ranung***
HEAVY EQUIPMENT o] heavy cof v eqQuioment and (hew Lifhag 25 kg Gr 910 Smail (3]
QPERAIQA Mschmants 10 excavaie. move, 10ad O grade eanh and Culacors Agpreaheesnip norease
Sumular matanaly. Narse, Dusl Cam college
oglianal
O ===
HOME ECONOMIST Fromotes home econQMCS IMOUGh (asearch, analysa sand Seaentary Utuversily Abave Above Small €-l
consumar educalion; provides adveca in lamily heaith, [Home £g.) average | average increase
rasitihon aod weitare.
HORTICULTURIST Conducts expenmants 1o develog new of imptoved warrelset | Lifling 10 kg University Above ADOve Semar O-H
of frud. vegalaties, lowers of Irees, Inveshigates problems LAGHCUTure) or averaga | average INCresse
of production, $10rage and processing. Agrcultyral college
or Com college
HQST/HOSTESS, Welcomes palrant, seals them at 1adbles of 10 Qunge and Liting 1Q kg ot Small A-0
RESTAURANT enzures quaiity of servce. nciease
HOTEL CLERK Greets and regrilert guetis. answers enguines Standing T or Average | Average Small A0
Cam. college nereise
HOUSEKEEPER Kewos privale homes clean and orderty, cO0RS And serves Lifting 10 kg oJT Smail A-D
meals; gives Dersonal terveces 10 family members, Sloapang INCrease
INSTRUCTQR, Teachas pusls 1 Grive aulomaobiie. Some nsk Com. coilege or Average Small O-F
AUTQ DRIVING Good viswn QT ntlease
INSTRUMENT Intialls and servces mdusiral and sSwentihe osiruments Stooping Apprenticesivp of Average | Abowve Small O-1
REPAIRER 1hat measure, record of conltol presture, fiow lemperature. | Good vision GCom college {gptienal] | average nGreass
malion, lorce and chemal composItion.
INSURANCE Mspects miured DIapeTies 10 evaluale condilons afecting | Quisae High school Average | Above Small oG
INSPECTOR undeérwniting standards. Develops and promoles atety May 1tavel Soecral training average nerease
DIQQramYs. QJT
INSURANCE SALES Sells liie, endowmeni. tue, Jcordent. ang olner Types of Quiswde High senoal Average | Average Siable Vaneg
AGENT INLYANCE 19 Cliants, May iravel QJTe demand
INTERIOR DESIGNER/ | Desig enars by pl. g OF arranqing turmiture and Liting 10 kg Cam college or Average | Averzge Smaii C
OECORATOR pecessonas for residential, industnal of commercial Colour viion oY} 4 I ease
e3120hshmenls. eslimates COSIS And Materialy; (eCOMmMends
PUrChASes.
INVQICE CLERK Calkculales amounts due from purchase orders, xales chels | Seaentary Ge. 10 Average | Abowe Small B-0
nd charge slips, types invowes and tits of Liding, oJT average decreass
IRON WORKER Ruises, posons and joint prelsbricated wnactural metal Liting SO kg Gr 10 Small M.l
pans By balting, sCrewing of weiding to form and repair Balancing Agprenlicestup of increase
complated Iramaworks 1of Duldings, Bnoges. Lanks. alc. Qutaoors Qur
i Some nsh e
JEWELLER Designs, labricates and repairs preciout and semiprecious | Good vision Special tmnmng of Avarage Small C-5
v reweilary using hand tOols and Machines. Finger dexlery | Com. college or wnerease
Eye-nand Agpientceship
CO=0r dinaison .
KITCHEN HELPER Keept MiCHhen work ares Cladn, washes dishes ang ulenuils, | LiMing 25 kg OJT Smail A-D
may prepare vegatabies. i Cleaniinesy ncrease
LATHER 1N cOnsiructran of FEpaIr Of walls, InL1EI18 ING TR Liftweg 25 %9 Gr 7410 Smatl E4
backing on which plasier, lireorooling of scoustcal matertals| Chmbing Appreanhicaship incresse
are appived. .
LAW CLERK Researches lagal tecords ang documents in ordar ta Seaentary +High school Abche Average Stable [=%5]
repary brwel o ArQuments; ke DS doCuments, Tiles ang Cam_ college average demand
CONRSOONGENCE ON Cases. aolional
LAWYER Prepares and pleeda cases in courts of juste, draws up Sedenlary University Hwgh Average Sman EA
fegqal documents, adwises chwnis and DAt it Other May Iravel {Law school} oecrassa
aspects of Liw Arsclg™™
LETTER CARRIER Calivers mas on es1abhished route. Liftwng 25 g Gi 8 Stable F
Quisoon [+¥) ] demang
LIBRARIAN Develots. otganues and mawntaing & collecton ol Lbrary Sedentary Universiry Above Average NG change E-l
malerizis Provides relsled advisory services LiDrary 3Cience) dverage lopteonal)
LINEMANAYOMAN Consirucis and manliing et al power ings and Liftvng 25 hg Gr 10 Avarage | Awerage Smatl Fel
JssoCialed squipment Chmtnng Apprentceshn toptwonal) decreass
Some rish
LOCOMOTIVE Qoerates locomolive [0 13NSDOMT passengers and limight Liting 10 kg Gr 10 Average | Average Stable [
ENGINEER G visson T 1ophionally lophonal) | demand
LOG GRADER Grages 10gS 3t HOOMING ground. MiIDOND Of IN [Ne wOOTS Liung 10 kg Gra Staole FG
Cam callege or demang
QJt
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408 lJos { WORKING | PREPARATION ~ | VERBAL | NUMERIC | PROJECTED waGE
TITLE DESCRIPTION : CONDITIONS | ABILITY y aBILITY TRENDS RAMNGE
LOGGER Fellt liees. trimi branches and stacks 1693 18 logging l Liting 50 &g | Com coltege : Staole 1Ga
qperatn. Noue + aptronal demand |
[ Some nisn laJr
MACHINIST * | Sets up and oerales various types o matal euiting and Lilfing 25 kg 1 Gt 10 Avecage | Average Mogelite | B
grinding machines o close tolerances, his 4nd assembles MNowuse ApprentCceship tophionai) nCredie
£arte 19 Make OF repail Mechanismy 10015, or machines ! Sarhe nith
Kngwledge of matailyrgy and bivepninl reading ! Finger destenty ‘
! Sgaual |
) pescephon | [
MACHINE SET.UP Se13 up and operales vanous machines 10 shape matat 1 Lifting 2% kg 1Gr 10 Avetige | Average Smali 105
QPERATOR WIO parts of products ta specilied dimensions. j Nouse « Com coilege | loonanal} l nerease {
+ ophanal. QJT ' | |
HAIL CLEAK Sons ncomng mai lor distrigulion and dispaiches ouigaing | Liling 35 kg 1 Gr 10 1 Staote ! AE
mad i 1 O3 [ aemang |
MAINTENANGE Maintaing sendental, commescial or industnal etlablish. FLiling 25 kg |Gt 8 1 Smail B-E
PERSQN (BUILDING) mant Mikes minas repaIrs and rencvahions | Some ourdoars 1 OJT I | | ncrease
MANAGER Plans, arganizes, dwetts and CONItcis [Ne achivities ol an Vares T3 Com coltege o Apowve | Above | Smail E-l
oiganization, JeDRNMen! of ranch: dulies vary sigmbcantly ! University averige | average i mcrease .
wifun difigrent organizations ! [Butiness admun } 1
1 QUT
MARKET AESEARCH Researches market condinons i 10ecilic areas lo determing * Sedeniary V University Hign High Small N
ANALYST ensiing level of sales lof paricular oroducts and secvices, | | OJT ncrease
and 1o a3sess polenindl Mmacael and fulure rendy, i | I
MATHE MATICIAN Canaucis 18542/EN inio mahemaical CONCEDts, Devatons | Sedentary T University High Hign Stable P
weas 1ot apoheation of mathematict 10 diverse helds. May (Matnemancs) demand
1RFve 83 SIVISOF OF CONMUITANE (o redaarch Dersonnel.
MEAT CUTTER, Cuts snd Deaparet masl [dr markaling using tookt SUch 4 LiHing 50 kg Gr 10. Smail O-m
RETAIL sdws, Cledvet and knives, Packs oroducis May wrap and Sloomng Apprenicestin decrease
wigh Meat lof Cusiomers and collect paymend lor sales. Odours Com. ¢cailege of
Spanai T
cerception
MEDICAL- Periotms 8 varety of medical laboratory tesis, procedures, Liting 10 kg High school Abgve Above Small E-l
LABOCRATQHY apatiNentt and analyses lor the disgnons, Ueziment ana Good vision Com. college or vrage | average increase
TECHNQLOGIST orqvenlion ol disease. . Soecuat lraining )
METHOOCS AND Conducts studies of org ahonal 1 €%, meihod Sedenlary University Abowe Average Moderale €4
PROCEQURES sysiems and procedues used 10 45515t Management in QT average ncrease
ANALYST opersting wilh greater efficiency and eHeciveness. H
MILLWRIGHT instails, repans And MAINTINE machingry and mechan<al Liiting 75 kg Gr 0 Avarage | Average Small €
{(INQUSTRIAL MAIN- y 1 Wy i I plants; hnowiedge of metallurgy Sloeping Agpranliceship nCiEase
TENANCE MECHANIC) | welding, stectionics and blueonnt reading. Spatiat e
percenion
MINER Coerstes machines IMal cut and remove minarals, walle Lilting 50 kg QJT or Slable E-H
of $imilar malefals in undergreund and open pil mines . Slooping Apprenhcesnip demand
Of Quaitus. Nose, Rish
Haaith
Ceruilcate
MODEL Madeis 1asnons 10 demonsicate garmen! quatity style and Poise QJT or Avarage Small Vared
degign 1ot designer, sales personnel, snd cysiomers al Good groeming | Soecial 1zaining increase
howy and rdtait establahments May pose for phalographt. i
MOTORVEMICLE Repaws and overnsuls sulomobiles. buses. Inecks, and { Lilling 25 ng Gr 10 Average | Average Smail [
MECHANIC olhat wehaches. i glonnmg ] Apprenticeship™™ {ootranal) increase
. I Dirt
MOULD MAKER Hakes moulds and models Gut of metst, wood. clay, plazte | Lilting 10 ug | Gr 10 Averags | Average Small C-H
and plasiar iof use in (M manufacture of products. Mas a Heat Apprenlicesng increase
kngwiedge af blusonint reading and metsilurgy
MUSICIAN/SINGER Mays inslrumants of ungs 16 entgriam, Litting 10 kg Soecial lrairing Avarag® | Average Uncenain Varieq
Good hearng and expenence demand
NURSE {RN) Provsdes nursing care 10 patianis in hospilals, nurung May lift 25 kg Com. college or Abcreg Average Small E-H
homes, and dociors oftices. Good hearing University*™ Iverage increase
NURSE S AID/ Asusts with carg of saiected palients, Periorms duties such | May [l 35 kg | OJT Smail 8-E
ORDERLY 13 Ba{hing, dres3ing and ransporting pariente increase
NURSING ASSISTANT | Provides cate 10 palints By perionming bedsde nursing Stooping Gr. 1012 Average | Average Smad a.fF
[ANA} Tunctions and reorting obisrvalions smd 3YMOIDmE under Liiting 25 kg Com, coliege or (L1511
supervision ol 8 tegisiered nurse, Soecial training*** .
OFFICE CLERK Periorms cledical dulwes Such as COOYWY, Compiing, Sedentary Gr. 10-12 Avarsge | Average Smail A-F
tacordwng and processing intormalion. May like, sor mail. [Commercuai} {ocuonal) | decraase
prociss accounts, deal weth publet. pperate businass [+5}) .
machngs of tyoe. .
QPTICS TECHNICIAN Grinds and polishes lensas and assembles them in irames, Finger dexienty | Gr 10 Average | Average Smali C-F
Spatal Agprenticeshio or ncresse
cerceplhion Com college
. OPTOMETRIST Ezamines patrenis’ ayws 1o delerming vitual eflcrency. Sedentary Unrversity Abcve ADove Smait 1
N rescrbes Correclive glassas of contact lenses, Good vision {Oplomatry)* average | dverage deciease
OROER FILLER Fills Customers’ orders, marks prces ol merchandise on Lifing 2% kg Gr8 Average Stable AE
ordar orms. Sloaping a4y demand
PACKAGER Assembies cOntainers, covers aticies or goods wilh Vareg Gr @ Modarsie C-F
rotective materals, cleans and closes cachages May tand [s¥) § o incresse
SachinNg machine,
PAINTER/CECORATOR | Puwnis mienor and exiernior surlaces. May 1150 apply May hi1 25 kg Ge 10 Average Slable C-H
wailpaper, Batancing, Fumes | Aporentcesiup or damand
. - Colour vinion QI
PARCLE/PROBATION Supervises ihe condilvonal release of probdbon of juvenile Sedentary Unrversity AbCres Aversge Slable EG
OFFICER of adufl oflenders [rom penal of relom instntutions, . [Sociat scrance) averige demand
PATTERN MAKER Makes oanerns jor garments and voholstery pans. lok Lifting 10 kg Ge 8 Aversge | Average Stabte oG
{FABRIC} lowing skeiches, sample ariclies and design soecilxcalions. [sX}] demandg
PHARMACIST Compounds and disoenses drugs and oiher relaled Liting 10 ug Universiry Abgve Abrve Stable Gl
DFEDAALONY $CLOrdIN 10 dOCIH 'S Seeseripions, [Pharmacy)*** wverage | iverage demand
PHARMACY Compaunds MmediCines in bulk, pertorms nventory control, Sedenlary High schoot Average | Average Smail C-F
ASSISTANS SCING afd records mainlanance funclions unter direcion | Good visan Com cotlege lophonai) . NI ase
al pharmacist

