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Preface and Acknowledgements

Appreciations are particularly expressed to Lloyd J. Hughlett who came to the College
of Business, Appalachian State University, in 1973 as Executive in Residence to apply the principles
of business managemcnt to personal and occupational planning and career development. Dean
William Muse and Dean Richard Sorenson respectively of the College of Business at the University
of Nebraska and Appalachian State University recognized the need and encouraged the develop-
ment of a curriculum in Life/Career Planning. With the support of Drs. O. Paul Sanders and J. Ed-
ward Harrill a credited course in Life/Career Planning was initially offered through the College of
Business for .!! university students from 1974-1975,

During this period instructional materials were collected and organized for the course.
Professional counselors were consulted on the most effective techniques and planning models to be
used in a group approach for conducting a class in Life/Carecr Planning. Ways were sought by
which the planning needs of young adults could most effectively be achieved both educationally and
for transition into a work field after completing their post-secondary education.

Many educators expressed concern over the absence of efforts in satisfactorily assisting
students in becoming self-sufficient in acquiring planning capabilities. For the large part schools
were simply pushing students along to a next higher grade or institution in hopes that “thcy would
discover themselves” subsequently as to self-identitiés and vocational directions. S

With funds from a Ford Venturc Grant, efforts were continued to dcvelop a written
curriculum aimed at an eighteen to twenty-two year age group. A summary of the results from this
course, together with supporting bibliographical rcferences, are included in this first edition of a
Bibliography on Life/Cureer Planning compiled and publishéd under the auspices of the Center for
Instructional Development. This first edition is intended primarily for use within the University it-
self. . :

It is recognized that this first edition, limited in length and content, is subject to amendments
and improvements. Its present design is to provide a foundation for personal objective setting and
current references on planning and occupational information. The 1977 edition will expand the in-
troduction to emphasize strategic action planning and controls over behavior to effect im-
plementation for achieving objectives. Illustrations and.models, which where limited herein by
budget and production facilities, will be increased. Further library research, together with
assistance from professional associations, will aim at improving the. currency of vocational in-
formation.

With future annual editions, efforts will be directed towards improving the art and science of
planning. This hopefully may be accomplished through the cooperation of the many disciplinary
divisions in universities, particularly schools of business acquainted with the theories of
management and its applications to self-management and schools of education in teaching
methologies and the practices of applied human behavior. Improved learning processes are needed
to assist students in acquiring skills for self-management.:No one department or college of any
university has the potentials for developing and providing this educational process.

Innovative educators must strike out in their own independent efforts to achieve new
methodologies in counseling practices. Much yet remains to be accomplished in breaking through
and cstablishing new results from the research and learning frontiers applicable in counseling.

" Creative efforts will rest largely upon a few men and women willing to break with the statism of the

past. The majority of counselors in our school systems cannot meet the challenges required by new

- technologies and the requirements of change needed in mass education. Fortunately we are already - -

beginning to see-breakthroughs in some colleges and universities.
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- INTRODUCTION
MODEL FOR LIFE/CAREER PLANNING

by
Lloyd J. Hughlett

We are all committed to a thinking process which we call planning.
This goal-setting characteristic of rational beings is usually designed
for concrete results. Some plans have very short terms. Their purposes
may be accomplished within a day, several weeks or months. Some take much
longer. They require controlled behavior and purpos:: «ul efforts over a
period of many vears.

Young adults have mixed reactions when it is vropcsed that they set
life and career goals for themselves.

@ "How can I plan for what I want to do or became? I don't know even
myself nor what I can do or should become.'

® "You can't plan for an uncertain future. Everything happens by luck
: or chance anyway. I'm simply going to have to wait and see what will
happen to me." . '

° "I don't even know myself so how in the hell can I know what I should
do with myself.' -

e "How do I go about planning for an uncertain future? The idea seams
stupid to me. Planning may be all right for ''business, maybe...but" I
don't see how it applies to me."

Planning is fairly simple to define. It aims at utilizing in the
best ways possible our time and abilities to accomplish certain specific
results some time in the future. Results from objective setting are in-
tended to provide us with desired satisfactions or happiness.

These later terms are intangible measurements of successes in our
life or work. Often they may be the only measurements we can use to de-
scribe desired results of life and career plans. Other measurements are
more tangiblz. They may consist of a nice home, wages or earnings, pro-
motions, titles, an expensive foreign car, a carpeted office, ratings re-

- . ceived on results from work, and reoognltlon as benefits or pr1v11eges _
attached to promotions.. : : B

We plan activities to obtain certain results from them. We plan the

use of our leisure time, participation in sporting events, social activi- o
ties, study programs or almost any effort in which we put. time, _money,.our .. .. ...
"""spemo.A xinteresi or aptitudes.’ Thelr results prove satlsfylng to us in




meeting certain needs or a level or our expectations.

WHAT (S LIFE AND CAREER PLANNING?

THE ART AND SCIENCE Of BELF-MANAGEMENT

CONTROL OVER BEHAVIOR TO ACHIEVE GOALS

e

°
@ OROER AND PURPOSE IN ALL LIFE ACTIVITIES
@ ABILITY TO ADJUST TO A WORLD OF CHANGE
o

HAPPINESS FROM ACHIEVING IMPORTANT GOALS

Most of our planning is done_on an informal and short-term basis. We -
jmplicitly or intuitively adopt a course of action from which we antici-
pate certain immediate benefits or effects. Generally these effects will
be positive. They represent satisfactions we want to enjoy. Other plan-
ning is done to avoid consequences or situations we consider harmful or
as not meeting our particular satisfactions. : .

Longer-term planning, however, is generally done on a more formal
basis. Objectives should be carefully and realistically thought out.
They should be expressed in terms of explicit and desired results.

How far can we plan into the future? Carrying out plans are contin-
gent upon changes which will occur in ourselves or our environment. Some
of these changes can be reasonably anticipoted. Many will happen within
ourselves as we grow older and hopefully learn from our experience.

Others will result from technological and economic developments in society
and the work world. We can take action to cope with impacts of change
‘only when we are aware of its trends and how it may affect our life or
career.

UNBELIEVABLE! ’ R :
OVER 99% OF STUDENTS LEAVING HIGH SCHOOL AND 95%

OF GRADUATES FROM COLLEGE DO NOT ACQUIRE PLANNING

SKILLS FOR THEIR LIFE/CAREER FUTURES -

HOWEVER, ALL YOUNG ADULTS...

