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The Applied Math Digital Workbooks™

provide students with career-based math activi-
ties related to specific occupational training
areas. In addition to helping students improve
their basic math skills, they will learn how
these skills are used in the workplace.

PRINT-READY WORKBOOKS ON CD-ROM!

Applied Math Digital Workbooks™ are:
Convenient - prints from any computer
with a CD-Rom drive. Carry it in your
pocket, notebook or purse.

Nonconsumable - it never wears out,
never runs out of activities.

Cost Efficient - use it year after year with
an unlimited number of students at a frac-
tion of the cost of conventional workbooks.

The Applied Math Digital Workbooks™

are as easy as 1 - 2 - 3!

① First, insert the Applied Math
Digital Workbooks™ CD-Rom into
your computer’s CD-Rom drive.

➁ Then select the activity (activities) you
want to print.

➂ Finally, select the number of copies you
wish to print. That’s all there is to it!

➁

Choose from the following titles:

 AMDAG AGRICULTURE
 AMDAM AUTO MECHANICS
 AMDBE BUSINESS ED
 AMDCC CHILD CARE
 AMDCO CONSTRUCTION
 AMDCS COSMETOLOGY
 AMDDF DRAFTING
 AMDEL ELECTRONICS
 AMDFC FAMILY/CONSUMER
 AMDFS FOOD SERVICE
 AMDGA GRAPHIC ARTS
 AMDHS HEALTH SERVICES
 AMDHO HORTICULTURE
 AMDIT INDUSTRIAL TECH
 AMDMK MARKETING
 AMDMW METALS/WELDING

TM

Order Number: (see above)

CONTENTS: Each title includes 1 Windows CD-Rom.

Applied Math Digital Workbooks

$79.00
per title

Order the complete set for
$948.00 and save over $315.00!➂

➁

Applied Math
Digital Workbook

①
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SAMPLE ACTIVITIES

AGRICUTURE AUTO MECHANICS

BUSINESS EDUCATION CONSTRUCTION
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SAMPLE ACTIVITIES

COSMETOLOGY DRAFTING

ELECTRONICS FAMILY/CONSUMER
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SAMPLE ACTIVITIES

FOOD SERVICE GRAPHIC ARTS

HEALTH SERVICES HORTICULTURE
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SAMPLE ACTIVITIES

INDUSTRIAL TECH MARKETING

METALS/WELDING
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The Applied Thinking Digital Workbooks™ provide students with activities that enable
them to apply thinking and problem solving skills  in a context related to selected career path-
ways.  In addition to improving their thinking and problem solving skills, students will learn
how these skills are used in the workplace.  Each CD title contains over 25 hours worth of print-
ready applied thinking activities.

ATDTT THINKING TOOLS
ATDAG AGRICULTURE /ENVIRONMENT
ATDAC APPLIED COMMUNICATION
ATDAM APPLIED MATH
ATDAS APPLIED SCIENCE
ATDSS APPLIED SOCIAL STUDIES
ATDBE BUSINESS/MARKETING
ATDCA CAREERS
ATDEN ENGINEERING/INDUSTRIAL
ATDHH HEALTH /HUMAN SERVICES

Order Number: (see above)

CONTENTS: Each title includes 1 Windows CD-Rom.

Applied Thinking Digital Workbooks

$79.00
per title

PRINT-READY WORKBOOKS ON CD-ROM!

Choose from the following titles:

Order the complete set for
$593.00 and save over $195.00!

Applied Thinking Digital Workbooks™

are:
Convenient - prints from any computer
with a CD-Rom drive. Carry it in your
pocket, notebook or purse.

Nonconsumable - it never wears out,
never runs out of activities.

Cost Efficient - use it year after year with
an unlimited number of students at a frac-
tion of the cost of conventional workbooks.

Applied Thinking Digital Workbooks™

are as easy as 1 - 2 - 3!

① First, insert the Applied Thinking
Digital Workbooks™ CD-Rom into
your computer’s CD-Rom drive.

➁ Then select the activity (activities) you
want to print.

➂ Finally, select the number of copies you
wish to print. That’s all there is to it!

TM

➂

➁

Applied Thinking
Digital Workbook

①
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SAMPLE ACTIVITY

TEACHER’S GUIDETEACHER’S GUIDETEACHER’S GUIDETEACHER’S GUIDETEACHER’S GUIDE
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1. In this two-day activity, students are in the roles of space-research mis-
sion analysts who compare two moon rockets and chose the superior one.
Emphasis is on following oral and printed instructions and solving arith-
metic problems.  This entails solving word problems and applying addi-
tion, subtraction, multiplication, and long division.  Students work in
pairs and are encouraged to help each other.

2. The teacher may wish to preface this activity with a film on space explo-
ration.  Numerous such films are available from school and public service
free-loan film libraries.

3. At the beginning of the activity, remind the students that math and reading
skills are essential to finding and holding a good job in today’s techno-
logical society.

When introducing the subject of space-research mission analysis, tell the
students that there are very few people in high technology who can be
called “geniuses.”  Most of the people who work in this field have math
and reading skills that are at least equal to the requirements of their work.
They learned these skills in school and developed them through practice
and application.

4. Tell the class that in today’s activity they will solve a problem that is
similar to that which a space research center might spend months, or even
years, examining.  Point out that such work is done by both government
and private industry.  Mention that many of the people who work in this
field feel that they are modern-day counterparts of those who built the
first ocean-going ships which were used to discover new continents hun-
dreds of years ago.

5. Tell the class that one of the most important and highly paid kinds of
work in space research is called “mission analysis.”  Write “mission
analysis” and “mission analyst” on the chalkboard.  Ask the students what
they think a mission analysis involves and what kind of training one
would need to be a mission analyst.
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SAMPLE ACTIVITY

TEACHER’S GUIDETEACHER’S GUIDETEACHER’S GUIDETEACHER’S GUIDETEACHER’S GUIDE
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  6. Inform the students that a space vehicle mission is the “job” it is designed
to do.  A mission analyst investigates all the factors surrounding a mis-
sion and makes recommendations based on the analyses.  Ask the stu-
dents to volunteer reasons why a great deal of effort must go into the
planning of space missions.  Encourage them to think in terms of hostility
of the space environment, safety of the astronauts, complexity of equip-
ment, enormous costs, and the importance of advancing man’s knowledge
of the universe.

  7. Announce that students will work in pairs, and will compare two different
types of moon rockets that have been designed, but not yet built.  Estab-
lish that the students understand the significance of this.  The two rockets
exist only “on paper.”  The task of the pairs of mission analysts is to
study the two different types of rockets and compare them.  When they
finish comparing them, they will choose the rocket to be built.  Tell the
students that they will be expected to have good reasons for choosing one
over the other.

  8. Hand out a Student Activity to each student.  Assign students to work in
pairs, preferably a high achiever with a low achiever.

  9. Lead the students through the first three pages of their material (all of pp.
1 and 2 and the top part of p. 3).  Then, with each pair, assign one to work
on the Aquarius type and the other to work on the Taurus type.  If a stu-
dent is “left over,” assign him to work on either of the two types with one
of the paired groups.

10. Point to the top of p. 3, and tell the students who were assigned the
Aquarius to place a check mark next to “Aquarius Type.”  Repeat this
instruction for the “Taurus Type.”

11. Familiarize the students with the layout of the pages.  Each student works
downward.  When he starts a new page, he begins on the same side as the
page he just completed.  Students working on the Aquarius type will do
calculations only for that type; the same instruction holds for students
working on the Taurus type.

12. Tell the students they are free to converse between themselves as they
perform their mission analyses.

G-3

TEACHER’S GUIDETEACHER’S GUIDETEACHER’S GUIDETEACHER’S GUIDETEACHER’S GUIDE
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13. Repeat the objective of the analysis:  Each pair of students will examine
their completed data and decide which rocket should be built.  They will
be expected to defend their choice.

14. Tell the class to begin.  Announce that you are available to offer assis-
tance in interpreting instructions and making difficult calculations.  But
make clear that each pair is expected to try their best before asking for
help.

15. Periodically, it may be worthwhile to have the students stop working
momentarily while you restate the logic of the analysis.  The two moon
rockets are being compared in several respects in order that a final
choice can be made.  There is an analogy in choosing an automobile, and
comparing different makes for seating capacity, gas mileage, etc.

16. Collect the student materials at the end of the period, and store them for
redistribution in the next meeting of the class.

17. At the beginning of the second day, spend a few minutes refamiliarizing
the class with the task at hand.  Ask the students to comment on the
severity of the analysis thus far.

18. When a pair of students has completed their analysis and has made a
choice of moon rocket, the teacher may wish to assign them to help
others.

19. When most of the students have completed the activity (including the
page titled “Choice of Moon Rocket”), call on pairs of mission analysts
to report on their findings.

20. The Teacher’s Answers indicate that the Taurus is the preferable type for
two reasons:

✔  Higher reliability
✔  Cheaper cargo transportation cost

G-4
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21. Probably few, if any, students will have realized the importance of the
reliability figures in the analysis.  Probably most students will focus on
the passenger and cargo transportation  costs.

Although the Aquarius type affords a slightly cheaper passenger transpor-
tation cost, this is a relatively unimportant factor.  The much cheaper
cargo transportation cost of the Taurus type, however, is highly signifi-
cant.  In view of the large amount of cargo that must be transported to the
moon base, over a long time this superior feature of the Taurus type
would be crucial.

22. Some students may point out the value of the luxuries described in Item I
(“Other Features”).  While one can acknowledge the comforts that such
features could afford, the type of person who would volunteer to live on
the moon would probably not expect them.

23. Ask the students to offer opinions as to whether the analysis they just
completed resembles the kind of comparison from which a major deci-
sion would be made.  Invite them to comment on the value of certain
skills in arriving at a correct decision.

24. Collect the student materials, and check them for Demonstrated Perfor-
mance.

G-5
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Same
Same
Same

  $2,000  Earth takeoff
    7,000  Moon landing
    2,000  Moon takeoff
    7,000  Earth landing
$18,000 Answer

  24      hours in a day day
 x 8      days of operation
192      hours of operation

    192     hours of operation
 x $20  for each hour of

  operation
$3840  Answer

*10 pilots receive $1,000 a
day; they are paid for 8 days

 $1000
      x 8
 $8000 pilot costs

*8 assistants receive $560 a
day; they are paid for 8 days

   $560
      x 8
 $4480 assistant costs

   $8000
     4480
$12,480 Answer

Aquarius Type Taurus TypePG.

2 Ques. 1  Tombstone
Ques. 2  Sunshine
Ques. 3  Sunshine

3 (Item A)

$10,000  Earth takeoff
    8,000  Moon landing
  10,000  Moon takeoff
    8,000  Earth landing
$36,000 Answer

4 (Item B)
   24 hours in a day
  x 8 days of operation
 192 hours of operation

    192 hours of operation
 x $10 for each hour of

operation
        $1920 Answer

(Item C)
*6 pilots receive $600 a day;
they are paid for 8 days

  $600
     x 8
$4800 pilot costs

*10 assistants receive $750 a
day; they are paid for 8 days

  $750
     x 8
$6000 assistant costs

$4800
    6000
$10,800 Answer

G-6
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Aquarius Type Taurus Type

1/2 x 80 parts = 40 parts
        40   parts
   x $20   per part
    $800   cost of half the parts

Remaining 40 parts cost $5 ea.

      40   parts
   x $5   per part
  $200   cost of half the parts

  $800
    200
$1000Answer

Total number of meals served
to each person:

4 days x 3 meals = 12 meals
   day
Total number of persons

served meals:
350 passengers
  18 crew
368

Total number of meals
served:

  368 persons served
 x 12 meals per person
  736
368_
4416 meals served

Total cost of Meals (@ $5 ea.)

     4416
      x $5
$22,080   Answer

(No meals served on return trip to earth)

6

7

PG.