Mmedny cerlboate 1eQistiation or icence needed

QJT means onthe-00 trammng
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JORA 408 | WOHRING iHEIAHANOH YERBAL | HUMERICI PROJEC‘IEO NAGE
TITLE DESCRIPTION { CONDITIONS ABILITY ! agiLaTyY ' THENDS CRAaNGE
;¢ PIOIO-ENGHAVER HManey malal printing atates of Wiustraleang ang athet cooy Liiling 10 ng Gr o bverage | Average  ; Glabte TOTFa ’
¢ ; wodibes finhes and ienavs prales using hand 100ls and Fumaes ot demand !
¢ $0iul+ons Cotgwt wision !
PHOTQGRAPHER - Qtatraies & CAMENS 10 1a0e DNGIOYFANNAS, HOCESLEY €200%ed | Lilfing 10 %g | Com coltege or Average | Avarige Slaole A
E Lim_ aoplying knowledge ol camers capabilibvey and Colaur vision Soscial taming gemand F
E 241The LOMDOSION Spanat
1= e epbon !
xd PHOTOGARAPHIEC Proceyses eaposed bholograghic. still and molion piclure | Lrlimg 10 8g i'f'p.emu.nmg - Siable K3
PAGCESSOR Tim Foligws process estaohshed by lim manylaciurer | 1oJT ( demand ;
PHYSIGTHE RAMST Plans and carnes aut 0rograms gl phys:cdl trediment as ung 75 ug T Univeraily ADuve | Axerage Smalt TEGT
detecied By DhyliClan 1D FERIAiIe it ed ar disabled + Hlouning | (Physiotharapy) average | increase |
{ perions | mlmmh:o"' | 1
1} PILOT (AIA) Fhies 2UDlanes 16 I1In100M Gassengers mal and lia-ght Good wagn | _.oe:ul Taming Above | hvetage | Siadle TEa T
= Good beanng | Q4= avarage | , demang. i
PLASTEREA Aophes OlasIer 3AG 31LCCD 10 nterar walls and cebngs | Liling S0ag | & B1D Tt Reerage ! | Small VE
1o groguce finighed surtace Clumnmq [ ApprentfeCcesng o tophanall | o dectease :
i3 . Batancag Dust | QT+ |
PUABER [ 10414114 and repdifs pioes, lirfuids 4nd hings used for I Timing 50w~ 167 %10 | Avarige r Average Smatl TEA
waler handuhion and wadle disposal acLording to locat { Lneehng Apprennceshg ionl-onall Wwteate '
i . | olumesng coges | Sume nge wes , |
POUICE GFFICER Enfarces federal and Drowncial slalules. mumicioal laws | Fhgn 115k Tiigh schoal Average | Average | Smal £l
. and requlabons, arresis veolalory Goad viuan Sueceal baning ncrease
. Height! megnt
P reQuuemen
s PRE-SCHOOL Qrganizes and lesds activihies of preundarganen chilgien Sedentary Com cotlege or Average Small E 8-¢
TEACHER Y NUITErY LCAOOIS And dayCate Centies University ngrease
{Egucaiian), i
3 PRINTING PRESS Sei1 uo and cperaies Cylinder, platen. Ilal-Ded, rolary Liting 2% kg ApprentceIhup or Average Stanle 0-1
i QOPERAIOR OHLH-hinG, Ithograohsc. gravure and prooloriniing pro- Noise ot demand
) cesses 10 prnt diusirations and copy Colour vision
3 PROJECTIONIST Ooetates mohon prcture projector and sound equipmant Lifting 10 kg Gr 8 Smad [
N thaiie of uhilar establishmant. Aggreniceshin decrease
0dT **
PSYCHOLOGIST Colects, imerpres and apohes scwentilsg daia relabng ta Sedentary Universiry Hign Above Slapie E-F
hurmian betaviour and menldl processes Specializahons {Psycholeqy post- averzge demand
may inCiuge clincal, egucational, espenimental and grad) I
] dusttial b '
PUNCH PRESS Qperates power oress (ited wilh &4 die 1O noigh of punch May 11l 50 kg QST - Slable c-G
QPERATOR meld slock May 1€t v maching Nhse demanyg
- Some risk
i RADIO AND TV Repaws TV and radio recenens Reolaces delective May il 25 kg Apprenticeship or Average | Average Smail DR
SERVICE TECHNICIAN ponents, May 1% auld tadiod, colour TV or Colour vinian Cam callege and (anhonalll {oolienal) ncrease
i Teewdy COMMUMICIHION equiDment QJT *=
AEAL ESTATE AGENT Selif andt ledses land, houses. commerciat buildings and Quidoors Soecial raining Avarage Aueraqc Smail | Com.
ather real estate. Vareq QJyF = tophanal) secrease | mission
2] AECEPTIONIST Recerves peanit COMING 1ALG Oilsce, gives dwechians; Sedentary Gr 10 Average Slable C-E
[ schedules soooiniments May perigrm qlher clercai dulies 'cormm'm” demand
3 QJ
£t RECREATION LEADER | Conducis recrealionas cinnlies i Community centres, Vared HIgh school Average Small A-E
oiaygrounds of Camoes. Com._college of ncrease
University sptianal
23 AEFAIGERATION/ Inslally, repavs, and SEAICES WIS USING layOuls, bluepninly, | May bl 50 kg Gt 10, Gr 12 pret Average | Average Moderate O
o AR CONDIHOMING ang schamates. Stoaping Apgrenticeshern foplianal) increase
L od MECHANIC Chmoing b
I | Some fith
REPORTER Collects and analyses (8C1S sDOU! newswarthy events by Universiry or High AveraQe Slable o]
TR S LIQALION Of OUSEervaiion; wiiles 0Dy ior Cam. college {oohwonal) demand
i oubIcation of broadcast « | (Journahigem)
1 AQQFER Corvers (0018 willt shingles, melal, wood of 1At Apphes Lifting 25 kg Gt 810 Average Small O-1
walerprooting Erecis scanoiding Batancing Agorenticeship {optianal) ncrease
Crawling QJT
Some nsk b
SALES CLERK Cbtaing deswrd artucie KOr relau Customer, writes sales Sianding Gr 8 Average | Average Staote AG
cheque. receives payment. wrapt merchandise, keeps Vaned QT . demand
. record of ilems soid.
SALES Seils commoditees Or servace i an ailoNeg rRohical Draiving giten Special raining Above Average Small E-i
b AEPRESENTATIVE ares to wholesale, rewnl, ndutisial, pralessional o alher teqQuired [e¥]3 average: nCrease
estabinhmanty.
SECRETARY Takes dectalion, composes and types COEIDONdence, Sedenlary Hign schoat Ave[aoo Averige Smalt C-F
= 1200 and minyins Of meelings. Answars lelephone and {Commaercial) or ' 1aotondl) | increase
=3 schaduies 2ppomtments May specialrize s legal or medscal Specut Irarning
5 . secralary Cam college
SECURITY GUARD Prolects mdutifat of commercul propery agansi hrg, Same nisk oJT Smali AF
thaft, vandaliem ang diegal aniry Good heanng Bongable Incrasse
- SEWING MACHINE Qperites sewing machine 1o manulactyre claihing of textile | Siting, Nouse Q4T Small A-E
: i QPERAIOR products. May perlorm one 1ask 1uch 23 hammng, qu.umq Gooad wision decrease
4 Of making DUNON holys. Manyal B
dexianty
SHEET METAL Mahas and re0srs products such as discts. signs, and Lifting 2% kg Gi 10 Averzge | Average Slable O-M
WORKER COMPAnents lor restauranis and tranipon equioment Naise Apgreniicesmip toptianal} demang
Works (rom blugneints. operates bizkes, snedrs and Same nsh [oX] Lhl
A eLses.
s SHIPPING AND Cetermines meihods and arrang tor shipmaent, May hilt varying | OJT Average | Awerage Stable G
i RECEIVING CLERX o e par s bots of 130G ated shippeng records Receves wegighils demang
> and ingoects incoming goods May Wgad trucks
SIGN WRITER Paints or ornis by hand signs. posiers or cards used (or Chirning Cam ¢ollege or Avgrage | Average Smail z C-F
disghay of sdvertigmng Balanting Special lmiming foptiarall | {ophonal} INCrEASE
1 SMALL ENGINE Aepars small gasoting engines Aeplaces of repans parts, Leting 24 wg Gr 10 Aversge | Average Smalil 1 C-E
L MECHANIC cleans and adjuals Carburdlgrs Ang Magnetos Waorks on Manyat dertenty | Com college {ophonal) | toohonal) sNCrease
i} lawniriore s, Chiinsdey CUIBGIHD MOIGIT, el J-Aomenhcumn I
:

“Timagns certilicale regisiranion of LCeance nended
QJT means an-the 100 trasing

| 1
1. .
i



£
T
3

3
E

H

f"'\rl

.
o i

u

-

ity

—
[

v e

o

JOBS CANADA

71

JO8 Joa [ WORKING PREPARATION VERDAL| NUMERIC| PROJECTED wWaGE
TTLE QESCRIPTION CONDITIONS ABILITY | aBILITY | TAENDS ¢ HANGE
SOCIaL WORKER Caunsels and aids Individuals and lamiees 10 uncersiand . | vared Univeriiry T Hagn Acerage | Smal 1 D4
4ng fesolve thetr parsong) and socisl pioblems Helos (50C1 warkl " lophianall | decrease |
indwdyals, thiough groyp activilies May speciabipe my !
Community ¢Hginlalgn or sdminiiizalion [
SOCIOLOGIST Studies development, siruciure, 30Gral Datlerns and Sroemary | Univeraily " rgn | Avove VSman 1EA
nlertelalignship af human soCiety #n0d Sociology] average aecrease .
SIPEECH THERAPIST | Dignoses 4nd Ireals sDeech lanquage. and wouce Sedentary | Uniwrsity [ Avave [ Awerage  § Smai ]
HaDiems; perorms reldied research Guood speech [Sowech tnelapy) Avetage I increase i
SPORTS OF FIGIAL Referees s00rting evenis 10 mantain Slandard of play and | Good wision | Special rammng | ABove I Stanie T Varieg
10 asvess panailies May pe o Iverage } demana |
- oulduors _ ! . A
S1AGE MANAGER Plang, orgunices, IuDervises and co-0rdiNales clrwihies of Vared T I Specralized vaming | Awetage I"Slabte Vvanga
slage crew :n 1he roduchan and presenlatan of theaincal QJt ! agmanag :
Derigimances | i
STATIONARY "7 7| Operates and mamtaing stalonary engines and mecnanic i Lilting 25 kg | Gr 10 ’ T Average | Sman G
ENGINEER equipmenl 3uch 25 Doilers QUMDY COMOIEsIOrs, QEneralars [ Noise, Fymes Cam college or Pangrpane ;
reliigeration, ot inaulinal wasie 1eding eguioemaent. [0 Heat Appreniicesmp '
pravige hedl, powed and alhar wlility tervices kv buildings Same rigk .
STEAM FITTER 1313113, tests and (DAY Q24 Iine melers and applrances Lilling 75 kg Gr 817 ‘Avetage | Awmrage | Small e T
Chmping Apprenhgeship laptiangi} ngrease |
Oulavars e ;
STENOGRAPHER Takes diC1ALON 10 SROMTNAAG and iranscribes uung Sedentary High 1chaal Average Smali 8.f
fypewrriar tCommerciall or ngrease
Com golluge or
Soecnal \grung
STOCK CLERK Recavrs, siores, prces, orders and tues suoplies and Liling 25 kg Gr 10 Average | Average Smail 8-F
metChindite, hagps +£COIdY. lakes Nveniares ang Chmiung [a¥}} decrease
eshimatet fulyre requiremenis Croughing
SURVEYQR Conducts studws of €arth & surlace 10 use i ConsiTucthon Lilting 25 kg High school Above Alve Small [+
map making, nd valudlion and mining Determiney exact Qutcoars Univarsily Averige : averige Increase
HOCAON ANd MErSUrEMEnts usNg TUN-ey INSITUMants May Haval Corn collage
Arttlad
spprenigeshiont’
SYSTEMS ANALYST Analyzes phyiscal $y31ams and scientihc, engmeernng and Sedentary University or T Above | abave Small [
olher \echrical protierns; Iormulaies mathermatcal modsls Cam college or average | avelage ncrease
lor solution by compuler . Seecui traring QJT H
TAILQR/ORE SSMAKER | Makes, alters. And reDans Made-10-measure of teady-to- Fingar gextenty | Com college ' | - Siaple [
wear Clathing. optonal. 0JT demand
TAXI DRIVER Optrales tancal 10 Iranspon pissengers or Qoods. Some rigk Gr. 8,047 o - 1 Stable Usuatly
Good vision Special Dniver s demand com.
Licence may De Miss0n
fequired
TEACHER Prepaies course oullines and presenis sudject malter 10 Sedenmary Uriversity Above Above Smait E4
class. Admimisiers lesis ang 1 pers. S [Ty ] Specrained ianing | average | average decrease
levels mclude nderginen. elementary, secondary, post. hhad iophoenal)
MCondMy
TELEPHONE Telephones proSDRCTIve CUSIOMATS 1O EADIIIN Service OF Sedeniary ot Average Stable A8
SOLICITOA maerchandise afisred, quotes ortes ind tnes 1o persuade demznd Com-
cusiomar 10 Duy lallowing § prepared sales tailk, MssQn
TELEVISION CAMERA | Operates lelevison camera 10 pholograoh evems of scenes. Lring 25 kg High sghogl Average Statie -1
QOPERATOR R Good vision Com college or {ootonal) demang
Good heanng QJT
TELLER Rece«ww3 and DaYS Oul Money records bank Irasactions, Standing High school Average | Average Small 8-c
CrEDAES Dank sLalemenis and reconcies erfon of dig- [a¥) 3 decrease
Crepancigs i bank records and acCounts.
TILE SETTER Apphes (4e3 10 walls, Noors and ceilings of bundwigs, Litting 25 kg Gt B-10 Avarage Smatl D-R
L g design i Chmbing aootcm-r.esmp ncrease
JTeee
FOQL AND OIE MAKER | Makes and repais melaiworking dres, CUInG oy, j'gs, Littsng 2% kg Gr 1012 Average | Average Moderile [
liziures and gavges. Usas & widd vanety of hand and Mangal desteniy | Aoprentbceshio of {optignal) nNCrease
Maching 100HS, MAkes MAINEMIIC COMpUTALONS ysing Soatal Cam. coltege or
OreCHon Madsuning devices perceptian oJT
TRACTOR-TRAILER Codrales Iac1ontraler COMBNAONE [0 transgon QOoas Liting 25 g Gr. 8, Cam cofiege Smail E-t
DRIVER and maigrais. . Good vision or QJT nerease
., Phiygscally fit Specui licence
TRANSLAIQR Transtakes 30d ranscribas wiitian material from one Sedentary University High Staple et
language 1o anather - fLanguagesi, OJT demanag
TRAVEL AGENT Plans ninerary and schedubet Iraved sccommodstions for Sedentary Com caltega Average | Average Smai a.F
Custgmers, Traval QJr ncrease |
TRUCK DRIVER Qoeraies 1mall lruchs 15 transpon goodt and materiais Lifting 25 kg QJT Small E-l
Good visian Soecial licence ncrease
* Phyncsity lit
UPHOLSTERER Repairs and rebuikds uoholsiared lurniture, usng hand Litng 25 kg Gr. 10 Smail B-€
100is and knowiledge of tatncs, Manuval dexierity| Apprenticestip of ncrease
Com college ar QUT
YETERINARIAN Diagnoses, prevants and lieals disarders and dogases Lrhing 10 %9 University Hign ADOYe Slavie E-l
al animalg, ‘ {Veterinary S¢.}"*" . | average demand
WAITEAAWAITRESS Serves ood And Deverages w restauranis, clude, intlituleons Liting 10 kg aJT Smait AQ
and rubemy diring cars. ncrease + o
WELDER Permanenily bonds metal parts fogether mn lactory or an May il S0 ug Agoseniiceship or Slable E-l
consirachon vl Fumes adr demang
Some ngi e
WORD'PAOCE SSING Ooerales machine which lranscribes. manipulttes and edis | Sedentary High school Average Smail - C-E
CGPERATQOR mataral l1om prinied source Finger decienty | (Commaercial) increase
Typung shulis
Com._college or
Soecial N’llﬂll‘\?
opnonal QJ
wWRITER Wiitey materal lor puDICIT0A 10 NEwSDADErS BOOKS. Seaentary Varies High Statue | Yaueg
MIGANINES |eChnCa) Minuais ade (Gurndis and retated demang t
e e —. ... 1 puotcatons o TV ireen o ke ) H

tmeans certdheale regiiralion of ienze npeded

QJT means on:the-s0D Hacrmng




- R AR el e Lot ol el

ncza>n+ m:mma Am.mwiwmmcgmm wmzn. occupational research, job interviews
CO. NAME, ADDRESS,

DATE OF DATE OF (Resume kept on file
PHONE &, CONTACT PAPER & POSITION DATE ENITIAL |FOLLOW UP REPLY eqg, Interview)
PERSON & TITLE DATE OF AD APPLIED FOR LETTER SENT [ALL CALL REC'D [REMARKS & FOLLOW-UP
=

Additional copies of thig form ar¢ available

st — Wt e, - e a - -
-~

e 1)1 A sty

LR 0 A i R et



et

g

e

P e

LAl
)

e

e gem
T

L3
it

S—
AL

o

o

-

173

HANDLING
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1.
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RESEARCH:

REHEARSE :

RELAX:

3101 Bathurst Street, 5th Flgor. Toronto. On:aric MBA 248 (48} 7385040

JOB_INTERVIEWS

PREPARING FOR AN INTERVIEW

Learn what you can about the workplace prior to the inter-

view: Ask friends, ask your network contacts, professional
organizations, research it in the library, ask the receptionist
for any printed information that she can send you, or that you
may pick up. Particularly important are management style of

the company/agency, dress style and general climate, philosophy,
reporting structure, and of course anything you can determine
about the particular job opening. Ask the secretary who will

be interviewing you, and their position. Know the exact location
and how to get there.