@ RECOGNIZE IMPORTANCE OF PLANNING FOR SELF-MANAGEMENT
O EXPRESS FRUSTRATION AT NOT ACQUIRING PLANNING SKILLS
® STATE THEIR NEEO FOR MANAGING THEIR LIVES TO ACHIEVE

GOALS RESULTING IN LIFE/CAREER SATISFACTIONS AND- HAPPINESS




Seniors graduating from high school, without having completed any
plans for entering a field of work, often have a hard time ii finding jobs.
How can they have qualified themselves for jobs with having neither plan-
ned nor prepared themselves for particular fields of work? Ninety percent of
freshmen in college indicate that they have only vaguc or hazy ideas of
occupations which they would like to enter after graduation. How can Lhey
plan to use effectively thelr four years in college to become self-sup-
port.ng and enjoy a life style they want if they don't know what they want
to hecome?

A person may effectively plan events or situations to occur insofar
as he can anticipate and exercise control over conditions of the future.
This is an application of the cause and effect relationship. A freshman
entering college with motivation, mental capabilities and adequate income
can be assured of satisfactorily completing a college education. Means
must always be available for cairying out plans. Plans accordingly must
be adapted to one's resources or means.

A college freshman undertaking a two- or four-year program of studies
can plan on utilizing these.time periods for achieving certain objectives.
These represent planning spans. If the person does not set objectives to
be achieved at the end of these periods, he may waste both time and re-
sources. Optimal use of time must be purposeful. Time is a primary re-
source which one can use to direct interests and aptitudes towards the
achievement of objectives in skills and knowledge. When 44 percent of a
junior class in college indicates that it does not know what major occu-
pationally-related fields of study they should specialize in, how can the
students utilize their planning span of one and a half years for prepuring
to qualify for a job? They have handicapped themselves by not exploring
and determining earlier major fields of interests in which they can con-
centrate studies and gather work experiences.

It has been said that & more mature person needs a full year to suc-
cessfully make a mid-career change. To enter the job market for the first
time as a qualified applicant for a particular type of work may require
two to three years. It is obviously critical to every person's use of
time that he find directions for himself as early as possible. He can then
create a longer planning span for himself for entering the job market and
becoming an economically independent and socially balanced person.

What is life and career planning all about? In one way or another
we all practice planning,..We make decisions. From some decisions are
generated objectives. These in turn require selecting and controlling
realistic means to reach achievable and desired results. Life and career
goals should be set in a framework of future situations in which we can
expect them to happen. Since each of us is a unique and different human
being from all others in the world, our means as interests, aptitudes and
personality characteristics will be different.from other people's for
achieving our objectives. Furthermore, each of us will live, work and
necessarily cope with different future. enviifonments. This requires flex-
ibility in changing ourselves and our plans.

Planning is a highly individualized or personél process of goal

3



ANALYSIS AND DECISION MAKING AS STEPS IN OBJECTIVE SETTING PROCESS

Problerns ate deviations from the specified resull of objectives which should  positive they should be studied as oppottunities. Deviations from anticipated
have been achieved, Bxact results from anticipated performances are tarely  results which are negative should be cotected in & new objective setting
accomplished, When deviations occur they become personel responsibiities  process to overcome any internal weaknestes or environmental threats.

for correction if they are unwanted or negative; if they are desirable or

PROBLEM SITUATIONS
OF

EVERY PERSON f DECISION EXPRESSED
AS ANOBJECTIVE -

:

ANALYZE PROBLEMS AS TO CAUSES
AND DESIRED RESULTS

- Time span cov"eﬁﬁg internal and
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setting. EFach of us makes our own decisions. No one can set our life or
career objectives for us. Each of us is accountable for purposes we choose
and results from directions we elect to take.

Many of us, however, would often like some one else to make our deci-
sions for us. This simply can't be done. We can obtain counsel and ad-
vice. Decisions or choices, however, must be made by ourselves as a non-
delegable responsibility.

Most decisions are fairly easy choices. Many are made from habit.
They are either 'yes' or ''no'' answers to simple questions of selecting an
alternative. Others, however, are more complex. They involve the deter-
mination and commitment of our resources to reach some specific goal over
a long period of time. They require a knowledge base not only of our-
selves but that part of our environment or work field in which we set ob-
Jectives. This knowledge base will include becoming aware cf cur interests,
aptitudes, personality characteristics and information as to how well we
have done in certain activities in which we establish goals for ourselves.
Self-awareness in planning provides us with an understanding of our
strengths and weaknesses for achieving what we need or want to do.

PLANNING 1S A NONDELEGABLE RESPONSIBILITY

EVERY PERSON MUST...
RECOGNIZE HIS OWN DECISION-IAAKING AUT*".‘FITY
ACQUIRE NECESSARY SKILLS TO MAKE HIE ¥’ PLANS
COMMIT HIMSELF TO ACHIEVING HiS LIFE/CAREER PLANS

CONTROL HiI8 BEHAVIOR TO CARRY OUT HIS ACTION PLANS

CHALLENGING | ACHIEVABLE
DECISIONS | ossectives [T ™|  PERFORMANCES
I~ KNOWLEDGE
CHOICE OF OPTIMAL
PERSONAL . MEANS FOR THEIR
RESPONSIBILITY ACCOMPLISHMENT
~CONTROLS

Planning accordingly begins with establishing a knowledge or infor-
mation base for making optimal decisions. It consists of understanding
ourselves, our present and future environments and an evaluation ofour
past performances in which we have been successful or to some degree weak

" or fajled.

This self-understanding or self-concept is difficult to come by.




Our traits and personality characteristics are impossible to measure ex-~ -
cept in highly comparative and gqualitative terms. Furthermore we are not
the same from,year to year. We po through a life~long process of.change
physically, intellectually and even morally or spiritually. As young
adults we differ in many respects (rom what we werc as adolescents. We go
throngh a period of maturation. Similarly people reaching middle or re-
tirement ages will have different values, attitudes and skills than they
had as young adults. Their perspectives as to life purpose may possibly
have undergone radical’ changes. '

One's intermediate~temm objectives also change over the years with
the life cycle. The needs for food, warmth and security of a totally de-
pendent infant differ almost completely in their forms of achievement from
a young or more mature adult. A much older and experienced person should
also be able to analyze his situation, determine the form and degree of
‘his needs and take appropriate actions to achieve retirement objectives
with his available resources.