(Item D)
   1/2  x 40 parts = 20 parts

        20   parts
  x  $10   per part
    $200   cost of half the price

Remaining 20 parts cost $30 ea.

     20 parts
x $30 per part
 $600 cost of half the parts

 $200
   600
 $800 Answer

(Item E)
Total number of meals served
       to each person:
4 days x 3 meals = 12 meals
   day

Total number of persons
    served meals:

500 passengers
  16 crew
516

Total number of meals
     served:

  516 persons served
 x 12 meals per person
1032
516_
6192 meals served

Total cost of Meals (@ $5 ea.)

     6192
     x  $5
$30,960   Answer

(No meals served on return trip to earth)

(Items F through I.)
No calculations required.

5
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Aquarius Type Taurus Type

8

9

A. Takeoff and Landing
Costs $18,000

B. Nuclear Fuel Cost
      $3,840

C. Crew Costs $ 12,480
D. Parts Replacement

Cost        $1000
E. Meal Cost $22,080
F. Cargo (Freight)

Capability 100,000 lb.
G. Reliability 99.9999 etc.
H. Construction

Costs      $50,000,000

A. $18,000
B. 3,840
C. 12,480
D. 1,000
E.   22.080

$57,400

No. passengers carried by
Taurus type = 350

          $164.00   Answer
350  57400.00
        350
        2240

            2100
1400
1400

Copied numbers:  $57,400;
  100,000 lb.

       $.574  Answer
100,000  57400.000

         500000
 740000
 700000
   400000
   400000

10
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3048
3000

PG.
(Data Summary)
A. Takeoff and Landing

Costs $36,000
B. Nuclear Fuel Cost

$1,920
C. Crew Costs    $10,800
D. Parts Replacement

Cost $800
E. Meal Cost     $30,960
F. Cargo (Freight)

Capability  50,000 lb.
G. Reliability      99.0 %
H. Construction

Costs       $50,000,000

(Cost of Transporting 1 Person
  to the Moon)

A. $36,000
B. 1,920
C. 10,800
D. 800
E. 30,960

$80,480

No. passengers carried by
Aquarius type = 500

       $160.96   Answer
500  80480.00

     500

(Cost of Transporting 1 Pound
  of Cargo to the Moon)
Copied numbers:  $80,480;

50,000 lb.
            $1.609  Answer

     50,000  80480.000
      50000
      304800
      300000
          480000
          450000

  30000

4800
4500
  3000
  3000

TEACHER'S ANSWERSTEACHER'S ANSWERSTEACHER'S ANSWERSTEACHER'S ANSWERSTEACHER'S ANSWERS
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P.11, CHOICE OF MOON ROCKET

TO MOON ROCKET REVIEW BOARD

We have investigated the Aquarius type and the Taurus type rockets,
and we believe the Taurus type should be built.  Our reasons for our
selection are as follows:

Teacher:  The reasons presented below give the main line of
reasoning for selecting the Taurus type.

COST OF TRANSPORTING PASSENGERS:  The Aquarius type can
transport passengers for $3.04 cheaper than can the Taurus.  But this
saving is not significant.  For all practical purposes, both types can
transport people for about the same cost.

COST OF TRANSPORTING CARGO:  The Taurus type can transport
cargo for more than a dollar a pound less than can the Aquarius.  In
building a moon base, which requires vast amounts of equipment, this
saving by the Taurus type would become very significant.

OTHER REASONS:  Although the Aquarius has many "luxury" features
for its passengers, they are unimportant.  People who are going to live on
the moon would probably not expect to find such conveniences on their
transportation system.

WE HAVE THIS TO SAY ABOUT RELIABILITY OF THE  Taurus
TYPE:  The Taurus would be sure of working correctly on billions of
trips (see its "Reliability" decimal).  The Aquarius, on the other hand,
could be expected to break down on one trip out of 100 (i.e., it is only
99.0% reliable).  This is a crucial difference.

MOON ROCKET COMPARISONMOON ROCKET COMPARISONMOON ROCKET COMPARISONMOON ROCKET COMPARISONMOON ROCKET COMPARISON

-1-
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(Name)

Instructions:

1. The year is 2001.  You are a mission analyst at a space research center.  A
mission analyst solves many kinds of problems dealing with space flight.

2. You and your partner will compare information on two different types of
moon rockets that have not yet been built.  The rockets have been designed
to carry both people and cargo (supplies) to the new moon base.

3. You will work with information on one kind of rocket (either the Aquarius
or the Taurus).  Your partner will work on the other type.

4. When you and your partner have completed your calculations, you will
compare them.  From the comparison the two of you must decide which
rocket should be built.  BOTH OF YOU MUST BE PREPARED TO
EXPLAIN WHY YOU HAVE CHOSEN THE TAURUS OR AQUARIUS.

5. Now read the following information.

CHOOSING BETWEEN TRANSPORTATION SYSTEMS

How do we choose a transportation system?  When Columbus set sail
across the Atlantic, how and why did he choose the type of ship that he
used?  When the pioneers crossed the great plains, how and why did they
choose the type of covered wagon that they used?  When the large cities
required mass transit systems, why did some choose trains and others
buses?

Always there have been choices.  But the decisions have had to be based on
sound reasoning.  Otherwise, transportation systems would have failed,
perhaps broken down completely.  There are few cases where this has
happened.  Usually, talented people have been available to show the ways
that one system will be better than another.  To make such choices they
have had to deal with facts and figures.

Before you begin your analysis of a moon rocket for transporting people
and supplies to the moon, read and answer the following questions.  When
you have answered all three, you will have an idea about what goes into
choosing between transportation systems.
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TOMBSTONE AIRLINES VERSUS SUNSHINE AIRLINES

1. Tombstone Airlines will fly you (round-trip) from your home to Hawaii for
$500.

Sunshine Airlines will fly you (round-trip) from your home to Hawaii for
$700.

On which airline would you fly?  Tombstone _____   Sunshine _____
(check one)

2. Tombstone Airlines will carry up to 50 pounds of your luggage (suitcases),
but they will charge you $1 a pound.

Sunshine Airlines will carry all your luggage without charge.

On which airline would you fly?  Tombstone _____   Sunshine _____
(Check one)

3. Tombstone Airlines has been in business for 40 years.  They have had 8
minor accidents (airplanes damaged) and 4 recent major accidents (deaths).

Sunshine Airlines has been in business for 35 years.  They have had 1
minor accident (airplane damaged).  That accident happened 25 years ago.

On which airline would you fly?  Tombstone _____    Sunshine _____
(Check one)

CALCULATIONSCALCULATIONSCALCULATIONSCALCULATIONSCALCULATIONS

-3-
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The two moon rockets to be compared are called the Aquarius type and
the Taurus type.  Both rockets will take 4 days to fly from the earth to the
moon.  After landing on the moon, both rockets unload their passengers
and cargo.  Then they both return to earth.

CHECK THE ROCKET YOU ARE WORKING ON WITH A ✔ .  DO
ALL THE PROBLEMS, ALWAYS MOVING DOWN.  WORK ONLY
ON YOUR PROBLEMS, NOT YOUR PARTNER’S.

_____Aquarius Type

A.  Takeoff and Landing Costs

* Each takeoff costs $10,000

* Each landing costs $8,000

What are the total takeoff and
landing costs for 1 round trip?

__________
   Answer

_____Taurus Type

A.  Takeoff and Landing Costs

* Each takeoff costs $2,000

* Each landing costs $7,000

What are the total takeoff and
landing costs for 1 round trip?

__________
   Answer

EARTH

TAKEOFF

TAKEOFF MOON

LANDING

LANDING

CALCULATIONS, CONT'DCALCULATIONS, CONT'DCALCULATIONS, CONT'DCALCULATIONS, CONT'DCALCULATIONS, CONT'D
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Aquarius Type

B.  Nuclear Fuel Cost

The Aquarius type used $10 worth
of nuclear fuel an hour.  The fuel is
used up even when the rocket is on
the ground.

What is the cost of nuclear fuel
for 1 round-trip (8 days)?

__________
   Answer

 Taurus Type

B.  Nuclear Fuel Cost

The Taurus type used $20 worth
of nuclear fuel an hour.  The fuel is
used up even when the rocket is on
the ground.

What is the cost of nuclear fuel
 for 1 round-trip (8 days)?

__________
                                   Answer

Taurus Type

C.  Crew Costs

The Taurus type has a crew of 10
pilots and 8 assistants, paid as
follows:

Pilots:  $100 a day
Assistants:  $70 a day

What is the crew cost for a round-
trip (8 days)?

__________
   Answer

Aquarius Type

C.  Crew costs

The Aquarius type has a crew of
6 pilots and 10 assistants, paid as
follows:

Pilots:  $100 a day
Assistants:  $75 a day

What is the crew cost for a round-
trip (8 days)?

__________
    Answer

CALCULATIONS, CONT'DCALCULATIONS, CONT'DCALCULATIONS, CONT'DCALCULATIONS, CONT'DCALCULATIONS, CONT'D
34

Aquarius Type

D.  Parts Replacement Cost

After a round-trip, it is necessary to
replace 40 parts of the Aquarius
type (because they are worn out).

* Half of the parts cost $10  each
* Half of the parts cost $30  each

What is the total cost of replacing
parts after 1 round-trip?

___________
    Answer

Taurus Type

D. Parts Replacement Cost

After a round-trip, it is necessary to
replace 80 parts of the Taurus type
(because they are worn out).

* Half of the parts cost $20 each
* Half of the parts cost $5 each

What is the total cost of replacing
parts after 1 round-trip?

___________
     Answer

-5-
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Taurus Type

E.  Meal Cost

*  The Taurus type carries 350
    passengers and 18 crew members.

*  On the 4-day trip to the moon
    everyone has 3 meals a day.

*  On the trip back to earth, there
    are no passengers.  The crew is
    in suspended animation (deep
    sleep), and does not eat any meals.

*  Meals cost $5 each.

What is the total cost for meals on 1
round-trip?

__________
    Answer

Aquarius Type

E.  Meal Cost

*  The Aquarius type carries 500
    passengers and 16 crew members.

*  On the 4-day trip to the moon
    everyone has 3 meals a day.

*  On the trip back to earth, there
    are no passengers.  The crew is
    in suspended animation (deep
    sleep), and does not eat any meals.

*  Meals cost $5 each.

What is the total cost for meals on 1
round-trip?

__________
    Answer

-6-
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Taurus Type

F.  Cargo (Freight) Capability

The Taurus type can carry
           100,000 pounds to the moon.

G.  Reliability

*  The Taurus type was built very
     carefully.
*  It has a reliability of 99.9999
        9999999999999999999999999999999
    9999% (out of a possible 100%).

H.  Construction Costs

It costs $50,000,000 to build a
Taurus type.

I.  Other Features

*  The Taurus type has individual
     color-TV sets for each passenger.

*  Taurus passengers are served
    meals at their seats.

“Reliability” means the amount of trust you can place in something to
work the way it was designed to work.  If your telephone worked only
half the time you wanted to use it, it would have a reliability of 50%
(0.5).  Because the sun rises every morning without fail, you could say
that the sun has a reliability of 100% (1.0).

Aquarius Type

F.  Cargo (Freight) Capability

The Aquarius type can carry 50,000
pounds of cargo to the moon.

G.  Reliability

*  The Aquarius type was built
    very carefully.

*  It has a reliability of 99.0%
    (out of a possible 100%)

H.  Construction Costs

It costs $50,000,000 to build an
Aquarius type.

I.  Other Features

*  The Aquarius type has a video-
    stereo entertainment center.

*  The Aquarius type has a zero-
    gravity swimming pool.

*  The Aquarius type has a zero-
    gravity dance floor.

*  The Aquarius type has a luxury
    dining room with linen table
    cloths, sterling silverware, and
    crystal glasses.