Rehearse the interview mentally, preparing the answers to
difficult questions you expect to be asked. Also practice
telling about your achievements and skills.

Rehearsal may be done either mentally or through practicing
with a friend/relative.

If you are having a group interview it would be useful to set
up a group practice.

[t!'s helpful tohave some level of stress/excitement to prepare

you for the interview, but too much can be overwhelming and

may impede your effectiveness. Prior to the interview do

relaxation exercises and deep breathing; do something pleasurable -
a coffee at your favourite cafe; an ice-cream cone; a visit to a
favourite place, a chat with a friend. Have a good nights sleep,

if possible, and eat a nutritious meal. Sweets or coffee right
before the interview may increase nervousness.

INTERVIEW ETIQUETTE

-Dispose of chewing gum and cigarettes before entering

the interview.
-Be on time or a few minutes early. Call if you will be
unavoidably detained more than 5 minutes after the scheduled hour.
-Dress one step up from dress code of the company, e.g. women
usually wear suits, dresses, men tie and jacket.
-Be friendly and courteous to the secretary or any others around
the waiting area. Do not appear annoyed if you are kept waiting.

continued. .
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WHAT TO BRING

-References (3 names, phone numbers or reference letters)
-Notebook and pen in case you wish to jot something down

-Short list of questions you wish to ask in the interview
-Sample of reports and written material (if this might be
requested in the interview)

DURING THE INTERVIEW

1.

2‘

Remember people's names when they are introduced.

If it is natural and part of your style, an ice-breaking
Joke sometimes helps to reduce nervousness.

. Make eye contact, address people by name when you are

responding to questions.

. Be an active member of the interview. If appropriate

steer the conversation to enable you to emphasize your
strengths.

. Be as specific and concrete as possible in your answers,

giving examples of skills, accomplishments, and where
you achieved these,

. Refrain from criticizing others, including past employers

or workplace.

Even though you are nervous, it is important to project
confidence, e.g. sitting up straight, expressing enthusiasm
and interest, giving information which will be to your benefit.

. If you don't understand a question, feel free to ask for

clarification or re-wording. Paraphrase question to make
sure you know what the interviewer wants.

Take non-verbal cues from the interviewer, if he/she appears
restless or distracted you may be talking too long, or you

- may be on the wrong track.

10.

11,

12.

Don't be afraid to pause or take a minute to think about
the question before answering. If one question really
"throws" you it is acceptable to ask to come back to it
later in the interview. This will give you time to compose
yourself and think about the answer.

If you wish to take a few notes, ask in the beginning if this
is acceptable to the interviewer. However, do not let note
taking interfere with eye contact and active listening.

Salary questions: Give a range, or if you do not know the
range, state that you need to know more about the position
in order to know the appropriate range.

continued....
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AFTER THE INTERVIEW

Relax!

EVALUATE your participation, emphasizing what you did well.

You will often feel "let down" as your body recovers from

the physical effects of the stress. Wait until this passes
before you evaluate yourself.

Remember, you did your best, and any mistakes are good
lassons for subsequent interviews.
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JOB INTERVIEW

In most job interviews the applicants purpose is get the job, and
the employers purpose is to find the solution to his/her problem.

It is important to be aware of the needs of the interviewer and

to attempt to establish a positive rapport with him/her. If you
can free yourself from the pressure of expecting to get a job

offer in the first interview, you will find it much easier to listen
to what is underneath the interviewers question. This is called
"active listening". This means responding with interest to the
interviewer, clarifying when necessary, asking appropriate questions,
and responding emphatically to any concerns that the interviewer
expresses. Remember that many interviewers have not had training
and experience in the interview process themselves. Therefore,
there is as much onus on you, the candidate, to make sure that the
relevant information about your strength comes out during the

“interview,.

Many interviews start with "Tell me about yourself". It is helpful
to suggest one or two areas which strongly illustrate your
effectiveness, and which you know relate to the job being discussed.
Although these should be qualification-related, it is also legitimate

.to bring in personal gualities or interests which will create a

personal link with the interviewer. For example, if you notice that
the interviewer has sports trophies or award certificates on the wall
which relate to a genuine interest of yours, you may want to throw

in some information about this interest. Remember when you are dis-
cussing your qualifications that they should be based on specific
concrete examples of actual achievements that you have performed in
previous jobs.

It is important to keep in mind that the purpose of an interview

is not only to determine your qualifications and level of experience,
but also to determine whether you will "fit" into the style, atmos-
phere, and climate of the organization. One way that the interviewer
may determine this is through asking you questions of a sensitive or
difficult nature. (See handout on Commonly Asked Questions)}. These
questions are not asked to make you feel uncomfortable, but rather

to get information about your compatibility. The interviewer will
attempt to reduce the risk factor in hiring you as much as possible.

Therefore, your non-verbal, attitudinal presentation is just as importan-

as the actual responses that you give.

One of the most commonly made mistakes in an interview is believing
that every question must be answered immediately and accurately.

It is perfectly acceptable to take a minute to think about your
answer. It is also quite acceptable to admit that you may not know
an answer, but that you can relate the issue to a similar kind of a
job you have done, or to a general gquality that you possess. For
example, "although I have never directly supervised anyone, and
therefore I don't know the "X" method of supervision, I have been
responsible for training many new co-workers at my last position,
and received excellent feed-back from both them and my manager about
their knowledge level after the training".
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JOB INTERVIEW

Remember that the employer is just as concerned about getting

the right candidate as you may be about obtaining.the job. As

you conduct your job search campaign, you will certainly find
yourself in competition with other qualified people. These pecple
may have better qualifications than you for particular positions.
However, it is commonly known that it is not necessarily the most
qualified candidate who gets the job, but the most enthusiastic,
confident and cooperative one. Therefore your rapport with the
interviewer will be just as important as the content of your
actual answers.
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READING BETWEEN THE LINES:

"WHY DO YOU WANT TO WORK HERE?"

WiLL you be satisfied with youn job? Wil you stay? What have
you heard about this company?

RESPONSE: Discuss the good reputation that the company has,
any positive information you have through your research about
the company products, philosophy, fair policies, etc.

You may also discuss your confidence in your ability to do
the particular job in question, and the advancement potential
it may provide for you.

"WHY DID YOU LEAVE YOUR LAST JOB?"

Are you goding to bring me headaches? Do you have trouble getting
atong with people? Were you fired on did you quit? Did you have
difficulties in youn Last position which may affect your ability
Lo do the job that 1 am providing?

RESPONSE: It is important to discuss the reasons, honestly,
but in a light that is favorable to you. Always avoid saying
anything negative or critical about the manager or your last
place of employment. If possible avoid saying that you were
fired, and if you were fired stress that the job was not
sufficiently oriented to your abilities, that the commuting
was too difficult, that there was a re-organization, etc.

Try to pair this with statements about how you feel the job
you are being interviewed for differs in these problem areas.

If, in fact, you were fired because you were having inter-

personal conflicts with management, it is legitimate to make
statements such as "I didn't feel my skill areas were being
properly utilized." "I didn't have the oppeortunity to do the
kinds of projects that I felt best suited my experience."

My management style is "X" whereas the management style of
that particular company is "Y", and although we tried to work
things out, it just seemed best that I move to a setting where
I could use the style I feel most comfortable with."

Most important is working Ehings out with your past employer
so that they give you a positive reference. If an interviewer
thinks you were fired they will most definitely call your last
employer to find out what actually happened.

"WHAT ARE YOUR GREATEST STRENGTHS?"

How confident are you, what do you see as your shills, can you
present youwrseld congdidently to the public?

178

RESPONSES TO TYPICAL INTERVIEW QUESTIONS
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RESPONSE: This is a very standard question and is your

biggest opening to market your skills and your accomplishments:

179

These should include both job related and inter-personal skills.

"WHAT ARE YOQOUR WEAKNESSES?"

Can you be honest about your shont-comings? How much training
are you going to need, what are your problem areas going to be?

RESPONSE: It is important to be honest and open but to
turn this question around so that you are responding with
weaknesses that will not interfere with your ability to
do the job such as: being over-conscientious, being a
perfectionist, taking things too seriously, etc. Do not
describe anything which would imply that you aren't able
to do aspects of the job.

"WHAT ARE YOUR LONG RANGE CAREER GOALS?"

How Long will you stfay in your position? Are you somebody that

45 careen ordlented? How impontant will this job be to you? 1

this a stepping stone to something else on will you make a commi{tment
to this position. '

RESPONSE: Respond with your intention to stay with the
company and grow in your career within the position. 1If
you know about advancement potential within the organization
state your hope that this may occur if you received the
position, but link this kind of response with awareness
that any promotion would need to be based on demonstrated
achievement. Stress that you like the company and that you
hope to become a valuable employee there. Also stress that
you do not plan on leaving the city or on going back to

school and therefore you do not see any reason why your term

with the company won't be a long one.