Many factors will influence goals we set for ourselves. For many
people objectives are only vague, sometimes bordering on fantasy, wishful
dreaming of what they want to be or would like to achieve. They have not
thought out and predicted-goals on any realistic basis of knowing and
understanding their capabilities or interests. They are probably also un-
aware of what impact changes in the enviromment will .have on their goals,
hazy as they may be. The more clearly, specifically and realistically we
define our objectives and future conditions affecting their achievement,
the higher will become our standards for performance and the better use we
will make of capabilities for realizing our goals.

An objective represents ''what'' is to be achieved in a specific goal.
Probably more difficult in planring are the "how's'" or the means we choose
to reach an objective, The later may be called strategic action plans.
They consist of utilizing personal strengths and resources (interests, ap-
titudes, values and personality factors) most advantageously in achieving
our various life and career goals. We all must frequently change or modi-~
fy our strategic action plans.

This is frequently observed in college. A student, by the end of his
sophomore year, may change his occupational choice several times. However,
once a choice is firmly decided upon as an objective he will zlect a pat~
" tern of courses to meet his particular-objective for graduation and enter-
ing the job market. These "how'" plans are subject to frequent change..-
Objectives, once they are decided upon, will be slower to change. They
tend to evolve or be modified. They do not radically or abruptly change
to give new thrusts or new directions to one's life or career. -

The development of action plans to achieve objectives is a major in-
dicator of one's capability for self-management. Since each person differs
in his potentials, values, aspirations and interests, he or she must nec-
essarily shape particular action plans which will best achieve their specif~
ic goals. - -Some objectives require longaer planning spans than others.

A person entering a skilled trade may complete required educational

6
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courses within vi two years for entry into a vocational field. ' A pro-
- fessional such as a physician, lawyer, scientist or institutional adminis~
trator, may require six to eight years of post-secondary schooling, intern-
-ship and work experiences. Designing and carrying out implementing pluns
for entering a particular occupation or adopting a life style suitable to
your ambitions and wants will vary with each person's objectives.

LIFE/CAREER PLANNING RESULTS IN BEnMEr'™a nF,

GROWTH AND DEVELOPMENT C o

ABILITY TO TAKE ADVANTAGE i ‘2 ITIES

®
°
" @ INDIVIDUALLY DESIGNED OBJECTIVES FOR PERSONAL DIRECTION
@ ABILITY TO COPE WITH A RAPIDLY CHANGING ENVIRONMENT
® EFFECTIVE UTILIZATION OF PERSONAL RESOURCES AND STRENGTHS
® DECISION AND PLANNING BASE FOR. ..
@ LONG:TERM SELF-MANAGEMENT =~ "
® ACCOUNTABILITY FOR BEHAVIOR
@ SCHEDULED IMPROVEMENTS AND PERFORMANCES

O MANAGEMENT BY OBJECTIVES FOR RESULTS

LACK OF LIFE/CAREER PLANNING RESULTS iN. .,

@ INADEQUATE BELF.ANALYSIS AS TO POTENTIAL cnowfn
@ ABSENCE OF DIRECTIONS AS YO OPPORTUNITIES

® INEFFECTIVE UTILIZATION OF peasbuAL RESOURCES

@ INABILITY TO COPE WITH CHANGING ENVIRONMENT

@ SELF-MANAGEMENT BY CHANCE ARD DAY-TO-DAY DECISIONS

Last of all, controls over one's behavior, use of time and maximum
utilization of potentials represents the final step in the personal plan-
ning process. Behavioral rules, schedules, budgets, and meeting certain
levels of performance constitute major restrictive forces over the use of
resources allocated to individual action plans.

. -A-
Establishing a Personal Planning Base

Planning begins with the difficult task of achieving understanding of
one's self. It consists of arriving at a self-concept. This analysis in
turn is followed by environmental and occupational studies and making as-~
sumptions on what changes are likely to occur in the future. Lastly, a
person should look at how well he or she has performed in certain critical

7
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areas leading to successes, satisfactions, and happiness.

[

This self-study indicates one's interests or particular aptitudes for

certain vocational and avocational pursuits.
. of self-analysis and information gathering, a table. or listing of one's
strengt.is and weaknesses is prepared. This planning base provides the

Out of this overall process

framework within which objectives are to be set and personal resources al-—
located and used for their accomplishment.

BASIC'STETS OF LIFE CAREER PLANNING PROCESS

- ANALYSES PR P

OBJECTIVE
SETTING

; iz )

|

ACTION PLANS

RECYCLE LIFE/CAREER

__ STRATEGIES.AND.. |.

CONTROLS FOR IMPLEMENTING |

PLANNING PROCESS

Planning is a lifelong, dynamic means for
adjustment to environmental change or changes
which occur within a person himself. (Above) The
four steps of planning are represented in what may
be described as a static flowchart. After a person
acquires a degree of skill in planning, the
distinction between the steps disappears and he

ACTION PLANS

“engages in a synthesis of thinking where one l‘step

f planning blends into the next. (Below) An
ifort is made to illustrate the on-guing funclion
of planning skills and the development of a first
life/career plan, For most people il .will be
modified and improved almost imimediately after
having been developed.

LIFE/CAREER PLANNING IS A REPETITIVE. CONTINUING PROCESS

\5_/4/ Ns 7 \s

1 REVIEW LIFE MISSION

4+ AMEND BASIC PERSONAL POLICIES

3 ANALYZE CRITICAL PAST PERFORMANCES
4 AMEND OBJECTIVES |

s CREATE NEWSTRATEGIES

¢ DEVELOP AND UPDATE ACTION PROGRAMS
7 EVALUATE SELF-MANAGEMENT CONTROLS

g8 SCHEDULE FUTURE REVIEW OF LIFE/CAREER PLANS

14°



* MODELFOR DECISIONMAKING ANDLIFE/CAREER PLANNING

_y,| OBJECTIVE SETTING IN

» ESTABLISH A PLANNING BASE

ANALYSIS
AL
r )
SELFANALYSIS ENVIROMVENT
el RESOURCES TECHNOLOGY
" LIFE GOALS S0CI0OLITICAL FACTORS
30 CAREER GOALS OPPORTUNITIES
500 VALUE SYSTEM. _ THREATS
ve POLICIES ENPLOYMENT MARKET
xq| MISTORY OF PAST PERFORMANCES ;
OZ| DETERMINE TRENDS/FORECA
< 2| FOR FUTURE PERFORMAN. |
W
: L
i P@suwnows AS TO THE FUTURE