DATA SUMMARYDATA SUMMARYDATA SUMMARYDATA SUMMARYDATA SUMMARY
37
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Instructions:

1.  After you have completed calculations A through E, and read items F
     through I, complete this summary sheet.

2.  Write your name and your partner’s name in the correct places below.

3.  Copy your answers (A through E) on your side of the page.

4.  Copy your partner’s answers (A through E) on the other side of the page.

5.  Read and follow the instructions on the next page.

Aquarius Data

By _____________________
   (Write name here)

A.  Takeoff and Landing Cost
$_____________

B.  Nuclear Fuel Cost
$_____________

C.  Crew Cost
$_____________

D.  Parts Replacement Cost
$_____________

E.  Meal Cost
$_____________

F.  Cargo (Freight) Cost
$_____________

G.  Reliability
_____________%

H.  Construction Cost
$_____________

 Taurus Data

By _______________________
   (Write name here)

A.  Takeoff and Landing Cost
$_____________

B.  Nuclear Fuel Cost
$_____________

C.  Crew Cost
$_____________

D.  Parts Replacement Cost
$_____________

E.  Meal Cost
$_____________

F.  Cargo (Freight) Cost
$_____________

G.  Reliability
_____________%

H.  Construction Cost
$_____________

COST OF TRANSPORTING 1COST OF TRANSPORTING 1COST OF TRANSPORTING 1COST OF TRANSPORTING 1COST OF TRANSPORTING 1
PERSON TO THE MOONPERSON TO THE MOONPERSON TO THE MOONPERSON TO THE MOONPERSON TO THE MOON

38
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Instructions:

1. Now you are ready to figure the cost of transporting 1 person to the
moon.

2. You will calculate the cost of using your rocket.  Your partner will
calculate the cost of using the other type of rocket.  When you are both
finished, you will be able to see which is the cheaper form of moon
transportation for people.

3. To figure the cost of transporting 1 person to the moon, you must:

*  Add all the costs for 1 round-trip

*  Divide that cost by the number of people carried to the moon

WHEN YOU ADD ALL THE COSTS FOR A ROUND-TRIP, DO NOT
INCLUDE THE COST OF THE ROCKET.  THE COST OF THE
AQUARIUS AND TAURUS ARE EQUAL.  SO, IN ANY COMPARISON
THE CONSTRUCTION COST WOULD CANCEL OUT.

Aquarius Type

Item A. $ _________
Item B. $ _________
Item C. $ _________
Item D. $ _________
Item E. $ _________

Taurus Type

Item A. $ _________
Item B. $ _________
Item C. $ _________
Item D. $ _________
Item E. $ _________

$ _________ = Aquarius
Costs, 1 round-trip

$ _________ = Taurus
Costs, 1 round-trip

Number of passengers carried by

Taurus Type =

$ per passenger
$ Taurus Cost,

1 round-trip

Number of passengers carried by

 Aquarius Type =

$ per passenger
$ Aquarius Cost,

1 round-trip
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SAMPLE ACTIVITY

COST OF TRANSPORTING 1 POUNDCOST OF TRANSPORTING 1 POUNDCOST OF TRANSPORTING 1 POUNDCOST OF TRANSPORTING 1 POUNDCOST OF TRANSPORTING 1 POUND
OF CARGO TO THE MOONOF CARGO TO THE MOONOF CARGO TO THE MOONOF CARGO TO THE MOONOF CARGO TO THE MOON

39

Instructions:

1. Now you are ready to figure the cost of transporting 1 pound of cargo to
the moon.

2. You will calculate the cost of using your rocket.  Your partner will calcu-
late the cost of using the other type of rocket.  When you are both fin-
ished, you will be able to see which is the cheaper form of moon trans-
portation for cargo.

3. To figure the cost of transporting 1 pound of cargo to the moon, you
must:

*  Add all the costs for 1 round-trip
*  Divide that cost by the number of pounds of cargo carried to the
    moon

AS BEFORE, DO NOT INCLUDE THE COST OF THE ROCKET.
BECAUSE THEY ARE EQUAL FOR BOTH ROCKETS, THEY CANCEL
OUT IN ANY COMPARISON.

-10-

Taurus Type

From the preceding page, copy the
"Taurus Costs, 1 round trip":

Amount of cargo carried by Taurus
type:

Aquarius Type

From the preceding page, copy the
"Aquarius Costs, 1 round trip":

Amount of cargo carried by Aquarius
type:

$ $

LB LB

$ per pound
$ Aquarius Costs,

1 round-trip

$ per pound
$ Aquarius Costs,

1 round-trip

CHOICE OF MOON ROCKETCHOICE OF MOON ROCKETCHOICE OF MOON ROCKETCHOICE OF MOON ROCKETCHOICE OF MOON ROCKET
40

By ___________________________ and ___________________________
(Write name here) (Write name here)

Instructions:

1. Now you and your partner are ready to report on your investigation.

2. Write your names above.

3. Look over your Data Summary and Cost sheets.  Discuss them.

4. Complete this sheet together with your partner.

TO MOON ROCKET REVIEW BOARD

We have investigated the Aquarius type and Taurus type rockets, and we
believe the _____________ type should be built.  Our reasons for our selection
are as follows:

COST OF TRANSPORTING PASSENGERS:

_______________________________________________________________

_______________________________________________________________

COST OF TRANSPORTING CARGO:

_______________________________________________________________

_______________________________________________________________

OTHER REASONS:

_______________________________________________________________

_______________________________________________________________

WE HAVE THIS TO SAY ABOUT  RELIABILITY  OF THE _______TYPE:

_______________________________________________________________

_______________________________________________________________

-11-
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The words and definitions in The Applied Vocabulary Digital Workbooks™ have been
compiled to make it easy and fun to teach course related vocabulary. Each program listed below
contains words and definitions critical to your career/technical program. You may print many
different types of worksheets, including Alphabetize, CrissCross, CrossWord, Matching, Miss-
ing Letters, Multiple Choice, Scrambled Words, True/False, Word Search and Writing Practice.

Order Number: (see above)

CONTENTS: Each title includes 1 Windows CD-Rom.

Applied Vocabulary Digital Workbooks

$79.00
per title

PRINT-READY WORKBOOKS ON CD-ROM!

Choose from the following titles:

Order the complete set for
$830.00 and save over $275.00!

Convenient - prints from any computer
with a CD-Rom drive. Carry it in your
pocket, notebook or purse.

Nonconsumable - it never wears out,
never runs out of activities.

Cost Efficient - use it year after year with
an unlimited number of students at a frac-
tion of the cost of conventional workbooks.

Applied Vocabulary Digital Workbooks™

are as easy as 1 - 2 - 3!

① First, insert the Applied Voabulary
Digital Workbooks™ CD-Rom into
your computer’s CD-Rom drive.

➁ Then select the activity (activities) you
want to print.

➂ Finally, select the number of copies you
wish to print. That’s all there is to it!

AVDAG AGRICULTURE
AVDAB AUTO BODY
AVDAM AUTO MECHANICS
AVDBE BUSINESS ED
AVDCE CAREER EDUCATION
AVDCO CONSTRUCTION
AVDFC FAMILY/CONSUMER
AVDFS FOOD SERVICE
AVDGA GRAPHIC ARTS
AVDHS HEALTH SERVICES
AVDIT INDUSTRIAL TECH
AVDJE JOB EXPERIENCE
AVDMK MARKETING
AVDMW METALS/WELDING

Applied Vocabulary Digital Workbooks™

are:

TM

➂

➁

Applied Vocabulary
Digital Workbook

①
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SAMPLE ACTIVITIES

ALPHABETIZE CRISS CROSS

CROSSWORD MATCHING
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SAMPLE ACTIVITIES

MISSING LETTERS MULTIPLE CHOICE

SCRAMBLED WORDS TRUE/FALSE
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SAMPLE ACTIVITIES

WORD SEARCH WRITING PRACTICE
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①

The Applied Writing Digital Workbooks™ provide students with activities that enable
them to practice writing in a context related to selected career areas.  In addition to improving
their writing skills, students will learn how these skills are used in the workplace.
Each CD title contains over a years worth of
print-ready Applied Writing Activities.

AWDAG AGRICULTURE
AWDAM AUTO MECHANICS
AWDBE BUSINESS ED
AWDCE CAREER EDUCATION
AWDCO CONSTRUCTION
AWDFC FAMILY/CONSUMER
AWDFS FOOD SERVICE
AWDGA GRAPHIC ARTS
AWDHS HEALTH SERVICES
AWDIT INDUSTRIAL TECH
AWDJE JOB EXPERIENCE
AWDMK MARKETING
AWDMW METALS/WELDING
AWDWL WORKPLACE  LANGUAGE

Order Number: (see above)

CONTENTS: Each title includes 1 Windows CD-Rom.

Applied Writing Digital Workbooks

$79.00
per title

PRINT-READY WORKBOOKS ON CD-ROM!

Choose from the following titles:

Order the complete set for
$830.00 and save over $275.00!

Applied Writing Digital Workbooks™

are:
Convenient - prints from any computer
with a CD-Rom drive. Carry it in your
pocket, notebook or purse.

Nonconsumable - it never wears out,
never runs out of activities.

Cost Efficient - use it year after year with
an unlimited number of students at a frac-
tion of the cost of conventional workbooks.

Applied Writing Digital Workbooks™

are as easy as 1 - 2 - 3!

① First, insert the Applied Writing
Digital Workbooks™ CD-Rom into
your computer’s CD-Rom drive.

➁ Then select the activity (activities) you
want to print.

➂ Finally, select the number of copies you
wish to print. That’s all there is to it!

➂

➁

Applied Writing
Digital Workbook

TM
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SAMPLE ACTIVITIES

AGRICUTURE AUTO MECHANICS

BUSINESS EDUCATION CAREER EDUCATION
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SAMPLE ACTIVITIES

CONSTRUCTION FAMILY/CONSUMER

FOOD SERVICE GRAPHIC ARTS
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SAMPLE ACTIVITIES

HEALTH SERVICES INDUSTRIAL TECHNOLOGY

JOB EXPERIENCE MARKETING
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SAMPLE ACTIVITIES

METALS/WELDING WORKPLACE LANGUAGE
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The Transition Skills Digital Workbooks™

provide students with integrated activities
designed to meet a career and life skills cur-
riculum. In addition to helping students im-
prove their basic math, thinking, language,
teamwork and consumer skills, they will learn
how these skills are used in a real world con-
text.

Transition Skills Digital Workbooks™ are:
Convenient - prints from any computer
with a CD-Rom drive. Carry it in your
pocket, notebook or purse.

Nonconsumable - it never wears out,
never runs out of activities.

Cost Efficient - use it year after year with
an unlimited number of students at a frac-
tion of the cost of conventional workbooks.

TM

ENRICH YOUR LIFE CENTERED AND CAREER EDUCATION CURRICULUM!

Order Number: (see above)

CONTENTS: Each title includes 1 Windows CD-Rom.

Transition Skills Digital Workbooks

$79.00
per title

Order the complete set for
$297.00 and save over $95.00!

Choose from the following titles:

 PSAPMB APPLIED MATH BASICS

 PSLCT LIFE/CAREER TRANSITIONS

 PSTETA TEAMWORK TACTICS

 PSTHTO THINKING TOOLS

 PSWOLP WORKPLACE LANGUAGE

① First, insert the Transition Skills
Digital Workbooks™ CD-Rom into
your computer’s CD-Rom drive.

➁ Then select the activity (activities) you
want to print.

➂ Finally, select the number of copies you
wish to print. That’s all there is to it!

➁

➂

➁

Applied Math
Digital Workbook

①

Transition Skills
Digital WorkbooksDigital WorkbooksDigital WorkbooksDigital WorkbooksDigital Workbooks™

are as easy as 1 - 2 - 3!



