


Preparing fOr

Career Success



prepal‘ing fol'

Career Success

Jerry Ryan
Career Education Consultant
Akron, Ohio

Roberta Ryan

Career Education Consultant
Akron, Ohio

\XWEST PUBLISHING COMPANY
MINNEAPOLIS 7 ST. PAUL NEW YORK SAN FRANCISCO LOS ANGELES




Copyedit: Judith Mara Riotto
Proofreading: Jennifer Miller, Jill Thomas
Index: Maggie Jarpey
Composition: American Composition & Graphics, Inc.
Cover image: Profiles West, Comstock, and PhotoEdit
Interior photography: PhotoEdit, Dana White Productions,
David Hanover Photography—Complete photo credits listed after index

WEST’S COMMITMENT TO THE ENVIRONMENT

In 1906, West Publishing Company began recycling materials left over from the production of books. This
began a tradition of efficient and responsible use of resources. Today, 100% of our legal bound volumes are
printed on acid-free, recycled paper consisting of 50% new paper pulp and 50% paper that has undergone de-
inking process. We also use vegetable-based inks to print all of our books. West also recycles nearly
27,700,000 pounds of scrap paper annually—the equivalent of 229,300 trees. Since the 1960s, West has
devised ways to capture and recycle waste inks, solvents, oils, and vapors created in the printing process. We
also recycle plastics of all kinds, wood, glass, corrugated cardboard, and batteries, and have eliminated the use
of polystyrene book packaging. We at West are proud of the longevity and the scope of our commitment to
the environment.

West pocket parts and advance sheets are printed on recyclable paper and can be collected and recycled with
newspapers. Staples do not have to be removed. Bound volumes can be recycled after the cover has been
removed.

Production, Prepress, Printing and Binding by West Publishing Company.

@ TEXT IS PRINTED ON 10% POST
CONSUMER RECYCLED PAPER

British Library Cataloguing-in-Publication Data. A catalogue record for this book is available from the
British Library.

COPYRIGHT © 1997 By WEST PUBLISHING COMPANY
610 Opperman Drive
P.O. Box 64526
St. Paul, MN 55164-0526

All rights reserved

Printed in the United States of America

03 02 01 00 99 98 97 8765432
Library of Congress Cataloging—in—Publication Data

Ryan, Jerry

Preparing for career success / Jerry Ryan, Roberta Ryan.
. cm.

Includes index.
ISBN 0-314-04883-9 (hc : alk. paper) Teacher’s Annotated Edition (0-314-04884-7)

1. Vocational guidance. 2. Career development. 3. Job hunting.
4. High school graduates -- Employment. 1. Ryan, Roberta. 1921 -
I1. Title.
HF5381 . R796 1996 95-37416
650 . 14--dc20 CIP



Dedication

To our family

To our parents for nurturing us during the first stages of life and their
continuous love and encouragement

To our daughters, Bonnie and Linda, for giving us a sense of purpose,
returning our love, and becoming our reliable, understanding, and
supportive friends as well as daughters

To our sons-in-law for the love and commitment they provide to our
extended family

To our grandchildren for helping us remember the joy of laughter and
play, the magic of dreams, and the importance of preparing for
career success.

Jerry and Roberta




Acknowledgements

The authors appreciate the contributions of the
numerous individuals listed. They are especially
grateful to Lynda Kessler and Mario Rodriguez of
West Educational Publishing for the creativity and
organization they added to the text and

appreciated.

supplemental materials. The suggestions,

Reviewers

contributions, and decisions of our editor, Robert
Cassel, have shaped the final content and
organization of the entire project. His patience,
confidence, and editorial wisdom are greatly

In addition, we would like to acknowledge the invaluable contributions of several other individuals who
participated in the reviewing of this text:

Dennis Ballard
Naperville High School
Naperville, IL

Alton W. Barnes
Southern High School
Durham, NC

Christopher Black
Bingham High School
S. Jordan, UT

Marguerite Bolerjack
Joliet Central High School
Joliet, IL

Cathy Dickey
Napa High School
Napa, CA

Carol Fogel
Westlake High School
Westlake Village, CA

Ray Fortner
Mt. Pleasant High School
Mt. Pleasant, TX

Johnette Harper
Duncan High School
Duncan, OK

Sondra G. Harroff
Jefferson High School
Louisville, KY

Arlene J. Inglis
Morristown High School
Morristown, NJ

Mildred Landers
Whitesboro High School
Whitesboro, TX

Carol A. Lobi
Chantilly High School
Chantilly, VA

Carol Metzler
Skyline Development Center
Dallas, TX

Kathleen Morris
Caesar Rodney High School
Camden, DE

Juanita Motley
Fairfax High School
Fairfax, VA

Michael J. Nacinovich
Carl Hayden High School
Phoenix, AZ

Gordon Nicholson
West High School
Manchester, NH

Janice M. Pettite
Greece Arcadia High School
Rochester, NY

Daphne Richmond
Mountainburg High School
Mountainburg, AR

Donald R. Shaffner
Granite City Senior High
School Granite City, IL

Jill Simpson
Bethel Park High School
Pittsburgh, PA

Shirley T. Washington
Peach County High School
Fort Valley, GA

Gena Wright
Gosnell High School
Gosnell, AR




Conte_nts i,." Brief

- I g

Introduction 1
unit1  Getting Ready for the World of Work 4
Chapter 1  Life’s Many Tasks 5
Chapter2  Knowing Yourself: Interests and Aptitudes 21
Chapter 3 Knowing Yourself: Values and Goals 44
Chapter4 Problem Solving: Making Choices 59
Chapter 5 Looking Ahead: Education and Training 72
unitz Job Search and Job Success 928
Chapter 6 Expressing Yourself: Effective Communication 99
Chapter 7 The Job Search 129
Chapter 8 Applying and Interviewing for a Job 150
Chapter 9 Job Success Is Your Responsibility 177
Chapter 10 Making Progress on the Job 195
Chapter 11 Roles, Rights, and Responsibilities 228
Chapter 12 Career Change and Growth 260
unit3 Understanding the \Xorld of Xork 280
Chapter 13 A Changing Workplace 281
Chapter 14 Economics and Work 306
Chapter 15 Entrepreneurs and Small Business Ownership 333
Chapter 16 Researching and Understanding Career Information 356
unit4 Living on Your Own 373
Chapter 17 Managing Your Income 374
Chapter 18 Being a Consumer: So Many Choices 401
Chapter 19 Health: You Can’t Work without It! 433
Chapter 20 Work and the Family 450
Chapter 21 Civic Responsibility: You Make a Difference 471
Chapter 22 Your Life and Your Career 484
Glossary 495

Index 505



viii

Table pf antents

- T

Introduction 1
Unit 1
Vet )
WV g g Getting Ready
il “i §] for the World of Work 4
Cuarrer 1 Life's Many Tasks 5
section 1 Choosing a Career 6
section 2 Work: What Is It, and Why Do People Do It? 12
section 3 Developing Your Career Skills 17
Chapter 1 Review 20
CHAPTER 2 Knowing Yourself:
Interests and Aptitudes 21
section 1 \Who Am I? 22
section 2 Personality 26
section 3 ldentifying Interests 31
section 4 \Working With Data,
People, and Things 33
section 5 ldentifying Aptitudes 36
section 6 Leisure Time 40
Chapter 2 Review 43




cuarrer 3 KNnowing Yourself:

Values and Goals 44
section 1 Clarifying Values 45
section 2 Defining Goals 49
section 3 Attitudes 52
section 4 Planning a Lifestyle 56

Chapter 3 Review . 58
cuarter 4 Problem Solving:
Making Choices 59
section 1 The Process of Decision Making 61
section 2 Knowing Yourself and Career Decisions 64
section 3 Decisions and Goals for Today and Tomorrow 69

Chapter 4 Review 71
cuarrer 5 LOOKiNng Ahead:
Education and Training 72
section 1 Education and Training Are Important 74
section 2 High School Is Important Preparation 77
section 3 Apprenticeship Programs 82
section 4 Vocational Training Opportunities 85
section 5 On-the-Job Training, Civilian and Military 89
section 6 Community Colleges, Colleges,

and Universities 92
Chapter 5 Review 97




Unit 2

Job Search and
Job Success

cuarrer 6 EXpressing Yourself:
Effective Communication

section 1 The Magic of Language: Understanding

section 2 Speaking, Listening, and Responding 104
section 3 The Written Word 110
section 4 Interpersonal Relationships 117
section 5 Conflict Resolution 123

Chapter 6 Review

Cuarrer 7 The Job Search

section 1 Planning Your Job Search
section 2 Finding Job Leads 132
section 3 Your Personal Data Sheet and Résumé
section 4 \X/rite a Successful Cover Letter '

Chapter 7 Review




CHAPTER 8 Applylng and

Interviewing for a Job 150
section 1 Job Application Forms a 151
section 2 Preemployment Tests . 156
section 3 Making a Good Impression 159
section 4 Successful Job Interviews 162
section 5 Part-time Jobs 170
section 6 Full-time Jobs 173
Chapter 8 Review 176
cuarer 9 JOD Success Is
Your Responsibility 177
section 1 Attitude Makes a Difference 178
section 2 Beginning a New Job 181
section 3 Laying the Groundwork for Career Success 186
Chapter 9 Review 194