KEY RESULT AREAS FOR SUCCESS

LiFEICAHEER OBJECTIVES

CONTINUING-SPECIFIC

EVALUATE AND SELEGT OPTIMAL

" | KEY. RESULT AREAS*

P STRATEGIES AND ACTION PLANS
TO ACCOMPLISH OBJECTIVES**

(FAPPY

DETERMING | | SET PRIORITIES
PLANNING GAPS | | ON OBJECTIVES
CONTINUING OBJECTIVE: GENERAL STRATEGY: — ——omemomm
SPECIFIC OBJECTIVES ACTION PLANS
1) 1)
2) 2)
3 3 :

CONTINUING OBJECTIVE:

GE.)ERAL STRATEGY: e emem

SPECIFIC OBJETIVES ACTION PLANS
) 1)

2 - 2

3) 3

= *Set both Continuing and Specific Objective for
all Key Result Arecs

«one Action Plan

"*Specific Objectives generally require moié than

CONTROLS FOR IMPLEMENTING ACTION PLANS®-
J

il

I Establish schedules for completing programs and projects with due dates for
accomplishment of each phase of progtam

o Setup and follow personal records for budgeting time and costs.  Adjust for
doviations.

o Review personally vanous basic and operating policies, specific objectives and
strategic action plans.  Make necessary amendments.

o Oblin guidance and eritical evaluation from carcer or vocational counsellor
on progress bemg achitved on lfefearcer plan.  Adjust plans appropriately,

o Reeyele fife'career planning process semi-annually and update plans for

chianges oceurring in voursell or environment.

FOR ALL KEY RESULT AREAS

¢ Realization of a defined life "purpose

o Achievement of selfsupport and income capabilites

s Realization of potentiahty” fof growth

o Accomplishment of specific social responsibilities

o Acquisition of abilities that are marketable o1 satisfy personal needs
o Obtaining 2 demand for personal assels in the job markel

o Achicvement of o self-manggement capabifity .

0. Acquisition of positive attludes und motivational forces

o Development of an innovative: capability

—~~» OBJECTIVES AND STRATEGIES ARE T0 BE SET

e cones e 4 b s b




‘ PersonéT Analyses and Self-Understanding.

Most of our decisions should be based on facts insofar as possible.
Life/Career planning begins with establishing an informational base on
one's self. It consists of unalyses to achieve self-awareness. The .
'""Know Yourself' mandate of Socrates 2400 years ago is the most difficult
of all knowledge to acquire. ‘People frequently understand other people

- better than they understand themselves. Reaching an awareness of one's

_Self involves determining one's total personality characteristics,-—--ap—-- - -

titudes, interests, values and all other factors which make each of us
different from all other people. These are intangible qualities; they
cannot be measured as we would describe an object in pounds of weight or
units of volume, lenyrth and breadth using any adopted standards for meas-
urement.  Often we can only describe our own or someone else's personality
factors as average, above or below average in relation to a number of

- people-we-know. -The absence of a ‘capability to quantify our characteris- ~—~~"" """

tics becomes a major roadblock for many people in their personal planning. *

A great many tests are available which help us interpret our various
forms of intelligence, attitudes and values, aptitudes and interests on a

SELF-ANALYSIS

& ALL EFFECTIVE PLANNING BEGINS WITH A KNOWLEDGE DASE OF...

© ONE'S.SELF: APTITUDES AND INTERESTS
@ THE ENVIRONMENT: CHANGES ANTICIPATED IN !T.
# ONE'S HISTORY OF PAST PERFORMANCES

e STRENGTHS TO BE CAPITALIZED

L] WEAKNESSES TO BE CORRECTED

@ IDENTIFICATION OF APTITUDES AND INTERZSTS .

L R ——

o

\ CAPARILITIES tow | 'DECISIONS OGN
ELF 4 HALYSIS —— GROWIH AND pnmangyd  DIRECTIONS TO:

L SATISFACTIONS BE TAKIN

i

comparative basi= with hundreds of thousands of others who have taken the
same tests. Ac :wvement or competency tests: are also available which per-
mit us to meastoe manual skills such as typewriting or mental achievements
such as langumzes or the sciences.

In arrivipg at an improved self-concept it is desirable to consider
one's self as a composite of a number of characteristics which make up

10
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your total being These partially include (1) one's resources botn in-
" tangible and tangible; (2) life goals; (3) current career roals; (4) at-
titudes, preferences, value systems and beliefs; (5) rules and practices

. for routlne behavior; and (6) asplratlons or ambitions as to 11fe style
md occupational preferences

~ Resources: These may be broadly classifled 1nto either external or
internal. The former consist of time, money, 1nsura.nce, friends and rela-
t1ves or any physical assets which a person might possess. The later or ;
one's internal resources comprise all factors which make up an individual
- .._total actual personality. .These internal. resourdss . represent .the-.sum- totitﬁ
- .of behavioral tendencies and potentlals both mental and physical. Many o
_-them are inherited or are innate. " They are qualities.or. attributes for
development - Others are acquired such as values, attitudes and certain
skills which may or may not have an innate potential for .development.

e i At

* PERSONAL RESOURCES

OR
ASSETS

' EXTERNAL

. -—-l INTERNAL

STRENGTHS . : ‘ s
3
t

INTERNAL RESOURCES ! _EXTERNAL RZSOURCES
® MAJOR PERSONALITY FACTORS | @  FAMILY AND FRIENDS
® APTITUDES @ MONEY AND pndrsnnes
o PHYSICAL ©® OTHER PMYSICAL ASSETS
® MENTAL ®  ENVIRONMENTAL ASSETS
® ARTISTIC | ‘
T'o. @ BASIC INTRREST MELDS

Listed hereafter are some external and internal resources, described
in very broad temrms, which you might try to use in self—eva.luating or -
" rating yourself on a scale of one (1) to ten (10). One (1) being very
- low, five (5; average, and ten (10) representing an est:l.mate of yourself
- as high, exceptional or very superior. .

18




PROFILE OF INNATE CHARACTERISTICS AND APTITUDES f

Everyone may prepare a profile rating sheet on himself. Ratings are not absolute; they are best evaluated
as average, above average or hetow average. Tests help in preparing these:ratings of one’s traits and
aptitudes. Interests may be profifed on a similar form. Rate yourself on a scale of 1 to 10 on the following

~ characteristics. \f the ratings are obtained ‘from tests use red ink; if from your own estimate or appraisals

from others use black ink or pencil.