©2000 - Piney Mountain Press, Inc. 27



©2000 - Piney Mountain Press, Inc. 28

SAMPLE ACTIVITIES

APPLIED MATH BASICS APPLIED MATH BASICS

LIFE/CAREER TRANSITIONS LIFE/CAREER TRANSITIONS

Unit 1

Daily Living Skills

Skill 5

Teacher
Information

Role Play ObjectiveRole Play ObjectiveRole Play ObjectiveRole Play ObjectiveRole Play Objective

Students will use proper manners while eating.

Introduction PointersIntroduction PointersIntroduction PointersIntroduction PointersIntroduction Pointers

•Discuss that people are often very sensitive about
what they can see and hear while they are eating.
Even little idiosyncrasies can be bothersome.

•Ask students to list situations where proper eating
manners are important. (Using proper manners is
important whenever you eat. However, the
ramifications increase as the formality of the
situation increases. Also, one’s self-imposed need
for manners grows with the significance of the
event.)

Role Play PointersRole Play PointersRole Play PointersRole Play PointersRole Play Pointers

•As a group, decide on the table setting to be used.
Here are some possible table settings:

•Discuss possible table conversation topics such as:
°Local events °School events
°Music °Sports
°News °Television and movies
°Recreation

•Discuss the types of topics that make poor table
conversation such as:
°Accidents °Physical abuse
°Health issues °Spoiled food

Writing Assignment PointersWriting Assignment PointersWriting Assignment PointersWriting Assignment PointersWriting Assignment Pointers

•Accept any ideas that are logical and well-
developed.

•Look for serious reasons why table manners are
important. Examples are as follows:

°Be invited to eat out again

°Be known as a pleasant eating companion

°Enjoy your meal

°Help others enjoy their meal

°Leave a good impression with new
acquaintances

°Set a good example for children

More PracticeMore PracticeMore PracticeMore PracticeMore Practice

•Take a field trip to a nice restaurant. Enjoy a special
meal and practice good manners.

•Ask students to describe specific situations that
might elicit these responses at the dinner table:

°Are you going to eat your dessert with your
fingers?

°Are you talking to your peas?

°Does your mother know how you eat?

°Nice dinner conversation.

°Save some for me.

°Way to spoil a perfectly good potato.

°What’s the hurry?

°You eat like a pig.

°You make me sick.

Eating With Manners

Writing Assignment ObjectiveWriting Assignment ObjectiveWriting Assignment ObjectiveWriting Assignment ObjectiveWriting Assignment Objective

Students will discuss at least three reasons why table
manners are important.

Unit 1

Daily Living Skills

Skill 5

Introduction

Description of SkillDescription of SkillDescription of SkillDescription of SkillDescription of Skill

Eating with manners includes:

•Being considerate of others.

•Eating neatly.

•Making pleasant conversation.

•Using table service correctly.

Relationship to Everyday LifeRelationship to Everyday LifeRelationship to Everyday LifeRelationship to Everyday LifeRelationship to Everyday Life

You will come to be known by your actions.
In other words, you are judged by all that
you do, including how you conduct
yourself at meals.

•Table settings vary greatly. The following
diagram gives an explanation of proper
use of one type of table setting.

Skill OverviewSkill OverviewSkill OverviewSkill OverviewSkill Overview

Study the following table setting and tips on eating with manners.

Eating With Manners

•Chew every bite several times.

•Chew with your mouth closed.

•Cut food into bite-sized pieces.

•Drink quietly.

•Eat at a medium pace—neither fast nor slow.

•Eat foods from others’ plates only with their
permission.

•Hold meat with a fork while cutting with a
knife.

•Know uses for pieces of silverware.

•Put a napkin in your lap.

•Swallow one bite before taking another bite.

•Take no more than your share.

•Talk at a comfortable listening volume.

•Talk only with your mouth empty.

•Turn away from the table to sneeze or
cough.

•Use please and thank you.

•Wait to eat until all are served.

Salad fork

Dinner fork Dessert fork
Salad bowl

Dinner plate

Steak knife

Dinner spoon Butter knife
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©2000 Ellen McPeek Glisan 74 Teamwork Tactics

Team Challenge ### 19

Individual Preplanning

Chariot Races
On the Group Workpage, there is a cardinal numerals/
Roman numerals chart. Try to be the first team to complete
the chart.

How well do you remember your Roman numerals? Use the matching exercise below as a brush-up. Each
box is complete within itself.

Indivi
dual

W
orkpage

1 III

2 VII

3 V

4 IX

5 X

6 II

7 VIII

8 IV

9 VI

10 I

32 L

43 LXXXVII

50 C

65 LXV

76 XLIII

87 XCVIII

98 M

100 XXXII

500 LXXVI

1000 D

11 XIII

12 XVIII

13 XV

14 XVII

15 XII

16 XX

17 XIV

18 XIX

19 XI

20 XVI

I
VX
LC

MD

©2000 Ellen McPeek Glisan 73 Teamwork Tactics

Team Challenge ### 19

Teaching Suggestions

Chariot Races
On the Group Workpage, there is a cardinal numerals/
Roman numerals chart. Try to be the first team to complete
the chart.

•Prepare for Chariot Races.

°Review the following Roman numeral rules:
*All Roman numerals are created in relation to these

key letters which need to be memorized: I=1,
V = 5, X = 10, L = 50, C = 100, D = 500, M = 1000. *Letters to the right of

*Always start with the largest letter involved. the largest digit are to be added to the largest letter.
*A letter can be repeated a maximum of three times *Letters to the left of the largest digit are to be

in a row. However, the letters V and D are never used more subtracted from the largest letter.
than once in sequence. *Some numbers can be written correctly in more than

*Side by side like letters are to be added. one way: 49 = XLIX or IL. Use your preference.

•Have each participant complete the Individual Preplanning Workpage.

°Following the completion of the Individual Workpage, go through the activity as a group to make sure all participants have
the basics.

•Divide the class into teams of two or three members. Have them complete  their Group Preplanning Workpages, choose
responses to the Challenge, and present their Challenge answers to the class.

°Pass out the Group Workpages face down. When all teams have a copy, give a "go" signal.

°Tell participants to raise their hands when they are finished.

•Dissolve teams and have participants complete the Follow-up Evaluation individually. When all participants are finished, have
a group evaluation discussion.

Conclusion

Materials
Needed

None

Individual Page Group Page

1-I 6-VI 11-XI 16-XVI 32-XXXII 87-LXXXVII 57-LVII 62-LXII 999-XMXCIX 640-DCXL

2-II 7-VII 12-XII 17-XVII 43-XLIII 98-XCVIII 24-XXIV 80-LXXX 2685-MMDCLXXXV 2050-MML

3-III 8-VIII 13-XIII 18-XVIII 50-L 100-C 94-XCIV 76-LXXVI 555-DLV 1224-MCCXXIV

4-IV 9-IX 14-XIV 19-IX 65-LXV 500-D 39-XXXIX 321-CCCXXI 1541-MDXLI 338-CCCXXXVIII

5-V 10-X 15-XV 20-XX 76-LXXVI 1000-M 48-XLVIII 118-CXVIII 300-CCC 1666-MDCLXVI

Teac
her

Inform
ati

on

I
VX
LC

MD

©2000 Ellen McPeek Glisan 9 Thinking Tools

Action Page

Project:  Survive in the Wilderness

Work Area and Solution

To survive in the wilderness, you have to understand snow, ice, wind, and frigid temperatures. Show your
understanding by writing a description of each. You have one limitation: in your descriptions, you may not use
the words being described (snow, ice, wind, frigid temperatures) nor these four words: cold, frozen, blowing, wet.

rainstorming ............. Explore All Possibilities

Snow Ice

Wind Frigid Temperatures

©2000 Ellen McPeek Glisan 8 Thinking Tools

Information Page

What Is Brainstorming?
•Brainstorming is an idea creation process. It

involves capturing and considering all thoughts
on a given topic.

•Some of the Thinking Tools used in
Brainstorming are Use Flexible Thinking,
Explore All Possibilities, Offer Questions to the
Group, Be Open-Minded, Explore
Alternatives, Hypothesize, Imagine, Listen to
Others, Persevere, Share Opinions, Speculate,
and Think Aloud.

•Brainstorming can be done individually or in a
group.

•We can Explore All Possibilities by looking in
all related directions when brainstorming a
given topic.

•Why This Thinking Tool?

°Explore All Possibilities works for Survive
in the Wilderness because many logical
responses are off limits. Therefore, you
have to keep exploring other avenues until
you find something that works.

•Helpful Facts and Ideas

°A thesaurus can make this project easier
and probably better. As a rule, you, like
other human beings, cannot summon up
every word at the exact right moment that
you need it. However, when you see a
word that feels right, you will know it. A
thesaurus gives you a chance to see that
perfect word.

°Some common Christmas carols are a good
source of winter words.

Brainstorming Tips
•Use flexible thinking. Let go of your

inhibitions. Risk being unrealistic.
•When you think of questions that relate to the

topic, offer your questions to the group. It
might help others think of more ideas.

•Explore all possibilities. Don't let yourself get
caught thinking about only one aspect of a
situation. Think in every related direction.

•During brainstorming, ideas are not judged nor
"fixed." Accept and record all ideas. After the
ideas quit flowing, choose the best ideas.

•Some people think more successfully on their
own and in a quiet setting. Build in some quiet
time at the beginning of a brainstorm session
for self-brainstorming. Self-brainstorming
follows the basic brainstorming rules, but you
do it by yourself. It is a period of intense,
focused concentration.

•In group brainstorming, listen to the other
people. Their ideas can give you more ideas.

Background Information ...................................................... Survive in the Wilderness

How Can We Explore All Possibilities?

rainstorming ............. Explore All Possibilities

°During the winter, the news is a good
source of winter words.

°You might find an acceptable answer
before you finish exploring all
possibilities. If this happens, record your
answer, but continue to explore other
possibilities. You might find other
directions that you like better.

°Thinking about how you feel when you
are cold can be helpful.

•Thoughts to Ponder

°It is not easy to Survive in the Wilderness.
What do you think would be most
difficult for you?

SAMPLE ACTIVITIES

TEAMWORK TACTICS TEAMWORK TACTICS

THINKING TOOLS THINKING TOOLS
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SAMPLE ACTIVITIES

WORKPLACE LANGUAGE WORKPLACE LANGUAGE

Unit 13

Finding Fragments Teacher's Manual

Answer Key: Skill Practice

(Where used) Is a Sent Is a Sent Is a Frag Is a Frag (Missing Part)
needs to be but  frag OK but is OK One Possible Rewrite

1. (check register) x
2. (resumé) x
3. (part of a story) (verb) The day the squirrel found the

hole in the garage was the start of all
the trouble.

4. (instructions / x
     product)
5. (research paper (verb) The small brown bird with

yellow and red wings ate the seeds
from my hand.

6. (check register) x
7. (business letter) (subject and verb) When the new sales

person gets on board, I will have more
time for writing reports.

8. (greeting card) x
9. (report to boss) x
10. (yard sign) x

Answer Key: Practical Practice

Answers will vary. Students are to write:
•A memo including two sentences and a fragment. The

fragment is to be crossed out and replaced with a
sentence.

•A shipping label with Allen's name on it and a request for
him to read the document and give his opinion. (Should
be in complete sentences)

•An e-mail to a coworker. The first sentence should be a
fragment and the rest should be complete sentences.

Additional Teaching Suggestions

•Professional works such as textbooks and newspapers
should not contain fragments within flowing text. Neither
should most business communications such as memos,
reports, and letters. Since the creators of such materials are
only human, fragments do find their way into final
printings. Set up a class contest to run for the rest of the
year. Each time a student finds a fragment where it should
not be, record the source, the fragment, and the student's
name. Award a prize to the student who finds the
most fragments.

•If it would work well in your class, add fragments found
during peer-editing to the contest laid out above.

•Brainstorm to create a list of acceptable uses for sentence
fragments. Decide whether to include single words as
fragments. If you choose to include single words, items
such as name tags and class lists could be included as uses.