However, it is also fine to be open about long range career
goals, such as returning to school or getting a degree if
they are far enough in the future that they won't interfere
with your stay at the company. Emphasize that whatever

advancement youare making can be an asset to the company's future.

"WHAT KINDS OF MACHINES OR EQUIPMENT HAVE YOU WORKED WITHZ"

Is yourn technical knowlfedge out-dated?
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RESPONSE: Be specific in mentioning the types of machines
and equipment you have operated and any similar ones that
you could operate if you transferred your skills. Stress
that even though you may not be able to operate a particular
machine in the company or use a particular data system, that
it has similarities to other systems you have used. State
that you are enthusiastic, and your skills in the type of
system you already know will easily transfer. Also, stress
that you are a quick learner and give specific examples of
instances when you have quickly learned a new system or a
new machine.

"HOW DO YOU FEEL ABOUT EVENING WORK?"

Ane you a "9 - 5 person”"? WiLL yourn family responsibilities make it
s0 that you can't be asked to do any overtime? Arne you fLexible and
WLl you be committed fo putiing your all into the job?

RESPONSE: This should be responded to by emphasizing your
flexibility, past instances where you have done over and

above the expected amount of work, and clarification about

how much evening work the interviewer is referring to. If

you are a single parent with young children, this clarifi-
cation is very important. Infrequent evening work requirements
are usually surmountable. If evening work is a very frequent
requirement you may need to reconsider the position.
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JOB INTERVIEWS:

COMMONLY ASKED QUESTIONS

One of the purposes every interviewer has in mind is to evaluate an
applicant’'s attitudes, personality, and behavior. The following are
questions frequently asked during job interviews. There are no
standard answers for any of these questions. Your answers should be
worked and practiced before the interview. To help create the best
impression remember these general principles:

A, Listen to the question. Understand exactly what is asked. If
you are unsure, ask for clarification.

B. Take time to think through all facts which should be used to
answer the guestion.

C. Then, use POSITIVE INFORMATION to answer the question directly
and to the point. Be truthful, but it is not necessary to offer
unsolicited information which could detract from the image you
are creating. '

D. Seek to focus and re-focus attention on vour Success Factors
and their related accomplishments. Stress their future use
in the position being discussed. Remember that the basic question
on the interviewer's mind is "What can this person do for us?"

Why do you want to work here?

2. How do you feel you can help ocur company/organization?
If you were choosing someone for this job, what kind of
person would you select? |
Why do you want to go into the field?

If you could have your choice of any job, what would you do?
6. What do you expect in this job that you were not getting
in your past jobs?
7. If you feel you have any weakness with regards to this
job, what would it be? )
How do you feel about evening work?
How would you handle this problem? (After Interviewer
describes problem)
10. What does your spouse think about the kind of work you do?
How about this job?
1l. Are you considering other positions at this time? How does
this one compare with them?
12. Assuming we make you an offer, what do you see as your future?
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13. What does success mean to you? How do you judge it?

14. What are the things that motivate you?

15. How do you spend your spare time?

16. What have you done to improve yourself during the last year?

17. Do you plan to get further education, degrees?

18. What are your short range/long range goals? How did you
you expect to meet them?

19. How did you like working at company? Why?

20. Why did you leave your last job?

2l. How long have you been out of work?

22. What have you been doing since you left your last job?

23. Tell me about your greatest achievement/disappointment
in life.

24. What did you like best/least in your last job?

25. What are some of your weaknesses/strengths?

26. What are some of the more difficult problems you encountered
in your past jobs? How did you solve them?

27. In your last job, how much of the work did you do on your
own, and how much as part of a team? Which do you enjoy more?

28. Did you ever make any suggestions to management? What
happened?

29. What has kept you from progressing as fast as you would
have liked?

30. What do you think management could do to make you function
more effectively as an employee?

31l. How do you deal with frustration and pressure at work?

32. Are you geographically mobile, either now, or in the future?

33. What is your leadership style?

34. Tell me about the best/worst boss you ever had.

35. Everybody has pet peeves. What are yours?

36. Everybody likes to criticize. What do people criticize
about you?

37. What else do you think I should know about you?

38.

39.

There are some guestions or comments of a more difficult nature to
which answers should be prepared in advance. Typical of these are:

Do you think your education gqualifies you for this position.
(When applicant does not have a degree).
You don't have the experience/background for this position.

How could you handle it?
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40. We were thinking of an older/younger person for this job.
41. You are overqualified for this position, aren't you?

42. Salary questions, early in the interview; (See section
on negotiating salary).
- What are your financial needs?
- What is the minimum salary you would accept?
~ What is your salary history?
43. Are there any questions you would like to ask about the
job/company?
There is another set of questions which are still asked although
these types are not permissible under the Human Rights Code.
Remember that what you are trying to convey is that you can do the
job well. The most effective way to do this is to attempt to read
between the lines and answer regarding your ability to do the job.
For example: '
How is your health?

Often means: Do you have an illness or handicap which will
affect your work, cause you to take excessive
sick days; will you try to claim WCB benefits,
etc. '

Answer: (especially if you do have health problems)
"I only took sick days a year in my last
job. I have no health problems which will
affect my ability to do the job".

Questions relating to family situations, religion, age, marital
status, ethnic origin, handicapping conditions, etc., are not legal.
It is important to know which of these questions are permissible
under your Provinces' Human Rights Code. This information can be
obtained by calling the Human Rights Commission and asking for their
Employment Interviews pamphlets. If you are asked a forbidden ques-
tion and if you don't want the job or know you didn't get it, report
the employer to the Commission, which in turn may advise the employer
of questions which they should not be asking.

There is another type of question that is addressed specifically to
women applicants. These questions seek to explore how a woman's

career affects her family responsibilities and her lifestyle. Although

illegal, they continue to be asked. It is advisable to prepare for

them, and to be able to deal with them in a positive and non-defensive

manner. Examples of guestions addressed to women are:
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Do you have plans for getting married?
Are you planning to have (more) children?

3. What child care arrangements have you made?

4. How do you feel about attending conferences with men?
What problems would you have in supervising men?

184
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QUALITY OF WORK:

WHICH WOULD YQU SAY WOULD BE YOUR STRONGEST POINT:
THE AMOUNT OF WORK YOU DO OR THE QUALITY?

WHAT DO YOU DO TO ENSURE THAT THE WORK YOU DO IS OF GOOD
QUALITY AND ERROR FREE?

WHAT DO YOU CONSIDER IS MORE IMPORTANT... GETTING ALL OF
YOUR WORK DONE OR DOING A GOOD JOB ON WHAT YOU GET DONE?

HOW OFTEN WOULD YOU SAY YOUR WORK HAS TO BE REDONE?

VOLUME OF WORK:

WOULD YOU RATHER WORK IN AN ENVIRONMENT WHERE THERE IS
FREQUENTLY MORE TO BE DONE THAN TIME AVAILABLE TO DO IT IN
OR WHERE THE WORK IS EQUAL TO THE TIME AVAILABLE?

HOW WOULD YOU DESCRIBE YOUR SPEED OF WORK IN COMPARISON
TO OTHERS? FASTER? ABOUT THE SAME? SLOWER?

WHEN ARE YOUR BEST HOURS DURING THE DAY FOR YOUR MOST
PRODUCTIVE EFFORTS?

TO WHAT EXTENT DO YOU EMPLOY "SHORTCUTS' AND ''TRICKS OF THE
TRADE" THAT YOU MIGHT HAVE LEARNED ON YOUR PREVIQUS JOBS?

CAN YOU DESCRIBE SOME TO ME?

e N reatm s wmme
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. INTERVIEW QUESTIONS - 2 - FACTOR RELATED

PLANNING:

DESCRIBE HOW YOU ESTABLISH PRIORITIES BETWEEN ALL THE DIFFERENT
THINGS YOU HAVE TO DO IN A GIVEN DAY?

HOW DO YOU MAKE SURE THAT YOU OBTAIN ALL THE INFORMATION YOU
NEED TO DO YOUR JOB CORRECTLY?

- DESCRIBE HOW YQU KEEP TRACK OF ALL THE THINGS YOU HAVE TO DO?

WHAT DO YOU DO WHEN YOUR SCHEDULE IS UPSET BY UNFORSEEN CIRCUMSTANCES

WHAT TECHNIQUES HAVE YOU DEVELOPED TO HELP YOURSELF OR QOTHERS
GET ORGANIZED?

CO-ORDINATION:

HAVE YOU EVER HAD AN ASSIGNMENT TO TRAIN OTHERS?

HOW DID YOU PREPARE FOR IT?

WHEN YOU ARE CO~ORDINATING THE WORK OF OTHERS HOW DO YOU
REMEMBER ALL THEIR ASSIGNMENTS?

WHEN YOU ARE CO-ORDINATING THE WORK OF OTHERS HOW DO YOU ENSURE
THAT YOUR NOT ASSIGNING TOO MUCH TO ONE AND NOT ENOUGH TO ANQTHER?

DESCRIBE HOW YOU WOQULD SET UP A MEETING TIME FOR FOUR OR MORE
PEOPLE FORM DIFFERENT DEPARTMENTS?

PROBLEM SOLVING:

WHEN YOU ENCOUNTER A PROBLEM ON YOUR JOB, HOW DO YOU DECIDE
ON THE RIGHT COURSE OF ACTION?

THE LAST TIME YOU HAD A DAY WHEN NOTHING SEEMED TO GO RIGHT,
HOW DID YOU REACT?
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INTERVIEW QUESTIONS - 3 - FACTOR RELATED

PROBLEM SOLVING (CONTINUED)

-

WHAT ARE SOME OF THE MOST COMMON PROBLEMS YOU ENCOUNTER
IN YOUR WORK AND HOW DO YQU DEAL WITH THEM?

INTERACTION WITH OTHERS:

-

WOULD YOU SAY YOU PREFER TO WORK WITH OTHERS OR WORK ON
YOUR OWN?

HOW DO YOU HANDLE A SITUATION IF YOUR SUPERVISOR TOLD YOU
TO DO SOMETHING YOU KNEW WAS INCORRECT? .

DESCRIBE AN INSTANCE WHERE SOMEONE PROVIDED CRITICISM OF
YOUR WORK. WHAT WAS YQUR REACTION?