Tow ‘medium - high .
PERSONALITY TRAITS 1| 213l4]5]6)7}819]10
- Charisma : E .
. BT e e o s s
Sociability'
Tempermen‘t
Will power
- Maturity - RO SN
~ Extroverted
 Introverted
Morals . .
- Character I
Appearance
APTITUDES 1)2|3fa]s]6]7]8]9]10
Manual b‘ ' |
Physic.al dexterity
Strength
Coordination
Rhythm
Speed
Stamina
Steadiness
Mental |
.- Verbal reasoning d
Spatial perceptions
Mechanicalcomprei nsion
- Auditory discrimination’
Social relationships
General intelligence
-Memory
Concentratiom
v Artistic 19
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‘One of the stumbling blocks to knowing ourselves is not understanding
-various terms and how they are used in self-analysis so that we can rate
‘the factors which make up our personality. How many people are familiar
with such terms as attitudes, values, character, temperament, reasoning
or persuasive interests? Do you have a clear definition of these terms
and can use them to describe your strengths or weaknesses in making a
rating of your personal resources. :

How meaningful were the terms in.the above questions to you? Were
the questions so broadly stated that you were unable to accurately rate
yourself as to your.personal.qualities,-.aptitudes ar! int wizte?--Could - - -
you check any one number on the one to ten scale as being an accurate

estimate of your particular personality factor?

A long 1ist of additional and more specific personality quelities-

could have been added to thezabove list. Many would be ‘detailed out to
4 relate to a particular occupational field or be expansions of a single .
- -—persanality -factor-with many-subdivisions. - Me tal aptitudes; as™you well ™~ T
know, may ‘be broken down imto a great many forms of .intelligences. o S

Bsychologists, it should be noted, differ among themselves'both as to '
definitions for various qualities or factors of the personality-as well as. -
psychometric instruments for'their evaluations or measurements. .- . -

. Another major factor in.one's personality about which much’ has been
- written:and its importance-stressed but little is:zknown, is:motivation. -
- We all know:personally and-historically-a:great many- average-people who .-
‘havebeen very successful in:life and work." Some: Jhave.never:received any
public recognition whatsocever. Yet we know and speak of:'them as being
happy, successful people becamse of their motivations. Successful per-
formances, desirable attitudescand character are the results of motivation.
Motivations may simply be defined as the determining causes' for: one's: be-
-~ havior and:the force behind the satisfaction of one's needs_and ‘desires. .
It may be further expanded:toamean the art of inducing ‘people through -
‘their own efforts to set and:achieve goals which-are-identified with ob- -

- Jectives' for their personal success and happiness. . .. .

MOTIVATIONS LEAD TO DECISIONS FOR ACHILVEMENT OF RESULES

MOTIVATION OR * IMPLEMENTING OPTIMAL |  ACHIEVEMENT | .
COSWHTMENT TO - ACTION PLANS TO > OF RESULTS ° -
‘CHANGE ACHIEVE RESULTS | i
. {OBJECTIVE SELF-MANAGEMENT CONTROLS
OBF.CHANGE OVER ACTION PLANS

Wims-causes people to take actions o satisfy their
neexr and wants? The mecting of physiological
rogmrements are fairly simple to analyee. Drives
and:i forces to long-terow :obyectivey are
move difficult to define Wwdi.camslogue,-

13

Self-analysis should Icad,nui unly to an

~understanding of why you ate niouvated ta hehave
‘as you dJo bur alsa to the creation of action-taking

drives and forces to reach & wide range of
life/career goals
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In temms of resources, orz's total personallty is a mlxture of
strengths and weaknesses. Psychological tests are primarily intended to
help you to better understand yourself. Their results, however, may some-—
times be misleading unless intelligently interpreted. You should use
tests to become aware of your potentials for persont! development. Thew
will also help you relite to occupational and other decisions you must
make in personal planning. Some tests used by youn: udults include:

°o Eysenck Personality Inventory, 1963, Educational and Industrial Test~
1ng Service.

— S S SR s bt s o+ S

® Edwards Personal Pre:fserence Schedule;. 195&59 Psychologlca.l Corpora- B
‘ tion.

° Sixteen Personality Factor Questionmxire, 1949-63,. Instltute for
Personality and Ability Testing.

e D1fferent1a1 Aptltude ‘Tests, 1947-63, Psychologlcal Corporatlon '”““‘*;f%

e  General Aptltude Test Battegy, (GATB), 1946-63 U S Employment
. SerV1ce , .

e Kuder Preference Record, 1956-63, Sc1ence Research Ass001ates

° Strong Vocatlonal Interest Blank for Men, 1927-63, Consultlmg
Psychologlsts Press.

e  Study of Values, 1931—70 Allport, Vernon and Llndsey, Houghton
- Mifflin Co.

o The Self-Directed Search, A Guide to Educational and Vocational
Planning, 1970-73, John- L Holland, Consulting Psychologlst Press,
Inc.

Tests may provide an appraisal of one's personality characteristics.
When test results are properly interpreted and understood they become in-
dicators of directions for an individual to ‘advantageously pursue. They
can bring to light one's potentials, strengths or reveal weakness on which
plans may not be successfully built.

It is desirable for effective personal plannlng to build up a data
file or information bank on yourself. This material may be hard to col--
lect, will require thoughtful and careful interpretation and should be
put into writing. Advantage should be taken, insofar as- possible, to ob-
tain advice and evaluations from skilled counselors on the results of
tests and interviews. -

21
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Aruitoxt provided by Eic:

RES/LT. YSES CREATING PLANNINY 'ASE OF KNOWLEDGE

e e v |
I SELF-ANALYS(: J

=1 YALUE SYSTEM

APTITUDES

—1 INTERESTS

ASSUMPTIONS ON

FUTURE CHANGE

GENERAL

~—{ LIFE

|

CAREER

‘KEY RESULT AREAS

PLANNING DECISIONS SHOULD BE MADE FROM

A

DECISION TC : o
mxsssr?ecmc : CAUSE ._WEE] “REQUIRED TO - -
CHANGES ACHIEVE nssuu

v _ OBJECTIVES TOBE - |
——b |  BET IN ALL KEY
4 RESULT AREAS

4

BASIS OF STIRENGTHS NOT WFAKNESSES

BENAVION

STRENGTHS |- . | wsuxnsssss,'

INFORMATION/BASE
PERSONALITY: FACTORS
APTITUDES

INTERESTS

Decislon making for the achicvement of the most
sdvantageous and beneficial of results from actions
taken must be premived upon an nformanonal
base of various consequences of * evenis .o
-situations a person causes to happen. Effects or
consequences to decisions lave a highee  *
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person‘szstrengths, A person’s major shyectives:in
lile - shewilid: he suppurted - -hy combinatione of