•Fragments are mainly an issue with written words.
However, it is interesting to listen for the use of fragments
in oral speech. Secretly tape a class discussion. Then, play
it back slowly and record all the fragments. Discuss the
differences between oral and written language. Discuss
situations where fragments in oral speech are more and
less acceptable.

Objectives

•Students will understand what a fragment is.

•Students will recognize sentence fragments, will be able to
identify acceptable and unacceptable uses for fragments, and
will be able to identify whether subject or verb is missing.

•Students will write and use both sentences and fragments
correctly.

Introduction

Ask a volunteer to describe a sentence fragment.
A sentence fragment is a group of words that do not have both
a subject and a verb, and, therefore, do not form a sentence.
Discuss the fact that fragments are acceptable in some
situations and not in others. Ask students to list acceptable
and unacceptable uses.
Some examples of acceptable uses: short notes of a personal
nature, explanatory notes in situations such as check registers,
wording on signs, resumés
Some examples of unacceptable uses: business letters, business
e-mails, business reports, research papers
Write the following sentences on the board and ask
students to identify each as a fragment or a sentence:
Alice loves daisies and roses. (sentence)
Of all the flowers Alice enjoys, daisies and roses. (fragment)

Unit 13

Finding Fragments Practical Practice

Follow the directions below to write a memo, a shipping label with a message,
and an e-mail. You will be using a combination of complete and fragmented
sentences.

D
ir

e
c

t
io

n
s

Mail Folder “In box”

Subject:

Get Msg New Msg Send Print Trash

Paint Has Arrived psnyder@sticnet.com 4/9 6:14 AM
Pictures dbeeth@galenanet.com 4/9 4:23 AM
New Idea esmith@rivalnet.com 4/2 3:11 AMLocal Mail

Unsent Messages
Sent
Trash

Write a memo to a coworker letting him/her know that
you will be gone tomorrow. Start with two complete
sentences and a fragment. Cross the fragment out and
replace it with a complete sentence.

Use this shipping label to send a document from you
to Allen in the next department. Explain that you
would like him to read the document and give you his
opinion. Use complete sentences.

Write an e-mail to a coworker who is also a friend. Send your friend best wishes for a big meeting she has in
a half hour. Make your first sentence a fragment and the rest of the sentences complete.



©2000 - Piney Mountain Press, Inc. 31

The Work Readiness Digital Workbooks™ provide everything an individual needs to know
about finding, getting and keeping a job - everything from determining career interests, to building
effective interview techniques, to getting along with co-workers. Individuals create usable career
tools and products such as career portfolios, cover letters, resumes, job lead cards and more. 20
core learning objectives are organized into 5 units of study: Job Interests; Finding A Job; Getting A
Job; Interpersonal Skills and Work Skills.

PRINT-READY WORKBOOKS ON CD-ROM!

Convenient - prints from any computer
with a CD-Rom drive. Carry it in your
pocket, notebook or purse.

Nonconsumable - it never wears out,
never runs out of activities.

Cost Efficient - use it year after year with
an unlimited number of students at a frac-
tion of the cost of conventional workbooks.

Work Readiness Digital Workbooks™ are
as easy as 1 - 2 - 3!

① First, insert the Work readiness
Digital Workbooks™ CD-Rom into
your computer’s CD-Rom drive.

➁ Then select the activity (activities) you
want to print.

➂ Finally, select the number of copies you
wish to print. That’s all there is to it!

Work Readiness Digital Workbooks™  are:

TM

The Instructional Units may be utilized on a
self-directed or counselor-assisted basis. The
activities can be completed in any order and
accessed at any point where the most help is
needed.

Work Readiness
Digital Workbook

①
➂

➁

CONTENTS: Each title includes 1 Windows CD-Rom.

Work Readiness Digital Workbooks

$79.00
per title

Choose from the following titles:

Order the complete set for
$297.00 and save over $95.00!

 WRDWJI JOB INTERESTS
 WRDWFJ FINDING A JOB
 WRDWGJ GETTING A JOB
 WRDWIS INTERPERSONAL SKILLS
 WRDWWS WORK SKILLS
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SAMPLE

OBJECTIVE 1: Knowing Oneself OBJECTIVE 2: Job Interests & Abilities

OBJECTIVE 3: Education & Training Requirements OBJECTIVE 4: Career & Educatinal Goals

COPYRIGHT 1996 - PINEY MOUNTAIN PRESS INC.COPYRIGHT 1996 - PINEY MOUNTAIN PRESS INC.COPYRIGHT 1996 - PINEY MOUNTAIN PRESS INC.COPYRIGHT 1996 - PINEY MOUNTAIN PRESS INC.COPYRIGHT 1996 - PINEY MOUNTAIN PRESS INC.      1     1     1     1     1

RESPONSE FORM SCRIPTRESPONSE FORM SCRIPTRESPONSE FORM SCRIPTRESPONSE FORM SCRIPTRESPONSE FORM SCRIPT

Welcome to WorkMATEMATEMATEMATEMATE- a measurement of Work Attitudes and Temperaments.
This inventory is not a test, but a way to help find out your attitudes and temperaments as they
relate to the world of work.  Study each statement carefully and choose one of the four answers on
the answer sheet that best describes you.  Completely fill in the space of the number you choose.

Here is an example:  If we say, "I like to work as a team player", you should choose the answer that
best describes how you feel about the statement.  If you like working as a team player, you would
mark 4, most like me.  If you do not like working as a team player, you would mark 1, least like me.
If you are somewhere in between, then you would choose 3 or 2 depending on where you think you
fit.  Remember, there are no right or wrong answers, only the way you feel about what is said.

There are 45 statements to which you will be asked to respond.  It is important that you
respond to each statement.  If you have a question about a statement, ask the counselor to explain
what you need to know.  Please respond only once to each statement.

If there are no questions, get your pencils and answer sheets ready, and begin.

WorkMATEMATEMATEMATEMATEWorkMATEMATEMATEMATEMATE Activity 2

24. Gettin g recognitio n fo r my work help s me do my best. .....
25. Physic al activ ity  is  im portant to  me. ........................................
26. I perfo rm best w hen I work under pressure. ..........................
27. Havin g a routin e is  essentia l to  me. .........................................
28. I do best w hen I fre quently  change tasks. .............................
29. The amount of money I make determines how hard  I perfo rm.
30. I accomplis h th e most w hen I decid e what w ork to  do. .....
31. I seek situ atio ns where I can be a team player. ...................
32. I am a ris k taker. ............................................................................
33. I tr y to  be help fu l to  oth er p eople. ...........................................
34. I am a persuasiv e pers on. ...........................................................
35. I seek situ atio ns where I can be th e leader. ..........................
36. I usually  lo ok fo r ways to  be creativ e. ....................................
37. I seek opportunitie s where I receive recognitio n fo r my work.
38. I try to  be involved in  as many physical activ itie s as possib le.
39. I am an in telle ctu al p erson. .........................................................
40. I seek activ itie s where I have a clear set o f r ules to  fo llo w.
41. I lo ok fo r s itu atio ns where I can make th e most m oney. ...
42. I seek work  situ atio ns th at are demandin g and exactin g.
43. I am a competitiv e pers on. ..........................................................
44. I seek activ itie s where I have a lo t o f v ar iety . ......................
45. I am an in dependent p erson. ......................................................

Make sure you responded once to  each statement.

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

4  3  2  1

RESPONSE SHEET 2
RESPONSE SHEET 2
RESPONSE SHEET 2
RESPONSE SHEET 2
RESPONSE SHEET 2

Study each statement carefully and choose one of the 4 answers that best describes you.  Fill in the space

containing the number of your choice.4=MOST LIKE ME   3=SOMEWHAT LIKE ME   2=NOT MUCH LIKE ME   1=LEAST LIKE ME

NAME:NAME:NAME:NAME:NAME:

   DATE:   DATE:   DATE:   DATE:   DATE:

WorkMATEMATEMATEMATEMATE
WorkMATEMATEMATEMATEMATE

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

43.

44.

45.

 1. I enjo y takin g r is ks. .........................
.........................

.....................

 2. I lik e situ at io ns th at are competitiv e. .........................
..............

 3. Persuadin g others is  st im ulatin g to  me. ........................
.........

 4. I enjo y doin g creativ e th in gs. .........................
.........................

...

 5. I lik e havin g control o ver oth er people. ........................
..........

 6. When I do th in gs with  a group of p eople, I feel g ood. ......

 7. I lik e to  receiv e awards where other p eople notic e me. .....

 8. When I am workin g physic ally , I feel g ood. .........................
..

 9. Solv in g pro blems requir in g a lo t of th ought s tim ulates me.

10. I lik e doin g th in gs in  a set, establis hed way. ........................

11. I am stim ulated when I work under pressure. .......................

12. I lik e change and varie ty  in  my life  and work . ......................

13. The part I lik e most about w ork  is  money. .........................
...

14. I lik e to  set m y own schedule. .........................
.........................

.

15. I enjo y help in g oth er people. .........................
.........................

....

16. I perfo rm best w hen I take r is ks. .........................
.....................

17. I am good at c hangin g peoples’ attitu des and opin io ns. ...

18. I am most c ompetent w hen I help  oth er p eople. ..................

19. Bein g creativ e is  essentia l to  me. .........................
....................

20. Dir ectin g th e activ itie s of o th ers is  im portant to  me. .........

21. I achieve best w hen I work in  a gro up. .........................
..........

22. Doin g mentally  challe ngin g activ itie s is  im portant to  me. .

23. I achieve best in  competitiv e situ atio ns. .........................
........

4  3  2  1

Make sure you responded once to  each statement.

RESPONSE SHEET 1
RESPONSE SHEET 1
RESPONSE SHEET 1
RESPONSE SHEET 1
RESPONSE SHEET 1

Study each statement carefully and choose one of the 4 answers that best describes you.  Fill in the space

containing the number of your choice.

4=MOST LIKE ME   3=SOMEWHAT LIKE ME   2=NOT MUCH LIKE ME   1=LEAST LIKE ME
NAME:NAME:NAME:NAME:NAME:

   DATE:   DATE:   DATE:   DATE:   DATE:

WorkMATEMATEMATEMATEMATEWorkMATEMATEMATEMATEMATE
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4  3  2  1

4  3  2  1

4  3  2  1
4  3  2  1

4  3  2  1

4  3  2  1
4  3  2  1

4  3  2  1

4  3  2  1
4  3  2  1

4  3  2  1

4  3  2  1
4  3  2  1

4  3  2  1

4  3  2  1
4  3  2  1

4  3  2  1

4  3  2  1
4  3  2  1

4  3  2  1

4  3  2  1

 1.

 2.

 3.

 4.

 5.

 6.

 7.

 8.

 9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

Activity 1

Career Assessment Battery Activity Booklet

Directions:  The Career Assessment Battery will help you determine some of your
interests, abilities and needs as they relate to jobs.  This is not a test, but an inven-
tory to help you find out more about yourself and how your choices relate to differ-
ent careers.  You should make your choices as honestly as possible so the results
reflect your interests and how you feel about your abilities.

In this activity you will complete twelve exercises designed to determine your career
interests and abilities.  In each of the exercises you will be asked to make decisions
concerning what you like to do, what you want to do, and what you can do.  As you
read each activity, enter your responses on the Career Assessment Battery Work-
sheet.  The responses that you record on that worksheet will be used to help you
relate your interests and abilities to careers.

Before you begin the first activity, write your name and date on the worksheet.
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ACTIVITY ONE:  WORK AREAS

ACTIVITY ONE:  WORK AREAS

ACTIVITY ONE:  WORK AREAS

ACTIVITY ONE:  WORK AREAS

ACTIVITY ONE:  WORK AREAS
In this activity , you will be given descriptions of 12 work areas.  Cir cle the number on your

worksheet beside each area that you would like to do.