HAVE YOU HAD SITUATIONS WHERE YOU HAD TO DEAL WITH CUSTOMER
COMPLAINTS AND IRATE CUSTOMERS? DESCRIBE HOW YOU WOULD
HANDLE THE SITUATION?

HOW WOULD YOU DESCRIBE YOURSELF IN THE WAY YOU DEAL WITH
PEOPLE ON THE JOQB?

WHAT KINDS OF PERSONS DO YOU LIKE MOST/LEAST TO WORK WITH?

VERBAL COMMUNICATIONS:

HOW DO YOU FEEL ABOUT YOUR CONVERSATIONAL ABILITY?

DO YOU CONSIDER YOURSELF A GOOD WRITER? WHY?

ARE YOU A NATURAL SPELLER?

WOULD YOU CONSIDER YOURSELF A FAST SPEAKER?

DO YOU EVER FIND YOU HAVE TO REPEAT YOUR INSTRUCTIONS?

187
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INTERVIEW QUESTIONS - 4 . FACTOR RELATED

KNOWLEDGE

ON YOUR MOST RECENT JOB DID YQU CONSIDER YOURSELF AN EXPERT?

WHAT DO YOU DO TO KEEP UP YOUR SKILLS IN PUNCTUATION AND
GRAMRAR, PUNCTUATION, SPELLING, EDITING ETC.

WHAT WOULD BE THE APPROACH YOU WOULD USE TO LEARN HOW TO
OPERATE A NEW PIECE OF EQUIPMENT?

HOW MUCH TRAINING HAVE YOU HAD ON YOUR PREVIOUS JOB?

COMMITMENT TC THE JOB:

IN WHAT AREA OF YOUR WORK DO YOU FIND THE GREATEST SATISFACTION?
HOW DO YOU APPROACH A TASK YOU DO NOT LIKE?
WOULD YOU DESCRIBE YOURSELF AS HIGHLY MOTIVATED TO YOUR WORK?

WHAT DO YOU THINK IS IMPORTANT IN ACHIEVING SUCCESS ON THE JOB?

ATTENDANCE ;

HOW MANY DAYS OF WORK DID YOU MISS LAST YEAR? WHY?
DG YOU FEEL YOU HAVE TO ADHERE TO A SCHEDULE FOR STARTING
AND QUITTING TIMES?

IF YOU HAD TO MISS WORK HOW WOULD YOU HANDLE IT?

DATA PROCESSING

SAFETY & MAINTENANCE

DESCRIBE ANY SAFETY AND MAINTENANCE PROCEDURES WITH.WHICH
YOU ARE FAMILIAR WITH.
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INTERVIEW QUESTIONS - 5 - FACTOR RELATED

DATA PROCESSING RELATED (CONTINUED)

DOCUMENTATION :

DESCRIBE‘ANY TECHNICAL RECORDS OR LOGS YOU HAVE WORKED WITH,

HOW IMPORTANT DO YOU FEEL PAPER FLOW IS TO A DATA PROCESSING
OPERATION PERSONS WORK?

KNOWLEDGE

WHAT KINDS OF EQUIPMENT HAVE YOU USED?

189
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HANDLING UNEMPLOYMENT GROUPS Yo . 190

NEGOTIATING THE SALARY

A very commonly asked question is how to respond-to an inter-
viewer's question about salary expectations. Remember that
your salary expectation should not be discussed by you until
you are completely clear about the job title, job responsibil-
ities, and the range to be expected for the position in other
settings. The following will deal with salary negotjation
once the job has already been offered.

There must be a distinction made between positions which have
a salary attached to them which is non-negotiable ‘and those
which are negotiable. Non-negotiable positions will often be
found in Social Service Agencies, unionized settings,
government positions, and in positions funded by a Grant. Such
positions may have a small range or grid system, but usually
require that new employees start at the bottom level of the
range. Part of your research should include whether this is
the case, and if so there is no point in negotiating around
the salary. However, in some rare instances, if the position
offers a Tower salary than you feel your skills warrant, you
may be able to negotiate around other benefits. For example,
you may be able to negotiate an extra weeks paid holiday, a
slightly reduced work week, or extra responsibility which may
bring extra salary money with it. Again, the latter should
only be done if your research has shown you that such negoti-
ating room is possible, and if you are absolutely sure that you
are a valuable commodity to your new empioyer.

Salary negotiation is possible in many corporate settings, and
particularly for middle or upper management positions. In these
situations there is often a very wide salary range linked with
experience and background, and in the private sector if you can
demonstrate that you can bring profits to the organization,
there is often monetary reward in the form of a higher salary.
If you are clear that the position you are applying for falls
into this category rather than the category discussed above,
then it is greatly to your advantage to negotiate a good salary
offer. Your success in negotiating will depend on your confid-
ence in your own value to the company, and a clear understanding
of your prospective employer's goals and problems. Hopefully
you will have already demonstrated in the interview process your
strengths and experience, and how these can be an asset to the
employer., Remember that the negotiation process should only
start after you are sure that you will be offered the position,

Often, once the interviewer has decided to offer you the position,
they will have a starting salary figure in mind, This figure will
often be at the lower end of the range so that there is room to
improve the offer in the event that the interviewee does not accept
it.
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NEGOTIATING THE SALARY ... 2

Most business people will want to buy your services at the
lowest reasonable price since their goal is to reduce costs.
Your responsibility is to demonstrate that you have something
valuable to offer and that you require the highest reasonable
price.

Most consultants advise that it is crucial that the interviewer
mention a figure first. If the interviewee states a figure
first this will interfere with the negotiation process. The
following are some suggestions which will help your success in
the negotiation process:

1., If the salary issue immerges before the actual job offer
is discussed, ask that your answer be postponed until you
know more about the job., For exampie, "For the right
job I believe I would be flexible. Can you tell me a
1ittle bit more about the responsibilities?". Once the
nature of the job is clear your best response is to find
out what the interviewer has in mind. For example,
"What is the salary range for this position?" or "I can't
presume to know what this job is worth at this point. I
am sure you have a figure in mind. What did you have in
mind?",

2., If the interviewer insists on knowing your present or
previous salary there are several possible responses.
"I would prefer to fit into the organization's current
salary ranges". Or, "I feel that at this point in my
career I wish to earn the salary level which is related
to my skills and experience, and my previous salary did
not really reflect those"., Or you may answer with a
statement about what you expect to be making in the fut-
ure, For example, "I expect that the job you have des-
cribed should be worth a salary of approximately $40,000,
in three-years", Then leave the starting figure up to
the interviewer,

3. If the interviewer asks you how much you need to live on
remember that this is irrelevant, eg., you want to be
paid what you are worth,not what you need. For example,
"Money isn't my highest priority, however, I know I could
do this job extremely effectively and that [ would be an
asset to your organization., So I feel my salary should
be based on my value to you. I am sure that you have a
fair income structure for this position, how much did you
have in mind?".
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NEGOTIATING THE SALARY...3

4, When the interviewer does mention a figure, the best
response is a thoughtful silence. This shows that
you are considering the offer, and also shows that
you are not satisfied with it. Many times the inter-
viewer will offer a higher figure without further
discussion as a response to your silence. If, however,
you are asked for a reaction you may respond by saying
that although you are enthusiastic about the job and
the organization you feel the salary offer does not
completely reflect the responsibilities nor the contri-
butions that you are prepared to make. Then be silent
again, and wait for the interviewers next move.
Sometimes the interviewer is not able to raise the offer
without checking with someone else. In this instance
the best procedure is to reiterate your enthusiasm for
the job and suggest that possibly you can continue your
discussion at another meeting the following day.

5. If it's clear that the interviewer cannot raise the
initial offer, and you would still like to accept the
job, you may suggest a six month review based on your
demonstrated value. Or you may ask for additional
responsibilities or additional benefits.

6. Once you have negotiated the highest possible salary
offer, have been given details of the benefits package,
it is suggested by most consultants that you ask for at
least 24-hours to make a decision. This allows you to
think about all the issues which may not have come up
under the stress of the interview, and you may have
questions arise which will help you to make your decision.
As well, you may think of another negotiating tactic
which you did not think of at the time.

The above process is not an attempt to cause you to appear "hard

to get". Its importance lies in the foundation you have set through
the interview process in demonstrating your value to the employer,
and in the acknowledgement that you expect this worth to be acknow-
lTedged through your salary. Employees that handle themselves well
during the salary negotiations are often treated with greater respect
by the employer once they begin working. It also sets a tone for
future advancement within the company.
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HANDLING UNEMPLOYMENT GROUPS Date:

1. Job applied for:
2. Company name:
Name/position of interviewer:
3. Questions that caused me difficulty in this interview.
4. Questions I handled well, and body responses.
5. My strengths in relation to this job.
6. My shortcomings in relation to this job?
7. Attractive features of this job.
8. Unattractive features of this job.
9. Information I should get if I'm offered a second interview.
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REFERENCES

GOAL OF REFERENCE

Potential employer is looking for confirmation; is what
you nave written in your resume and said in the interview
consistent with how others see you.

To determine personal style; how well you fit in the work
environment.

PROCESS

Draft your own statement;

Limit references to three people;

Try to avoid people who hold grudges against you;

[f you must include an employer who you have had a disagree-
ment with, be honest with the interviewer about the disagree-
ment. But do not damage yourself in the process.

INFORMATION SOURCES

Parting Company, Cabrera & Morin

The Perfect Resume, Jackson

THE DRAFT STATEMENT

POINTS TO BE COVERED:

How does the reference know you?

What was your working relationship?

SKILLS AND ACCOMPLISHMENTS

what did you do particularly well?
what contributions did you make?

what kind of supervisory leader, manager, etc., were you?
{autocratic, democratic, etc.)

how did you get along with co-workers?
were you a self-starter?

why did you leave the job?