P ptitudes-and J tinterests,
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Life Mission or Goal: A concept of yourselfl as a being with purpose"
is extremely difficult to grasp and even more difficult to define. Who
are you? What purpose do you have in a world of rationality, design and
order? Or is it a world of irrationality, chance and confllcts between
forces of what we describe as evil and good? These questions have been
raised with youth since the first great Greek philosophers. Religious
leaders in both western and eastern cultures have offered answers as '
beliefs which many of their followers accept and adhere to in their moral -
life styles. It is not a question posed for young people alone.. People
in ‘their middle years.or old age continue to ask and puzzle- over this .
- question:~--Answers-will- ‘vary -depending upon-religious-beliefs or- varying- e
comblnatlons of materlallstlc and 1dea11stlc ph110soph1ca1 values e

PHILOSOPHICAL LIMITS
FOR CREATING
PERSONAL YALUE SYSTEMS

IDEALISM: TRAITS OF. .. MATERIALISM: fRAIfS OF..

Absolute and eternal vevities N I Rnlmu and dungubu mnh;
Immortslity \/ o Transiency. :
Meaning and caures / a @ Aqgnoaticism Lo
Dusign snd purposa ) o Chance but crder
o Obijactive monlity 4 - ® Subjective morglity
* Raligious convictions = v ‘» FRatlonal morahity

‘Personal Philusophical .
Value System

If we have inquiring minds, each of us attempts to come up with an
answer to the question of our particular purpose in life. Most young =
people, when confronted with the question of their purpose in life, divide
themselves into ‘two groups. A majority tends to place their primary pur-
pose upon successful entry into the job market and subsequently achieving
a degree of financial success, independence and power. A fewer number will
be concerned with their role as members of society and their responsibili-
ties of being of service to God and other people. When answers are’ pre-
mised on religious convictions they should always be accepted without
argument. '

Interpretations of one's life purpose, when they do not stem from
rellglous beliefs, are largely determined by the value system dominant in
a person's peer group and reflect economic and prevalent social attitudes
of the time. The personal effort for defining one's life mission relates

to everything we do in our work, leisure time and various s001a1 activi-
ties.
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‘lection of springs which wind each other up."

e Every organization, company, government agency oOr social group de-
fines for itself a charter or states its purpose for being. All
groups of individuals, united to cope with some particularsituation,

- will prepare statements of their purpose. It may be assumed that in-
dividuals in creating lile plans will find their eflorts difficult or
possibly futile unless their plans are based upon a stated purposeful
or a purposeless ‘cause for being.

A definitionﬁ6¥10he's life purpose is not necessarily arrived at
through a rational and logical process. For most people it™is purely a

non-rational or religious.conviction....Their beliefs provide them. wifh- - - -

means for reconciling conflicts problems or situations involving apparent
forces of evil vs. good, pain vs. pleasure, selfishness vs. unselfishness,

-love vs. hatred.

'Many people adopt a materialistic viewpoint on an emotional or philo-

sophical basis. TFor them, '"man is essentially a wolf to man."

When people take a stand on their life purpose or mission it general-~
ly becomes a powerful force for decision making. Although accepted on a
non-rational basis, it establishes a premise for rationally and logically
determining standards of conduct and setting priorities for one's achieve—
ments. . .

Closely associated with an expression of one's liflc purpose or mis-
sion is the conviction of a person's worth. Worth (sell~respect and es-

- -teem) becomes expressed in a.value system for motivation and sell-manage-

ment. The recognition of personal viorth becomes a motivational force
which a person feels he must implement in his life style. It becomes an
objective for personal self-realization in terms of esteem and respect.

Answers to the question on the nature of man ranges from his divine
relationship with God and immortality to his being merely a part of a
mechanistic but marvelously designed universe. At death, however, he
ceases to have any continuity of being. Some philosophers have claimed
that man's life begins in evil and, without the restraints of laws which

“man himself creates, leads to self-destruction. Others claim that man is -

essentially good. They consider man as a combination of mortal body and
immortal soul. Another group reduces man to an organic machine, "a col-

A e

Each person should seek an answer to the reason for his being and set -

a purpose for himself in life. There will be no single or simple answers.
The following are some attempts by young adults to define their life pur-
poses: ‘

) "A purpose in my life has never been clearly defined. There are many

times when I am not sure of any ultimate goals at all. As I grew up
emphasis was placed on my going to church and getting an education to
became a success in life. Having Plenty of money was nearly every-
one's goal."

o ""You only go around once. Make the most of your life, I intend to

17
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e "o def1ne my purpose in-life'is’ ahmost unpOsslble However, I~ dO"j””“

e As eXpressed in the F1tzgera1d translatlon of Onar Khayyam s Rubalyat"f

'tennlne a person's estnnate of his or her personal worth Thls evaluatlon
' of one's purposeful worth in turn leads to standards of- conduct, life

 rections. T

adults begln groping for more reallstlc def1n1t10ns of career f1elds

enjoy life to its fullest so iang'as I don't harm others in society."

e ”FVOryone s purpose in life is to ohey the conmandments of God and

love one's neighbor as one's self. Unless this is done, the indivi-
dual w1ll destroy hlmself in this and 1n his (uture 1lfe "

e ”Tb explaln my purpose in llfe has taken a great deal of thought Itl;;;;.aﬁ

involves the. poss1b111ty of my survival after death. It is still

very hard to explain, express and understand AT have thought many

times about what I would. like to accomplish in life: ~Should-I go
~into-business-and- make ar lot“of“noneyO”“I“feel that- there'ls much I
- more in life -than just that. Much more is involved. I want. to use
..what talents I have to he1p the present as well as future generatlons

have many long-term objectives whloh T want to- achieve. Material
Success is very important but it is equally unportant that I 1nte— ,
grate myself with God and’ h1s “divine” plan S "'.‘ .

it

Into ‘this Unlverse, and ﬂhz not know1ng S
Nor Whence, 1ike water- w1lly—nllly flow1ng,, ,
And out of ‘it, as: w1nd ‘along the. waste,f“

_I know not Whlther, w1lly—nllly blOW1ng

Just as'one's values may be der1ved from llfe purpose “so’ also may an
1nd1v1dual s life mission shape and form one's value system. Values de- -

style and the use of one's resources for ach1ev1ng certa1n levels and
forms of ObJectheS .