1. ARTISTIC :  People who choose careers in the artistic area may play a musical instrument,

write short stories or articles, act or dance in a show, design and paint signs, model clothing,

critique or  create works of art, or announce radio or television shows.

2. SCIENTIFIC:  Those who work in the science area may study blood samples, give medical

treatment to people, develop methods of growing better crops, diagnose and treat sick

animals, or analyze data on weather conditions.

3. PLANTS AND ANIM ALS:  If you work in the natur e area you may manage a beef or dairy

ranch, manage forest lands, train horses, feed and care for animals in a zoo, or trim branches

and limbs from trees.4. PROTECTIV E:  Workers in the protective area may enforce fish and game laws, guard

money in an armored car, guard inmates in a prison, fight fires or issue tickets to speeding

motorists.5. MECHANICA L:  Individuals w ho choose careers in the mechanical area may design

electrical equipment, direct construction of buildings, pilot a commercial aircraft, drive a

tractor -trailer  truck, or  survey land.

6. INDUSTRIAL:  Those who work in the industrial field may hand-polish optical lens, work on

a factory assembly line, assemble refrigerators in a factory, or drive a fork lift.

7. BUSINESS DETAIL:  Workers who have careers in the business detail area may operate a

computer, operate a telephone switchboard, type letters and reports, locate and replace

librar y books, deliver mail, or operate a cash register in a store.

8. SELLING:  People who choose careers in selling may sell automobiles, select and buy

produce for resale, sell products door to door, sell newspaper advertising space or sell

telephone equipment.9. ACCOMMODATIN G:  If you choose a career in the services area, you may give haircuts,

give information to people, cash checks, drive a bus, wait on tables in a restaurant, or serve

meals and beverages to airline passengers.

10. HUMANITARIA N:  Those who work in the humanitarian field may help people with

personal or emotional problems, provide nursing care to hospital patients, or care for

children in an institution.
11. LEADERSHIP/M ANAGEMENT:  Workers in the leadership/management area plan and

write computer programs, teach courses in high school, plan advertising programs, manage a

retail store, review requests for bank loans, or manage a department for a large company.

12. PHYSICAL FEATS:  Individuals who choose careers in the field of physical feats may

manage a professional baseball team, referee a sporting event, perform stunts for a movie or

ride in a rodeo.
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Work Activities

1. Deal With Things And Objects

2. Communicate Ideas

3. Have Business Contacts With People

4. Do Scientific And Technical Tasks

5. Do Organized And Routine Tasks

6. Do Unusual And Creative Tasks

7. Help People

8. Work With Machines And Processing

9. Lead, Plan, And Manage Others’  Work

10. Produce Things With Tools Or Machines

Preferred School Subjects

1. Language/English
7. Technology Ed

2. Mathematics
8. Fam/Con Science

3. Science

9. Agriculture

4. Social Studies
10. Marketing

5. Health/Physical Ed. 11. Office

6. Fine/Performing
12. Industrial Ed.

/Tech Arts

Aptitu des

1. Gen. Learning Ability
7. Motor Coord.

2. Verbal Ability
8. Finger Dexterity

3. Numerical Ability
9. Manual Dexterity

4. Spatial Aptitude
10. Eye/Hand/Foot

5. Form Perception
Coordination

6. Clerical Perception
11. Color Discrimin.

1

2

3
4

Work Situations

 1. frequently changing from working at one task to

working at another very different task.

2. performing routine tasks (doing the same tasks

over and over in the same way).

3. being responsible for planning and directing the

work of others.

4. working with and getting along with a group or

team of workers every day.

5. influencing opinions and attitudes.

6. working under pressure or in stressful situations.

7. being responsible for making important decisions

in situations in which there are no standard right

or wrong answers and you must rely on your own

judgment.

8. being responsible for making important decisions

which must be made according to already

established procedures and standards, rather

than using your own judgment.

9. regularly being called  upon to use your

creativity and imagination to express feelings,

ideas, or facts.

10. doing work which had to be completed to meet

exact standards or set time limits.

5

(continued on next page)

Data/People/Things:

1.  DATA
1

2
3

2.  PEOPLE
1

2
3

3.  THINGS
1

2
36

____________________   _________________________  (Please Print)         
           

      _____ / _____ / _____

First Name

       Last Name

           
Date

CAREER ASSESSMENT BATTERY WORKSHEET

Work A rea

1. Artistic
7. Business Detail

2. Scientific
8. Selling

3. Plants/Animals
9. Accommodating

4. Protective
10. Humanitarian

5. Mechanical
11. Leadership/Manag.

6. Industrial
12. Physical Feats

C
om

plex

A
verage

Sim
ple

Mathematics/Language

MATHEMATICS 1 2 3 4

LANGUAGE
1 2 3 4

7

Physical Demands - Work Load

3. Medium Work

1. Sedentary Work
4. Heavy Work

2. Light Work
5. Very Heavy Work

Physical Skills

3. Reach and Handle

1. Climb and Balance 4. Talk and Hear Well

2. Stoop and Kneel
5. See Well9

8

1

O
utstand

G
ood

A
verage

N
ot-So-G

ood

Circle the numbers for your responses in each section below as you go through the Career Assessment Battery

Activity Booklet.

7

Determining Your Education and Training Needs
To determine your education and training needs, get the following items from their respective file
folders: ➊ “Career Briefs” booklet;  ➋ “Career Assessment Battery Worksheet”;  ➌ “Education/Training
Worksheet”.
First, look at your “Education/Training Worksheet” and write your Name, then the Workgroup(s) and/or
Subgroup(s) you have listed on your Career Assessment Battery Worksheet.  (You may use as many
“Education/Training Worksheets”  as you need.)

Next, look up the Workgroup(s) and Subgroup(s) in the “Career Brief s” booklet that you listed on your
Career Assessment Battery Worksheet.  Refer to the following topics for the information you will need for
completion of your Education/Training Worksheet:

I.  To find information on Workgroup(s) in the “Career Briefs” booklet do the following:
(If you have identified Subgroups, skip to Section II  below.)

For School Subjects - refer to “Occupations and Fields of Study”.

For Education/Training - refer to “Education and Training Requirements”  for that Workgroup.

II.   To find information on Subgroup(s) do the following:
For School Subjects - refer to “Education/Training” under the Subgroup area.
For Where Obtained - refer to “Where Obtained” under the Subgroup area.
• For Reasoning, Math and Language requirements - These three codes (R, M, L) refer to the
level of academic skills in those areas needed to handle a specific job.  (See pages “G - I ” in
the “Career Briefs” booklet for detailed descriptions of skill requirements.)

• For Specific Vocational Preparation - refer to SVP under the Subgroup area.  This code
number refers to the amount of time a typical worker requires to learn the techniques, acquire
information and develop the ability needed for average performance in a specific job.  The
range of numbers is from 1 to 9, with the higher numbers referring to longer periods of time.

SPECIFIC VOCATIONAL PREPARATION (SVP) SCALES
LEVEL TIME

1 Short demonstration only
2 Anything beyond a short demonstration, up to and including 1 month
3 Over 1 month, up to and including 3 months
4 Over 3 months, up to and including 6 months
5 Over 6 months, up to and including 1 year
6 Over 1 year, up to and including 2 years
7 Over 2 years, up to and including 4 years
8 Over 4 years, up to and including 10 years
9 Over 10 years

REASONING, MATH, AND LANGUAGE (R, M, L) CODES
THE HIGHER THE NUMBER, THE HIGHER THE SKILL LEVEL REQUIRED
Lower Level Skills Higher Level Skills

1 2 3 4 5 6

Activity Sheet 1

Lifestyle

Marriage  ❏  Yes   ❏  No  Number of children  ❏  1   ❏  2   ❏  3 +

House   ❏  less than $99,000   ❏  100,000-249,000   ❏  250,000-350,000 ❏  350,000 +

Automobile(s) (number) _____   Total cost   ❏  below $25,000   ❏  25,000-49,000   ❏  50,000 +

Luxuries (pools, boats, recreational vehicles, etc.)    ❏  Minimal   ❏  Moderate   ❏  _________

Education:  ❏  Low Level (HS, GED, or lower)   ❏  Moderate Level (technical school,

       community college)   ❏  High Level (4 years of college or more)

Travel   ❏  Seldom   ❏  Moderate   ❏  Frequent

Power  (Political Office, Administrative, Financial)   ❏  Minimal   ❏  Moderate   ❏  High

Security  (job)   ❏  Low Degree   ❏  Moderate Degree   ❏  High Degree

               (financial)   ❏  Low Degree   ❏  Moderate Degree   ❏  High Degree

Retirement  ❏  Early (before 45)   ❏  45-65   ❏  over 65

Civic and Community Involvement  ❏  Little Activity   ❏  Somewhat Active   ❏  Very Active

Good Health  ❏  Little Emphasis   ❏  Moderate Emphasis   ❏  Major Emphasis

Church/Religious Involvement  ❏  Little Involvement   ❏  Somewhat Involved   ❏  Very Involved

Leisure Time (how much)  ❏  Little   ❏  Moderate   ❏  A Lot

Finances

      Present - 4 years   (estimate annual average income you will need)

❏  less than $29,000 ❏  30,000-49,000 ❏  50,000-75,000

❏  76,000-124,000 ❏  125,000-249,000 ❏  250,000 +

      5 - 10 years  (estimate annual average income you will need)

❏  less than $29,000 ❏  30,000-49,000 ❏  50,000-75,000

❏  76,000-124,000 ❏  125,000-249,000 ❏  250,000 +

      Over 10 years  (estimate annual average income you will need)

❏  less than $29,000 ❏  30,000-49,000 ❏  50,000-75,000

❏  76,000-124,000 ❏  125,000-249,000 ❏  250,000 +

The factors listed in the “Lifestyle” box below will help you identify the lifestyle factors that need to be
considered when developing your short term, mid term and long term career goals.  Identifying these
factors will help you determine the finances, the education and training, and the jobs you will need to
acquire now and in the future to accomplish these goals.  Mark the boxes that most closely relate to your
goals.  The higher the lifestyle goals you choose, the greater the financial, job, education, and training
requirements will be.

Estimate the finances you will need to generate annually to attain your lifestyle goals.  (You may in-
clude income, real estate, stocks, bonds, etc.)  Remember, the higher the lifestyle goals you choose, the
higher the financial requirements will be.

______________________________________   _____ / _____ / _____
 Name                      Date
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SAMPLE

OBJECTIVE 5: Occupational Information Resources OBJECTIVE 6: Sources Of Job Openings

OBJECTIVE 7: Following-up On Job Leads OBJECTIVE 8: Forms For Employment

OCCUPATIONAL GROUP ARRANGEMENT
0/1 PROFESSIONAL, TECHNICAL, AND MANAGERIAL OCCUPATIONS

This category includes occupations concerned with the theoretical or practical aspects of such fields of human
endeavor as art, science, engineering, education, medicine, law, business relations, and administrative, managerial,
and technical work. Most of these occupations require substantial educational preparation (usually at the university,
junior college, or technical institute level).

00/01 OCCUPATIONS IN ARCHITECTURE, ENGI-
NEERING, AND SURVEYING
This division includes occupations concerned with the
practical application of physical laws and principles of
engineering or architecture for the development and
utilization of machines, materials, instruments, structures,
processes, and services. Typical specializations are
research, design, construction, testing, procurement,
production, operations, and sales. Also includes prepara-
tion of drawings, specifications, and cost estimates, and
participation in verification tests.