CHarTER 10 Maklng PTngESS
on the Job 195
section 1 Conforming to

the Organization 196
section 2 Being Supervised 198
section 3 Getting Along with

Co-\Workers I° 205
section 4 Career Advancement

Through Promotion 210
section 5 Labor Unions 215

section 6 Health and Safety in the Workplace 219
Chapter 10 Review 227




xii

ChapTer 11 Roles, RightS,

and Responsibilities 228
section 1 Employers Evaluate Performance 229
section 2 The Matter of Ethics 234
section 3 Federal Rules and Regulations 239
section 4 Fringe Benefits 247
section 5 The Work Schedule 253
section 6 Organizational Training and Education 256
Chapter 11 Review 259

Cnarrer 12 Career Change

and Growth 260
section 1 Career Success 261
section 2 Changing Jobs 268
section 3 Losing Your Job 271
Chapter 12 Review 279

Unit 3

Understanding

the Xorld of Work 280
Charrer 13 A Changing \X/orkplace 281
section 1 The Changing Role of Women 283
section 2 Issues in a Changing Workplace 288
section 3 Changing Opportunities 294
section 4 Preparing for a Changing World of \Work 300

Chapter 13 Review 305



xiii

cuarrer 14 Economics and Work 306

309
313
317
319
322
327

o 332

section 1 Production and Service Systems
section 2 Producing for Consumers
section 3 Our Monetary System
section 4 Good Times and Bad Times
section 5 Technology and Change
section 6 A Global Economy

Chapter 14 Review

Cnarer 15 Entrepreneurs

and Small Business Ownership 333
section 1 The American Dream: Your Own Business 334
section 2 Different Forms of Business Ownership 340
section 3 Planning for Success 343
section 4 Financing a Business 347
section 5 Piles of Paperwork 350
Chapter 15 Review 355

CHaPTER 16 Researching and
Understanding Career Information 356

section 1 Reading and Research 358
section 2 Listen and Observe 362
section 3 The Real Thing 365
section 4 Classifying Occupational Information 368

Chapter 16 Review 372



Unit 4
Living
on Your Own

cuarrer 17 Managing Your Income

section 1 Your Paycheck 375
section 2 Bank Services 379
section 3 Borrowing and Credit 385
section 4 Money Management and Budgets 393

Chapter 17 Review 400

So Many Choices

section 1 Necessities and Frills
section 2 Advertisements and

the Media: Wanting It All
section 3 Finding a Place to Live ' e o
section 4 Consumers Have Rights . 417
section 5 Purchasing Your First Automobile 423
section 6 Insurance Protection 429

Chapter 18 Review

Cuarrer 18 Belng a Consumer:.

cuarter 19 Health:

You Can't Work Without It!

section 1 A Sound Mind in a Sound Body
section 2 Medical Care and Health Insurance 440
section 3 Substance Abuse 445

Chapter 19 Review




charrer 20 Xork and the Famil 450

section 1 Dating and Courtship o 451
section 2 Marriage o g 452
section 3 Parenting and \Work e 458

section 4 Raising Children 463
section 5 Divorce ‘ 467

Chapter 20 Review 470

Cuarrer 21 Civic Responsibility:

You Make a Difference 471

section 1 Your Civic Responsibility 472

section 2 Solving Social Problems 476
Chapter 21 Review 483

Cuarrer 22 Your Life and Your Career 484

section 1 The Stages of Life m
section 2 Your Career Philosophy "1:% 7}

Chapter 22 Review : 1 IS %, 494




;_ll__l | | == #

X’ho Gets the Promotion?
Year-round School?

A Dead End on “the Easy Road”

It Pays to Listen

Selecting the Best Approach
\X’here Does Tiffany Belong?
Being Pleasant Is Important
A Healthy Choice?

Fair Choices or Discrimination?
\X’ho Pays the Bills?

Made in America?

Investment Creates Jobs
Changes in the Auto Industry
Eric Faces Reality

Difficult Budget Decisions
What’s a Fair Share?

11

53

76

105
158
189
201
222
241
245
299
311
329
369
397
455



E“ == W E Y 4 4
= =
» BN Y « FEEe N - ey

Encouragement Makes a Difference 30
Time Well Spent 42
Role Models Are Important 47
Education — A Family Value 55
Success Increases Confidence 87
Jessie Feels Capable 115
Confidence Wins 164
A Feeling of Pride 212
Challenging Work? 264
Persistence Pays Off 274
What's the Message? 287
\Xhat's Your Worth? 290

\X/ho Is Robert? 489