Current career goals: One of the dlfflcult dBClSlon*maklng processesr“"
of the young adult, partlcularly between the ages of seventeen and twenty-:
two, " is’ arr1v1ng at realistic and ach1evable occupatlonal or career d1— e

kv Durlng chlldhood and into adolescence many types of work become as-

‘plratlons resulting from fantasy or imagination. -Only a few' individuals “”ﬁf‘ e

maintain a continued interest in these job fields after. adolescence..  The S
process. of maturation . often leaves a young adult separated from h1s pat U
answer to '"what do you- want to -become?*" developed in: earlier years Ybung‘::

Very. llttle guldance is glven h1gh school students 1n plannlng the1r
work futures. The vast majority of students in: post—secondary 1nst1tu—
tions search for some vocational or professlonal f1eld which will. answer.
their, 1nterests, potentlals, asplratlons and. needs. Teachers in post~,_

f.secondary colleges and universities take* refuge beh1nd the: excuse that

. guidance counselors in secondary schools have or should have already ‘as- -

. sisted students in making choices for career or: occupatlonal f1elds for:
- which they will quallfy after‘they have pushed then 1nto post—secondary
‘educatlon , u ‘ _ .




DECISION POINTS IN CAREER PLANNING FOR ACHIEVING INCOME CAIABILATY

option

o IMMEDIATE ENTRY .
INTO J0B MARKET option

[ ]
eplbn

i - [ ]

. option
" DECISIONS MADE o ENROLLMENT IN . : ‘
N HIGH SCHOOL © VDCATIONAL SCHOOL option
e P i teman e s - @ . -

option

. . DECISION MADE AS TO CAREER cimlcu :
| UPON ENROLLMENT IN COLLEGE

COLLEG! _ . ‘ DECISION DFLAYED ASTO (‘AR! l R (HOICL
¢ GOONTO o £ ) ] UNTILSI COND OR TlIlRD YLAR oF (OLLEbll

B [} DLCISION DLL/\YED TO LAST Yl‘.AR
P OF CULLL(.E

e FE P e a e e e a7 W S 551y b 1 o8 e 241 2 et 4 8 B b s 15

.. The years of young adulthood are particularly difficult. It'is.a .-
declslon—maklng time. The young person becomes 1ndependent in h1s thlnk—_- Ll
ing, looks for economic: fréedom from. parents, initiates his own- controls: ..
- over: behavior and emotional express10ns -and" develops or re1nforces a per— o
sonal -value ‘or ethical .code. He or she. beglns to assume a- lastmg sense
~of 1dent1ty or self-awareness and associates 1t w1th partlcular ob,jectlves'
dn a complex and confusmg world :

Influences by pa.remts peer groups or. mot1vat10na1 forces to ;I,tlS[y
a need for mdependence focuses ‘the young’ adult's ef[orts on:. fmdmg,
‘;work field ‘he wants to -enter. . Comparatlvely few' young adults acquire.ex
" tensive. work experiences.. The world of ‘work' for most’ yOung “people' is
; unexplore“d» andﬁ'ur'iféiniliérfjtérritory . into which "they_"jinust ‘venture.
an’ 1nte111gent choice fromzamong’ some’ “fifteen occupational  clust T
-‘from over " 30, 000. JOb titles, w1thout belng fam111ar w1th only a: few of
them is utterly lmpOSSIble. - ~ ; :

g -Thls unreasonableness is’ further compounded by the fact that ‘most
! young adults are not familiar with their own personality: characteristics’
~which must- ‘be matched. up with a partlcular job's" requlrenents. : It 1s’ th1s‘_.‘

mtch Whlch makes for sat1sfactlons 1n an occupatlonal:\fleld ’

‘Career pla.nnlng accordlngly mlght be";based upon the formula

1(

ERICH

Aruitoxt provided by Eic:



Self-understandlqg + Knowledge of job fields = Capablllty for
occupational choice. : :

This formula provides a base for decision-making and setting objec-
tives for point of entry into a particular occupational field. It in-
creases your probability for success in that you choose a job area which
you have studied, talked to people about, and compared it with other forms
.of work. At least half of all students, however, during their first two
years of college have not decided on what occupation they want to go into.

in the last two years, however a new approach has’ been proposed in
career or vocational guidance, which is described. as ''job clusters.' This
was heralded in 1973 by the U.S. Office of Education as 'a new concept in
preparing youngsters for the real world." Actually there is nothing new -
about this approach for studying occupational categories into which various
related jobs are grouped. However, this emphasis on innovation was merely
a public relations gimmick to justify the large annual approprlatlons re-
ceived by the U.S. Office of Education and from which little results have
been realized. Little if any improvements in vocational and. career edu-
cation have been achieved in either secondary or. post—secondary schools
during the past thirty-five years. Vocational and career guidance, from -
rural high schools to staffs in higher educational counselllng services,
have made little if any innovative contrlbutlons - The Q.E.D. may be de-~
monstrated from their published writings.

Job clustering costing.consists of relating jobs, occupations and
career fields in: (1) construction, (2) manufacturing, (3) ‘transportation,
(4) agri~-business and natural resources, (5) marine sciences, (6) environ--
ment, (7) business and office, (8) nnrketlng and’ dlstrlbutlon (9) comuni-
cation and media, (10) hospitality and recreation, (11) personal serv1ces,
(12) public service, (13) health, (14) consumer and ‘homemaking education,
and (15) fine arts and humanltles

‘ Young adults should, nevertheless, be encouraged to 1nvest1gate jobs i

e _in_these_job._. clusterswthrough_thewcomprehen51ve_Occupatlonal-Out1ook~Hand—-w~—-—«—»
book and other readings recommended in the bibliographies for various work '
fields. Students should plan on twenty to thirty hours of reading on four
to six occupations of interest to them. With note taking on points of ‘in-
terest and opportunities in the various work fields, they can generally
obtain an evaluation of & job cluster which will be of interest to them.

S

Reading, however, is not enough. Anyone who must make a decision on
- some particular occupatlonal field should interview and talk with people
working in jobs in an occupational cluster. This provides the interested
person with current information on working conditions,. .earnings, benefits,
possible employment and advancement opportunities.: Students should also
be able to talk with professors about career and work possibilities in the
fields of their specialization. Unfortunately advice from these-sources
sometimes falls short of-real conditions existing in the work world. Many
professors live in a world of abstractions and research unrelated to a
e WOTK_field_into.which.the_graduating_student.seeks-entry
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THE JOB MARKET'S DEMAND FOR MY ASSETS

What assets can | presently bring to the job market?

Average compensation for my present level of assets?