001 ARCHITECTURAL OCCUPATIONS
This group includes occupations concerned with the
design and construction of buildings and related struc-
tures, or landscaping, and floating structures, according to
aesthetic and functional factors.
001.061-010 ARCHITECT (profess. & kin.)
Researches, plans, designs, and administers building
projects for clients, applying knowledge of design,
construction procedures, zoning and building codes, and
building materials: Consults with client to determine
functional and spatial requirements of new structure or
renovation, and prepares information regarding design,
specifications materials, color, equipment, estimated
costs, and construction time. Plans layout of project and
integrates engineering elements into unified design for
client review and approval. Prepares scale drawings and
contract documents for building contractors. Represents
client in obtaining bids and awarding construction
contracts. Administers construction contracts and
conducts periodic on-site observation of work during
construction to monitor compliance with plans. May
prepare operating and maintenance manuals, studies, and
reports. May use computer-assisted design software and
equipment to prepare project designs and plans. May
direct activities of workers engaged in preparing draw-
ings and specification documents.
GOE: 05.01.07 STRENGTH: L GED: R6 M6 L6 SVP: 8
DLU: 81
001.061-014 ARCHITECT, MARINE (profess. & kin.)
alternate titles: architect, naval; naval designer
Designs and oversees construction and repair of marine
craft and floating structures, such as ships, barges, tugs,
dredges, submarines, torpedoes floats and buoys: Studies

design proposals and specifications to establish basic
characteristics of craft, such as size, weight, speed,
propulsion, armament, cargo, displacement, draft, crew
and passenger complements, and fresh or salt water
service. Oversees construction and testing of prototype
in model basin and develops sectional and waterline
curves of hull to establish center of gravity, ideal hull
form, and buoyancy and stability data. Designs com-
plete hull and superstructure according to specifications
and test data, in conformity with standards of safety,
efficiency, and economy. Designs layout of craft interior
including cargo space, passenger compartments, ladder
wells, and elevators. Confers with MARINE ENGI-
NEERS (profess. & kin.) to establish arrangement of
boiler room equipment and propulsion machinery,
heating and ventilating systems, refrigeration equip-
ment, piping, and other functional equipment. Evaluates
performance of craft during dock and sea trials to
determine design changes and conformance with
national and international standards.
GOE: 05.01.07 STRENGTH: L GED: R6 M6 L6 SVP:
9 DLU: 77
001.061-Ol8 LANDSCAPE ARCHITECT (profess. &
kin.) alternate titles: community planner; environmental
planner; land planner; site planner
Plans and designs development of land areas for
projects, such as parks and other recreational facilities,
airports, highways, and parkways, hospitals, schools'
land subdivisions, and commercial, industrial, and
residential sites: Confers with clients, engineering
personnel, and ARCHITECTS (profess.
kin.) on overall program. Compiles and analyzes data on
such site conditions as geographic location; soil,
vegetation, and rock features; drainage; and location of
structures for preparation of environmental impact
report and development of landscaping plans. Prepares
site plans, working drawings, specifications, and cost
estimates for land development, showing ground
contours, vegetation location of structures, and such
facilities as May be designated according to project as
Highway-Landscape Architect (profess. & kin.), Park-
Landscape Architect (profess. & kin.).
GOE: 05.01.07 STRENGTH: LGED:R5 M5 L5 SVP:8
DLU:77

SAMPLE REPORT (from the DOT)
* NOTE - The type size has been reduced to fit.

REASONING, MATH, AND LANGUAGE (R, M, L) CODES
THE HIGHER THE NUMBER, THE HIGHER THE SKILL LEVEL REQUIRED

Lower Level Skills Higher Level Skills
             1         2     3      4     5 6

SPECIFIC VOCATIONAL PREPARATION (SVP) SCALES
LEVEL TIME

1 Short demonstration only
2 Anything beyond a short demonstration, up to and including 1 month
3 Over 1 month, up to and including 3 months
4 Over 3 months, up to and including 6 months
5 Over 6 months, up to and including 1 year
6 Over 1 year, up to and including 2 years
7 Over 2 years, up to and including 4 years
8 Over 4 years, up to and including 10 years
9 Over 10 years

DATE LAST UPDATED

LEARNING BRIEF

Generally, there are four basic ways to find a job.  Informal job-seeking methods (Network-
ing) are by far the most successful.  But you can also find a job through want ads, employ-
ment agencies, and other methods.  By looking below at the pie chart and lists of activities
for each of these job-seeking methods, you can determine how to best use your time and
energy in your own job search.

Other - 11% success rate
  ☛ Civil Service tests
  ☛ Local labor unions
  ☛ Local community organizations
  ☛ Phone directories
  ☛ U.S. Armed Forces Recruiting offices
  ☛ Professional organizations
  ☛ Women’s organizations
  ☛ Political organizations
  ☛ Church groups
  ☛ Industrial directories and informational pamphlets

(check your local library)

Agencies - 12% success rate
  ☛ Job Service
  ☛ Private employment agencies
  ☛ School placement offices
  ☛ Local, state, and federal government

personnel offices
  ☛ Chamber of Commerce
  ☛ Small Business Bureau

Want Ads - 14% success rate
  ☛ Answer ads in newspapers
  ☛ Answer ads in trade or professional journals
  ☛ Place ads to “sell yourself”
  ☛ Answer storefront signs

Networking- 63% success rate
  ☛ Direct contact with employers
  ☛ Identifying possible employers through

“networking” with family, friends,
teachers, neighbors, and acquaintances

  ☛ Contact previous employers for pos-
sible leads

  ☛ Job club or support group
  ☛ Use of the “Internet” and the World

Wide Web sites

(Networking)
Informal Job

Seeking Methods
63%

Want Ads
14%

Other
11%

Agencies
12%

How to Network -  You should begin with people you already know.  Set up a meeting or call
them on the telephone and tell them that you are looking for a job. You would like them to refer
you to others that might have information on job openings.  Then contact those job leads for
information about a job or another person that might be able to help you.  The larger the list of
people in your network the more access you have to job information and other contacts who have
information.  By telling as many people as you can that you are looking for a job you will have
more people looking for jobs for you.  At all times be courteous and thank everyone for their time
and help.  Sending a thank-you note is a very good way to be remembered in a positive way.
Members of your network receiving these usually will try to help you in any way they can.

Prepared Telephone Script

Directions:  Make your own prepared telephone script using any source you wish for a job lead.

Introduction

Hello, my name is _____________________________________________________

Position

I am interested in the position as _________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

Body

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

Purpose

When would be a good time for me to come in for an interview or meeting with you?

Activity Sheet 1

Keep this in your Career Planner folder.

Name: ______________________________________

Date: _______________________________________

NAME: _______________________________________________________________________
FIRST FULL MIDDLE NAME LAST

SOCIAL SECURITY # ❑ ❑ ❑  - ❑ ❑  - ❑ ❑ ❑ ❑ TELEPHONE:  _____________

ADDRESS: _______________________________________________________________________
STREET ADDRESS, APT. NO., PO BOX, RURAL ROUTE NO.

_____________________________________________________________________________________
CITY STATE ZIP CODE

SR. HIGH SCHOOL, ADDRESS, DATES ATTENDED:  __________________________________
___________________________________________________________________________________

POST-SECONDARY (COLLEGE, TRADE SCHOOLS, ETC.), ADDRESS, DATES ATTENDED:
___________________________________________________________________________________

ADVANCED DEGREES, CERTIFICATES, AWARDS, HONORS:  _________________________
___________________________________________________________________________________

LAST EMPLOYER: ________________________________________________________________

ADDRESS: _______________________________________________________________________

JOB TITLE, DUTIES, REASON FOR LEAVING:  _______________________________________
___________________________________________________________________________________

NEXT EMPLOYER: ________________________________________________________________

ADDRESS: _______________________________________________________________________

JOB TITLE, DUTIES, REASON FOR LEAVING:  _______________________________________
___________________________________________________________________________________

NOTIFY IN
EMERGENCY: ___________________________________ __________________________

NAME TELEPHONE

REFERENCE #1: ___________________________________ __________________________
NAME TELEPHONE

REFERENCE #2: ___________________________________ __________________________
NAME TELEPHONE

REFERENCE #3: ___________________________________ __________________________
NAME TELEPHONE

HOBBIES, INTERESTS, AFFILIATIONS:  _______________________________________
___________________________________________________________________________________

Personal Information Worksheet
Directions:  Fill out the worksheet below.  This is standard information that you will typically have to
answer on most employment forms.  Use this as a reference when applying for a job so that you have all
the information you need readily available.

Activity Sheet 1
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SAMPLE

OBJECTIVE 9: Cover Letters OBJECTIVE 10: Resumes

OBJECTIVE 11: Interview Preparation OBJECTIVE 12: Job Interview

John R. Chambers
2435 Harbour Avenue
Jonesboro, GA  30688

(706) 864-9999

EXPERIENCE

1990-present JONESBORO TECHNICAL COLLEGE JONESBORO, GA
Teaching Assistant of Graphic Arts Technology.  Implemented an atmosphere
that encourages students’ creativity with emphasis on production and quality.
Instruct apprentices and students in technical operations, including plate
making, separations, color matching, color corrections, photography, print-
ing, and mechanical drawings.  Instruction given in color, and black and
white procedures.

1990-present SPEEDY GRAPHICS-ON-THE-GO JONESBORO, GA
Assistant Manager (part-time).  Create masters and proofs of posters, flyers,
business cards, and stationery for a multitude of printing processes.  Velo
bind, GBC bind, perfect bind.  Quality control, resolve printing problems,
and meet or beat production deadlines.  Work with customers to assure
specifications are met and customers are satisfied.

EDUCATION

1988-1990 NORTH GEORGIA TECHNICAL SCHOOL CLARKESVILLE, GA
Certificate in Graphic Arts - Graduated with honors

1986-1988 ATHENS VOCATIONAL-TECHNICAL SCHOOL ATHENS, GA
Certificate in Art Design - Won Outstanding Design Award

AFFILIATIONS
Secretary of Bookdesigners of Georgia Society.  Member of the National
Association of Graphic Artists.

INTERESTS
Photography, painting, golf, outdoor sports.

REFERENCES
Available upon request.

SAMPLE RESUME

May be included or state
“Available upon request.”

Personal Information - Do
not include age, weight,
height, marital status, etc.

If a recent graduate, mention degrees, certificates, honors or special
awards.  Note any courses relevant to the job.

Use short,
concise phrases
- no more than
six lines of
information per
paragraph.

Highlight experiences which support the type of position you wish
to acquire.

Job experience should
be listed with your most
recent job first.

Show dates and
locations

Length: 1 page;  Paper Size: 8 1/2 x 11”; Paper Color: White or Ivory; Paper Quality: Standard 20
pound bond office paper; Typesetting: Letter quality, professional type.  Education should be
listed first if you are a recent graduate.  Work experience should come first if you have at least
two years of full-time career experience.

Cover Letter Worksheet
Directions:  Write a draft cover letter following the indicated format.

Activity Sheet 1

Return Address: ________________________________
________________________________
________________________________

Date: ________________________________

Addressee:
________________________________
________________________________
________________________________
________________________________
________________________________

Salutation:
________________________________
First Paragraph:  State the position for which you are applying and why you are the best choice.
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

Second Paragraph:  Demonstrate how your qualifications will benefit the company.
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

Third Paragraph:  Explain why you have an interest in the company.
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

Fourth Paragraph:  Request an interview and indicate that you will be following up with a phone call.
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

Closing: ________________________________

Signature:
Enclosure:
________________________________
Keep a copy of this in your Career Planner folder.

Name: ______________________________________

Date: _______________________________________

Interview Preparation Worksheet
Directions:  Fill out the worksheet below.  This is information that you will need in preparation for your
interview.