Review statement with references and reach an agreement.
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BIBLIOGRAPHY OF SUGGESTED READING MATERIAL
Marketing Yourself
Girard, Joe &
Casemore, Robert, How to Sell Yourself
Warner Books
Girard, Joe &
Brown, S.H., How to Sell Anything to Anybody
Warner Books
Catalyst Marketing Yourself (For Women: Available at
Women's Bookstore)
Bantam Books
Starting Your Own Business and Consulting Business
Applegath, J. Working Free, Practical Alternatives to the
9 to 5 Job
Executive Books Amacom
Bailey, G., Succeeding as a Free-Lance Entrepreneur
Lester, Orphen & Dennys Ltd.
Stress
Charlesworth, Edward A.
& Nathan, Ronald G., Stress Management
Hanson, P.G., Joy of Stress, Hanson Stress Management Organization
1985
Selye, H., Stress without Distress
Signet 1974
Booth, A.C., - Stressmanship, Severn House Publishers Ltd. 1985
Assertiveness
Smith, M. ' When I say No, I Feel Guilty

Bantam, 1975
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BIBLIOGRAPHY OF SUGGESTED READING MATERIAL

Anises & Baichman,
Bolles, R. N.,
Figler, H.,

Half, R.,

Howe, Leland W.,
Jackson, Tomn,
Jackson, Tom,
Lakein, Alan,

Landau, 5., &
Bailey, G.,

Morin, W.T.,&
Cabrera, J.C.,

O'Neil, N. &
0'Neil, G.,

Sher, B.

What Jobs Pay
Hurtig, 1984

What Color is Your Parachute?
Ten Speed Press, 1985

The Complete Job Search Handbook
Holt, Rinehardt & Winston, 1979

The Robert Half Way to Get Hired in Today's
Job Market
Bantam Books

Taking Charge of Your Life
Argus Communications

Guerilla Tactics in the Job Market
Bantam Books, 1978

The Perfect Resume
Anchor Books, 1981

How to Get Control of Your Time and Your Life
Signet, 1973

The Landau Strategy, How Working Women Win Top Job
Lester, Orphen & Dennys Limited

Parting Company
Harcourt Brace, 1982

Finding Security in Changing World
M. Evans & Co., Inc.

Wishcraft
Ballantyne Publishing
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RECOMMENDED FIIMS (Available for Public Libraries)

"Coping with Stress”
- Best for professionals or white-collar audience

"Stress
"Stress
"Stress

*Series
series

"Stress

Health & You"*
and You: Learning to Cope"*
and You: Relaxation Techniques"*

by Molby Productions. Can be viewed as a
or individually.

Distress"”

- Good description, but not on solutions (can be

ended

before and solutions dealt with by the

facilitator).

18 Minutes

17 Minutes
13 Minutes
11 Minutes

21 Minutes
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APPENDIX I

APPENDIX II
APPENDIX III
APPENDIX IV

APPENDIX V
. Appendix
Appendix
Appendix

. Appendix

APPENDIX VI
Appendix

. Appendix
. Appendix

. Appendix

APPENDIX VII

APPENDIX VII

Va
Vb
Ve
vd

Via
VIb
Vic
vid
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APPENDICES

Buddy's Resume Checklist
Motivation: Supports & Barrierxrs
Resume Cutline

Case Study: Time Management

Goal Setting & Time Management
Goal Sheet
Force Field Theory
Time Management Daily Log
A "Do" Plan

Job Loss Lecturette
. Job Loss/Job Search Strategies
Job Loss Stages Diagram
Coping Aspects
Self-Esteem Exercise

Job Loss Commonalities

Factors Related to Emotional Shift
in Unemployed People
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HANDLING UNEMPLOYMENT GROUPS

BUDDY'S RESUME CHECKLIST

APPENDIX I

USE THIS FORM TO CHECK IF EACH OF THE FOLLOWING POINTS ARE COVERED

IN YOUR BUDDY'S RESUME. WRITE IN SUGGESTIONS/OR COMMENTS ON IMPROVEMENTS

ITEM

CHECK (V) IF
ANSWER IS YES

SUGGESTIONS FOR
IMPROVEMENTS

Does it stress accomplish-
ments over skills and
duties?

Is the resume clear? Is it
easy to get a "picture" of
the writer's qualifications?

Is irrelevant personal
information left out?

Does it include positive
self evaluation?

Is the language clear and
understandable?

Does it emphasize benefits
for a potential employer?

Does it make the reader
want to read it?

Is it well printed on good
professional looking stock?

Does the layout invite
attention? Do strong
points stand out?

Do the sentences begin
with action words?

Is it brief, to the point,
and clear?

Does it sell the writer’'s
problem-solving skills?

OTHER SUGGESTIONS
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RESUME QUTLINE
NO ABBREVIATIONS

PLEASE PRINT (IN PENCIL),

APPENDIX IIT

CAPITALIZE ONLY THOSE LETTERS TO BE TYPED WITH A CAPITAL

NAME :

ADDRESS, APT.
CITY & PROVINCE
POSTAL CODE
TELEPHONE

SUMMARY OF EXPERIENCE (Optional)

(A BRIEF DESCRIPTION OF YOUR SKILLS OR WORK EXPERIENCE)

EDUCATION

e.g.:

1974-1978 B.A. (psychology)
University of Toronto, Toronto

Years

Most recent
degree/diploma

Name of
Institution

Years

City
(or Country)

Next
degree/diploma

Name of
Instituticn

Years

City
(or Country)

Next
degree/diploma

Name of
Institution

City
{or Country)
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RESUME OUTLINE

PROFESSIONAL AFFILIATIONS (If Appropriate)

1.

LANGUAGES (Optional)

INTERESTS (Optional)

{If fluency is
applicable to

your career.)

OTHER INFORMATION TO BE INSERTED

TITLE: H

TITLE: :

REFERENCES: Upon request.
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HANDLING

APPENDIX IV

UNEMPLOYMENT

GROUPS

3101 Bathurst Street, 5th Floor, Toronto, Ontario MBA 2A6 (416) 789-9260

CASE STUDY: Time Management

Tom, a group member, is complaining that he just does not have
enough time to do his job search properly. There are too many
chores and interruptions that arise daily. He has been unemployed

for two months.

He has two school age children, 8 and 10, and his

wife works full time.

A typical day:

Everyone gets up at 7:30 AM. By 8:30 Tom has made lunch and
breakfast, and has gotten the children out the door. His wife

leaves by 8:45.
8:45 - 9:45 -

9:45 - 11:00 -

Cleans up the kitchen, and has one phone
conversation.

Tom feels he needs a break, so he looks over
the want ads with a cup of coffee. He then
realizes that there are not many ads and gets
side-tracked to the sports page and the rest of
the newspaper.

Realizing that it is 11:00 Tom starts to become
nervous that the morning is disappearing and he
still has not written his cover letter for the
ad he saw on the week-end, and his resume needs
work.

Tom works until 12:30 when the phone rings. It
is a telephone marketing research survey, in
which he agrees to participate.

His concentration is broken so he eats lunch.

I
Starts to work on his resume but then begins to
feel the usual guilt that his wife is working
and he is not. Therefore, he feels that since
she is working he should clean the house so that
she does not have to. As well he feels guilty
that she should have to make dinner after a day
of work. He also sees the dirty laundry that
needs to get done,

At night before going to sleep Tom feels terrible.
He did not accomplish much in his job search. He
did not really have time to do anything he really
likes to do, like his daily exercise routine.

cont....
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CASE STUDY: Time Management page

Questions
1. How will Tom ever get a job? How can you help him?
2. Come up with a plan for the next few days, keeping in

mind Tom's responsibilities, his needs and desires, and
particularly his need to set priorities.

3. Set long and short term goals for Tom. List the

priority areas that he must accomplish. Priorize
these and create a Time Pie for Tom.

EP/mat
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APPENDIX Vv

GOAL SETTING & TIME MANAGEMENT
PURPOSE:
To help people structure their time and to reduce stress.
To impart time management tools.
MATERIALS;
Flipchart
To Do Plan Worksheet
Time Management Planning Sheet
Goal Sheet
Time Log

TOTAL TIME:

70 Minutes

PROCEDURE I: GOAL SETTING

1. Share following quote:
Alice: "Would you tell me, please, which way I ought to
go from here?"
Cheshire Cat: "That depends on where you waﬁt to get to."
Alice: "I don't much care where."
Cheshire Cat: "Then it doesn't matter which way you go."
2. Explain importance in times of transition of having a goal

and being structured. Structure is a basic need which is a
means to an end of achieving things, and therefore feeling
better about one's self.

As well, one must have goals in order to not waste time.
Wasting time is a sure-fire road to stress,

3, Have people complete Goal Sheet (see attached).

4. Next, have each group member write down a specific action
plan to be prepared for each step (including deadlines):

Example: Writing Resume

a) Find out about typing/word processing services.

b) Obtain a book on resume preparation.

c) Complete Resume Outline form from H.U.G.
d) Spend twe hours per day until completed.
e) Check with counsellor and mecdify.

f) Get it professionally typed or word processed.
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5. Now, -have group members look over their action plans and ask
the following questions:

a) Is it realistic, given other pressures and are the
deadlines realistic?

b) Is it specific?

c) Is it positive (i.e., not what you are not going to do,
but what you are going to do)?

If the answer is yes, now move on to Time Management
principles, If no, group members should re-organize goals
with the assistance of leader(s).

6. Group members should do such a plan for each step, at home,
oen their own.

TIME: 30 Minutes

PROCEDURE II: TIME MANAGEMENT

1) Have group members do time log for typical one to two-day
period during the week in order to see how they are spending
their time,

2) Discuss Principles of Time Management, as follows:

PRINCIPLES OF TIME MANAGEMENT

Intreoduction

Many people who are unemployed find they have too much 'time' on
their hands. They are overwhelmed by the emotional impact of
being unemployed and not having any structure to their day.

If one's time is well-managed and planned, people cope better
with their period of unemployment. Well-managed time can:

> prevent job search burnout;

> help eliminate stress by planning activities, having a
sense of daily accomplishment;

> keep up the momentum of the job search;
> help maintain good work habits;

> increase self-esteen.
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There are two basic principles of time management:

1. One nmust wvalue cone's self,. This is shown by not
allowing for interruptions and by being assertive with
friends and family. An unemployed .person is often
viewed as someone who has 'nothing to do', and can
therefore help out with others' emergencies., It is the
job of the unemployed person to remind people that his
or her job hunt is a full-time undertaking. Certainly
the unemployed person should take lunch breaks and
coffee breaks, and the day should be no longer than for
those who are emploved.

2. Know vyourself. Know during what time of the day you
function best. Are you more alert in the early part of
the day? Do you write best in the evening? When is
your low energy time of day? What are your goals?

There are three types of daily activities:

a) HIGH PRIORITY including anything you feel must be done
for surivial. (Examples: Personal hygiene, child-care
responsibilities, job search-related tasks, contact
with close friends and relatives.)

b) MEDIUM PRIORITY includes very important, but not

essential tasks. {Examples: Stress reduction-
relaxXxation time, exercise, contact with supportive
people.)

c) LOWER PRIORITY includes things that might be done, but
can be put off. { Examples: Some job contacts,
planning a holiday, writing a letter to a friend,
calling a particular person, getting the car fixed.)

Each person will have his/her own priorities and will rate
goals differently.

Explain Force Field Theory (see attached illustration).

In every situation, there are forces which help us move
towards our goal and barriers which keep us from our goal.
(Like a basketball game, your team helps you to get to the
basket, but the opposing team is trying to keep you from the
basket.)

It is important in looking at your goals to think about what
activities you need to build in to bolster up your “team'.
For example, if jogging in the morning gives you energy, be
sure this is built into most daily plans.
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Time:

20 Minutes

Have group members refer back to their most important goal
and steps, and have them make a list of (A, B, C) activities
needed This 1is called 'prioritizing their goals/action
plan'.

5 Minutes,

Break into small groups of two or three. Be sure group
members include all A and most B, and if there is time, C
activities. Advise small group members to help each other
with their schedules.

Note: Leader(s) should circulate among small groups to
assist people and to make sure the are being realistic about
their goals and plans.

15 Minutes,

Advise group members that each night is a good time to
prepare a 'To Do' list for the next day so that they have
not oniy a structure, but the satisfaction of crossing off
activities as they complete then.

PROBLEMS & ISSUES:

1'

This session is compacting much content into a very short
time frame. It is important to try to simplify the concepts
as much as possible.

People may feel anxious about having to set goals. Some
people are not 'writers' and do not have the will nor
discipline to prepare a 'To Do' plan. It is important to

point this out, to validate this, but to also point out to
group members the need to at least think about what they
nead to do the next day.

This section provides people with tools. It is important to
check back in subsequent session to see if the tools were
useful and if people are using the concepts in their lives.

PR T p———
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APPENDIX Va

GOAL SHEET

A major goal within the next (week/month/year) is:

fir

v

What steps must I take to reach this goal?

STEPS BY WHEN? HOW LONG WILL IT
TAKE?

Example:

If your goal is to be re-employed within six months, some of the
following steps are necessary:

1. Prepare a resune.
2. Find out where you can look for a job.
3. Write letters of application.
4. Make telephone and personal contacts,
5. Deal with your stress level: .Exercise
.Diet
.Have a time plan
.Enjoyable hobbies/activities
6. Have a quiet time set aside each day to write.
7. Obtain support from friends and family. Keep up regular
contacts,
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HANDLING
UNEMPLOYMENT
GROUPS

Ao oWwL/ LA VA

3101 Bathurst Street, S5th Floor, Toronto, Ontario MBA 2A6 (416} 789-9260

+ POSITIVE
PUSH

FORCES THAT PUSH
YOU TOWARDS YOUR
GOAL

1Tv09
1v09

FORCE FIELD THEORY

- NEGATIVE
PULL

—

FORCES THAT PULL
YOU AWAY FROM YOUR
GOAL
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APPENDIX Vc

TIME MANAGEMENT DAILY LOG

ACTIVITY

MORNING

AFTERNOON

EVENING

MORNING

AFTERNOON

EVENING
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APPENDIX vd
A "poOn PLAN

order to make this plan; Look at YOURSELF, NOT at anybody else. You only

r3 can control what you do. You can't change others.,

g.;'I:her:e are 6 elements of a good '"do" plan:

1.
i)
& 2

Small It

Specific I
Yy

Reascnable

Positive

Repetitive

Indegendent

- -

is manageable, both in terms of time and what you are going to do.

t is definite and detailed; 1t is something you can visualize
ourself dging.

It makes sense; you see value in doing it.
It is NOT what you are not going to do; it IS what you are going to do.
It is something you can do fairly often.

It is not dependent on what someone else does.

DON'T UNDERESTIMATE THE POWER OF PUTTING YOUR PLAN IN WRITING.

oo
it oaat

Yoy

T
HE
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1)

2)

3)

4}

Time:

5)

6}

7)

8)

APPENDIX VI

JOB LOSS LECTURETTE

Begin by asking group to brainstorm (define
'brainstorming'):

.What do you lose when you lose a job?
.How does it feel when you lose a job?

Discuss the fact that a job is a loss and as with any loss,
one experiences strong emotions. Grieving over job loss is
a natural as grieving over the loss of a loved one, a
divorce, or a death. Relate this back to the list of words
group members came up with when brainstorming. Point out
how our self-image 1iIs so closely linked to work. Again,
refer to the words they came up with.

Read quotes from Unemplovment: Its Impact on Body and Soul,
if appropriate (see Bibliography).

Fresent Job Loss Stages, but first emphasize that this is a
theory and a model. Since everyone is unique, not esveryone
will fit into this theory. If it fits, use it. If not, ask
them to think about how their own process has been
different. Allow encugh time for discussion of how people
do and do not identify with the stages of job loss.

25 Minutes

Present flipchart diagram of Job Loss Stages and the stick
figures.

Break into small groups and answer the following questions:

a) How has it been for me? What aspects of the theory can I
relate to?

) What kinds of positive activities or techniques have I
found that have helped me get through this difficult time?
{People in small groups make a list and present their ideas
to entire group.)

Present information on Skills That Help People Cope Well.

Pass around the Personal Assessment cards and have people
complete the sentences. (One card per person. If group is
small, can go around again with a new card for everyone.)
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NOTE I:

NOTE II:

The Job Loss section can be very emotional due to
the psychological factors that are discussed. Be
sure that the atmosphere is very supportive and
that at the completion of this section, people are
focusing on strengths rather than depression and
despair. .

If there is extra time at end of this section,
leader(s}) can begin Stress Management (see Session
III}.
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Assumptions

Rejection Letters

1ls,

APPENDIX VIb

JOB LOSS STAGES

Lack of responses to / \
telephone

.I am a skilled persocn.
.I value the goal of job

acquisition.

.If I want a job, I must

apply.

.I1f I apply for a job, I

will get it.

;:> Results

.Discomfort
.Conflict between
assumption and
realities,

.Confusion.

@ P

Search
Harder

/

g\
‘ N

\

/\

Results

.What is wrong with.
me?

.I feel futility and
despair.

.I guess I had better
lower my standards
for the job I expect
to get,

Family and friends
begin to be critical
of joblessness -
",.you are not tryin
hard enough..."
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1)

2)

3)

4)

S)

6)

7)

8)

2)

18)

APPENDIX VIc

COPING ASPECTS

SUPPORT

RE-ASSESSMENT OF GODALS

JOB SEARCH SKILLS

KNOWLEDGE OF COMMUNITY RESOURCES AND HOW TO USE THEM
STRESS MANAGEMENT AND SELF-AWARENESS

DEALING WITH SELF-BLAME; UNDERSTANDING THE CAUSES OF
UNEMPLOYMENT

AWARENESS OF AND ABILITY TO DEAL WITH FEELINGS
SEEKS OUT POSITIVELY REINFORCING SITUATION

KNOWLEDGE OF OPTIONS (EG. JOB MARKET, RE-TRAINING
POSSIBILITIES)

KNOWLEDGE OF SKILLS AND ABILITIES

ABIL.ITY TO USE TIME CREATIVELY/CONSTRUCTIVELY (EG. HOBBIES,

VOLUNTEER WORK, ETC.)
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APPENDIX VId

Self-Esteem Exercise

Use the following exercise as an energizer, to make people feel
good. Can be done several times during the course of the 9
sessions, when pecple need a lift.

1. Put each statement on a card.

2. Give out cards face down and ask people not to look at them.

3. Have each person read their statement in turn, finishing the
sentence.

Sample Statements:

1. Something I do well is.......

2. A strength I have is.........

3. When I am angry I cool off by.........

4. One situation where I helped someocne is.........

g, One good guality I have developed over the vears is.........

6. People like it when I..........

7. I help other people when I........
8. One thing that gets me out of bed in the morning is........
9, Something I appreciate about this season is.........

10. I am proud that I..... e
1i1. One example of when I took control of a situation is........

12. When I feel good I know the people I should avoid are those
who,........

13. My favorite hobby/pastime is.........

14. Something that makes me feel hopeful is........

15. When I feel down I cheer myself up by.........

16. When I feel bad I like to see those who.........

17. Something that I am learning is..........

18. I like myself best when.........

19. Since I have been unemployed I have had more time to.......

20. One positive thing about not working is............
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APPENDIX VII

JOB LOSS

COMMONALITIES:

1. Traumatic for everyone to some degree.

2. Upsetting to be in same group and rubbing shoulders in CEC
with other unemployed people they had seen previously as
lazy, shiftless, etc,

3. People co?e better when they have a time line for re-
employment and a belief that they will get another job.

4. People are fearful of rapid shifts in emotions and 'yo-yo!
state.

5. Scle-support mothers experience most helplessness and panic
re: becoming a “welfare mother'.

6. If people lose more than one job in a short period, their
feelings of anger, discouragement and helplessness are
intensified.

7. Upward swing after period of apathy possible with support

(group, re-training, re-assessment).

*Need to help people achieve a balance between continuing to
assume responsibility for getting a job while realizing that many
factors are beyond their control (diminish self-blame).
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APPENDIX VIII

FACTORS RELATED TO EMOTIONAL SHIFT IN UNEMPLOYED PEOPLE

SHIFTS FROM POSITIVE TO NEGATIVE:

Job Rejection

Financial Pressure

Family Problems

Job Search Activities

Thinking Negatively

CEC (Not Helpful)

Additional Job Loss

Future Unknown or Negative

Lack of English (for Immigrants)
Cultural Work Ethic

Training in Country of Origin Not Recognized
Watching T.V.

Drinking/Smoking

Lack of Personal Support

SHIFTS FROM NEGATIVE TO POSITIVE:

Supportive Family/Friends
Temporary Work

Thinking Positively

Job Support Group
Plans/Acceptance for Re-Training
Volunteer Work

Initial Job Search

Physical Exercise

Taking Courses

Vacation

Change in Career Goal

English Classes (for Immigrants)
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