Activity Sheet

Research:

Company Name: _____________________________ Phone: ____________ Fax: ___________
Address: ___________________________________________________________________________
Key Contacts With Job Titles:
_________________________________________ ______________________________________
_________________________________________ ______________________________________

Number of Employees: _______________________ Years in Business: ______________________
Size: ____________ Locations: ______________________________________________________
Products or Services: ________________________________________________________________
__________________________________________________________________________________

Type of Customers:__________________________________________________________________
Competitors: _______________________________________________________________________
Sales and Profits: ___________________________________________________________________
Current Plans:______________________________________________________________________
__________________________________________________________________________________

Comments: ________________________________________________________________________

Informational Interview Questions:
1: _________________________________________________________________________________
2: _________________________________________________________________________________
3: _________________________________________________________________________________
4: _________________________________________________________________________________
5: _________________________________________________________________________________

Personal Message Relating to the Job:
Motivation: ________________________________________________________________________
__________________________________________________________________________________

Skills: _____________________________________________________________________________
__________________________________________________________________________________

Character: _________________________________________________________________________
__________________________________________________________________________________

Accomplishments:___________________________________________________________________
__________________________________________________________________________________

Personality: ________________________________________________________________________
__________________________________________________________________________________

Questions for the Interviewer:
1: _________________________________________________________________________________
2: _________________________________________________________________________________
3: _________________________________________________________________________________
4: _________________________________________________________________________________
5: _________________________________________________________________________________

Name: ______________________________________

Date: _______________________________________

Job Interview Checklist
Directions:  Review and check the following items before and after your interview to make sure you
cover all the basic requirements of a good interview.  Remember, practice makes perfect.

Before The Interview
❑  Dress appropriately

❑  Groom impeccably

❑  Take several copies of your resume

❑  Arrive 10 minutes before the scheduled interview

❑  Review your personal message and questions for the interviewer

The First Contact
❑  Smile

❑  Walk confidently

❑  Make small talk

❑  Use correct eye contact

❑  Shake hands firmly

❑  Be calm

During The Interview
❑  Be conversational

❑  Don’t exaggerate

❑  Concentrate on your personal message

❑  Match your style to the interviewers style

❑  Do not be negative about anything

❑  “Read” the interviewers intentions (long, short responses)

❑  Don’t let tough questions ruffle you.

❑  Keep the conversation flowing

❑  Appear relaxed, interested, and determined

Following-Up
❑  Evaluate your performance

❑  Send a follow-up letter

❑  Telephone call back after one to two weeks

❑  Review conditions of employment before accepting an offer

Activity Sheet 1

Name: ______________________________________

Date: _______________________________________
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SAMPLE

OBJECTIVE 13: Interpersonal Relationship Skills OBJECTIVE 14: Behaviors Toward Authority

OBJECTIVE 15: Staying Positive OBJECTIVE 16: Work Related Conflict

Activity Sheet 1

Interpersonal Skills Rating Sheet
Directions:  Interpersonal skills effect the manner in which people deal with customers, co-workers and
thers with whom they have contact.  On a scale of 1 to 3, rate yourself on how well you think you
erform the requirements for good interpersonal skills.  Circle the number that applies to you.

1 = Needs Improvement           3 = Very Good

Respect others despite race, background or personality 1 2 3

Cooperate despite differences 1 2 3

Sensitivity to others feelings and needs 1 2 3

Honesty despite consequences 1 2 3

Self control over negative emotions and actions 1 2 3

Positive attitude at all times 1 2 3

Patient with trying situations 1 2 3

Understand others point of view 1 2 3

Tactful with words and actions 1 2 3

Below, present real work or life situations that demonstrate how you apply the skills in which you

excel. ________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Now, describe how you are going to approach improving yourself in the area(s) that you have

identified as needing improvement. _______________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Name: ______________________________________

Date: _______________________________________

Activity Sheet 1

Behavior Towards Supervisors Worksheet
Directions:  Rate yourself below on how you behave toward authority.

1 = Needs Improvement           3 = Very Good

Settling disagreements with a supervisor 1 2 3

Handling criticism from a supervisor 1 2 3

Working on tasks assigned by a supervisor that I don’t want to do 1 2 3

Following orders from a supervisor on work with which I have a problem1 2 3

Responding promptly to orders from a supervisor that I don’t like 1 2 3

Below, present real work or life situations that demonstrate how you apply the skills in which you

excel. ________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Now, describe how you are going to approach improving yourself in the area(s) that you have

identified as needing improvement. _______________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Name: ______________________________________

Date: _______________________________________

Activity Sheet 1

Positive Attitudes Worksheet
Directions:  Rate yourself on where you think you are concerning the following attributes.

1 = Needs Improvement           3 = Very Good

Accepting Constructive Criticism 1 2 3

Willingness To Learn 1 2 3

Being A Team Player 1 2 3

Having A Positive Self Concept 1 2 3

Being Responsible 1 2 3

Being Dependable 1 2 3

Willingness To Improve 1 2 3

Being Considerate and Respectful 1 2 3

Below, present real work or life situations that demonstrate how you apply the skills in which you

excel. ________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Now, describe how you are going to approach improving yourself in the area(s) that you have

identified as needing improvement. _______________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Name: ______________________________________

Date: _______________________________________

Activity Sheet 1

Below, present real work or life situations that demonstrate how you apply the skills in which you
excel. ________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

Now, describe how you are going to approach improving yourself in the area(s) that you have
identified as needing improvement. _______________________________________________
____________________________________________________________________________
____________________________________________________________________________

Conflict Resolution Worksheet
Directions:  The following are the correct steps to take in resolving conflicts.  Rate yourself on how you
feel you handle each step.

1 = Needs Improvement           3 = Very Good

Controlling your anger 1 2 3

Taking enough time to calm emotions 1 2 3
Confronting the person, and telling them there is a problem that

needs to be discussed 1 2 3

Giving your thoughts on the situation 1 2 3

Listening as the other person states their view on the matter 1 2 3
Understanding what is being said to you by repeating what you

heard in a slightly different way 1 2 3

Trying to see the problem from the other person’s point of view1 2 3

Understanding what you really want. 1 2 3
Accepting that the problem has not been resolved if you are

  not happy with the outcome 1 2 3

Giving a little to resolve conflict 1 2 3

Taking time to rethink your views 1 2 3

Making new or revised suggestions 1 2 3

Going over what you have agreed on so both parties understand1 2 3

Meeting all needs 1 2 3

Ending the meeting with good feelings 1 2 3

Name: ______________________________________

Date: _______________________________________
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SAMPLE

OBJECTIVE 17: Values & Ethics OBJECTIVE 18 Workplace Communication

OBJECTIVE 19: Appearance OBJECTIVE 20: Following Directions

Activity Sheet 1

Below, present real work or life situations that demonstrate how you apply the skills in which you

excel. ________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Now, describe how you are going to approach improving yourself in the area(s) that you have

identified as needing improvement. _______________________________________________

____________________________________________________________________________

____________________________________________________________________________

Values and Ethics Worksheet
Directions:  Rate yourself on how you feel you regularly perform the following.

1 = Needs Improvement           3 = Very Good

I try to be honest at all times. 1 2 3
I am respectful and considerate to myself and others. 1 2 3
I am dependable and carry out my responsibilities. 1 2 3
I am faithful to my beliefs, family, friends, company and my country.1 2 3
I am always ready to help others when they need help. 1 2 3
I treat other people’s property with respect. 1 2 3
I can be trusted to do what I say I will do. 1 2 3
I present myself in a way that is an asset to me and to others. 1 2 3
I am good at following rules and guidelines. 1 2 3
I have a good and positive belief system. 1 2 3
I have the confidence and ability to care for those that need me. 1 2 3
I take good care of the environment. 1 2 3
I am enthusiastic about my life and work. 1 2 3
I treat all living things with kindness. 1 2 3
I am friendly and polite toward others. 1 2 3
I am willing to learn new things even if they challenge
  my methods or beliefs. 1 2 3
I am good at communicating how I feel to other people. 1 2 3
I look for the good and positive in all situations. 1 2 3

Name: ______________________________________

Date: _______________________________________ LEARNING BRIEF

Good communications skills are required in all jobs.  Knowing some of the roadblocks to good
communications and how to overcome them will help you become a more effective communicator.

Roadblocks To Good Communication      Solutions
Thinking ahead rather than listening ..........................Focusing on what is being said

Interrupting other person/persons ...............................Giving others a chance to talk

Poor eye contact..........................................................Don’t stare or continually look away

Ignoring or avoiding what you don’t understand .......Asking questions if you don’t understand

Valuing only your point of view .................................Trying to see the other person’s point of view

Being pushy, rude or overly aggressive ......................Being courteous

Talking too fast or unclearly .......................................Speaking clearly and at a moderate rate

Thinking you can remember all that is discussed .......Taking clear notes for future reference

Thinking you understand what is said ........................Paraphrase (Repeating what is said in a

   when you really don’t                                                   slightly differently way)

Effective Telephone Techniques
The telephone is a very important method of communicating in the job world.  You should always
be courteous and speak clearly.  Below are some suggestions for making your telephone conver-
sations more constructive.  To be prepared takes practice.

• Features of the telephone need to be understood.  These features are designed to help you
handle calls smoothly.  Practice using the different features before you try them out when
a caller is on the line.

• Hold the transmitter of the phone directly in front of your mouth or the caller may not be
able to understand what you are saying.

• Speaking on the telephone requires better articulation than speaking face-to-face.  You
must speak clearly.

• Make sure the caller is placed on hold before discussing their situation with a co-worker
• Do not eat or drink while talking on the telephone.
• Answer the telephone promptly.
• If you have to put a caller on hold, ask permission and wait for an answer.
• If you have more than one caller on hold, remember the priority.
• When answering the telephone greet the caller, state your organization, introduce yourself

and offer your help.
• Listen to what the caller is saying, if you do not listen you cannot help them.
• Always thank the caller for calling.
• Let them know you appreciate their business.
• Make sure they know you will keep your promises.
• Leave the customer with a positive feeling about your company.
• Always let the caller hang up first.

Activity Sheet 1

Below, present real work or life situations that demonstrate how you apply the skills in which you

excel. ________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Now, describe how you are going to approach improving yourself in the area(s) that you have

identified as needing improvement. _______________________________________________

____________________________________________________________________________

____________________________________________________________________________

Appearance Worksheet
Directions:  Rate yourself on each of the following factors relating to your appearance.

1 = Needs Improvement           3 = Very Good

Hair 1 2 3

Fingernails 1 2 3

Breath 1 2 3

Teeth 1 2 3

Perfume or cologne - (Excessive) 1 2 3

Make-up - (Excessive or not enough) 1 2 3

Clothes 1 2 3

Shoes 1 2 3

Jewelry 1 2 3

Posture 1 2 3

Facial expression 1 2 3

Speech 1 2 3

Tone of Voice 1 2 3

Name: ______________________________________

Date: _______________________________________ Activity Sheet 1

Below, present real work or life situations that demonstrate how you apply the skills in which you

excel. ________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Now, describe how you are going to approach improving yourself in the area(s) that you have

identified as needing improvement. _______________________________________________

____________________________________________________________________________

____________________________________________________________________________

Following Directions Worksheet
Directions:  Rate yourself on how well you utilize the following skills.

1 = Needs Improvement           3 = Very Good

Reading and  evaluating - Are the directions clear  and easy to follow?

Is all the information needed listed? 1 2 3
Numbering the steps - Go through step by step and make sure the directions

can be followed through. 1 2 3
Doing each step one at a time - If you do the first step, will you be able to move

smoothly to the next step. 1 2 3
Re-reading - Read directions again to double check that you have covered

everything needed. 1 2 3

Listening - Listen carefully to what is being said to you. 1 2 3

Taking Notes - Write it down so that you do not leave anything out. 1 2 3

Evaluating - Look over the directions, do you have all the information you need?1 2 3
Revising - Ask questions and possibly change the directions to be more efficient.

Talk it over and make sure it is all right to change the directions before you proceed.1 2 3

Thinking - Think through what needs to be done and how it should be done. 1 2 3
Considering - Consider the person who will be receiving the directions.

What will this person need to know? 1 2 3
Communicating - Make sure you use description and terms this person

will understand. 1 2 3

Asking - Ask questions to make sure your directions have been understood. 1 2 3

Name: ______________________________________

Date: _______________________________________
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