Market demand for my level of skills and assets?

o -Employers-f0r4whom~l-wou|d<|ike-to AWOIT G 7 e e e o b

What assets and skills will | bring to the job market upon completing my proposed training program and education?

How can | effectively contact employers to interest them in my assets?
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Entry into an occupational field will be made at some level of func-
tion ranging from the unskilled worker to the professional manager. Titles
for these various functions in an cccupation or a company will vary. Vari-
ous levels of work or functions, which are also not rigid, consist of:

I. Executive and Administrative Positions: Represent major
responsibilities for making policies and major decisions
on organization's operations.

ITI. Managerial and Professional Positions: Represent major
delegated authorities and accountabilities to top manage-
ment. Interpretation of policies. level II differs from
I only in dezree of responsibilities.

ITII. Semi-Professional and Middle-Management Positions: Repre-
sent functions involving applications of pclicies and re-
sponsibilities for small groups. Educational background
is generally two years of college plus experience.

IV, Skilled or Technical Positions: A wide range of positions
requiring several years of specialized post-secondary train-
ing, education or experience. Skills are specialized in
limited vocational fields.

V. Semi-Skilled Jobs and Positions: Require less training,
education and experience than work in level IV. Positions
demand less initiative and have limited authority.

VI. Unskilled Jobs and Positions: Work requires little or no
special education and training and largely consists of re-
petitive, simple job tasks.

A high school student without any technical c¢ourses and limited work
experiences will experience difficulty in making a point of work entry
oo -into.any. except-levels-V.—and-VI...-A.young-adult-with-two.years.of-college -
and some experience will probably be an acceptable applicant for work in
level IV. Four- and five-year college graduates with internships or work
experiences can generally make their point of entry into jobs on level III.

Career planning should not only aim at making a choice of an occupa-~
tion which the individual will enter but also determine education and work
experiences necessary to take a job at a desired level of entry. 1In a
tight labor market and depressed economic conditions, competition for jobs
can be anticipated as nothing less than fierce. Above average performances
in college courses and recomendations from work experiences will give an
applicant a substantial edge over others in seeking a job.

Attitudes, Values, Beliefs and Behavioral Policies: These bases for
decision-making are rarely understood by a majority of people. They are
, largely non-rational in that they represent acquired and non-rational feel-

-1 1ES - Of -what..one_prefers, _how.one..should. or.ought.-to-behave,_what .is de-...... ...
sirable as to what is right or wrong, good or bad, or to be cherished or
rejected. ' '
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Azzitmdes may sinply be regarded as ways iv which a person has a Len-
dency to°==spond either negatively or positively toward objects, situua-—
tions @r ntidier people. They largely consist of awvoiding what has proved
to be unpi€msant and favor what 3% rewarding, piemsset or satisfying.

They razelly require lit+le thinldmg but monetheless #¢swount for a great
many rmarime 'yes" or '’ sEcdisions mads in every pisrson's life.

Bex:w's ~ '‘epresent the acwmsizsmice of some statement or proposition
which «xm.w. ve deducted as kewwew from personal phwsic#l experiences. In
a limited Wno they are related to assumptions. Te#: later is the act of
takdEg o ranted or without proof that a thingix <rue or will occur.

It Tepr=- Uts a problemacical statement or workimr’ jiypothesis on cthe oc-
currenc: :¥ a future event or situation. Bellefs«a\anot be mrrived at
solely ty “gical processes. A good example of be14efs was, ""The idea
that the sz went 'down' and tJat the sky was 'up' .wirich....was among the
greatest~ﬁerb11ng blocks to wstronomical science o centuries "

trary 11m1 atlons or restrlctlons which one assumes to control one's free-
dom in his ‘routine or long-range decision-making processes. These are
rules and regulations of behavior as to how one can most effectively apply
personal resources to achieve routine or specific longer-term goals.

Defining values is more difficult. A value is a combination of at-
titudes, one's goals, feelings and beliefs. However, not all attitudes
and preferences meet the definition of values. Anything that is defined
as a value should meet seven criteria:

o They must be chosen freely: wa do you value cur own or any other
' form of government which you live under or accept?. Was the accept-
ance of our form of government our own decision or was it accepted
_ because it was inherited from an older or imposed on us by a peer
group? Possibly you value it as a- ‘result of a comparatlve study of
governments you have made.

® Values must be elected from alternatives: Has a value you hold e-
volved fram different choices you have had as to its being a better
elective for you to hold? Are you even aware of the alternatives to
-a value you have? Perhaps you had only the choice of acquiescence
of a source of knowledge for deciding on the course of actlon or po- -
51t10n you have taken.

) They nust be prized and cherished: Are what you call "'values' only
feelings or attitudes? Are you happy in using your values as a basis.
for decision-making? How vitally important are they to you? Are you
willing to fight for them as being important not .only in your own
but other people's lives?

o Values should be determined after careful study and deliberation:
They provide a basis for rational decision~making although non-ra-

..tional.in origin.... Few.people -have -gone- through-the-orocess-of -ana--
lyzing and detennlnlng their values. ‘Have you? ' Can you name your
important values?
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YVl omasit be publicly affirmed when necessary: How will your

fr”"“",.gﬁ amd others react to statement=s (\f your values whel: you teil.
fu..wn Hmeg Uheyr are? Would you be asiuined or embarrassed to publicls-
1 geiues to your friends or stimngers? Would you suffer

f igmnvia! “lpsses or even die for them :'s did the martyrs in the early
Cupris'iiet trch?

They sbwuléiinifect your behavior and derisions: Can yow iive with
the r@.ﬁfmtam decisions which are made. from your values®’ Do you in-
corporate wwir values into the routine behavior of your-daily life?
Are % = #i tasis for both ordinary and: extraordmary deciisions
whidd - wmbe?

Valws: a¥e  permnent and often express=d. in one's daily liife: They
-t @ {rmquently used premise for:decisions or choiees which
you i<} > Tfpom day-to-day. They are slow to change. How permanent is
the w« in, which you regard certain religious practices, principles
of. g romiitt, worth of yourself and others, social responsibilities
and = gt many other rules and regulations adopted by “yourself or

societv™

POLICIES SPECIFY HOW A PERSON USES HIS RESOURCES

TO ACHIEVE WHAT HE SHOULO OR MIGHT BECOME
Y0 CHANNZL.:HIS EFFORTS TOWARO MAJOR OBJECTIVES

%O.QUALIFY 'HIS STATEMENTS OF INTENT FOR LIFE/CAREER STRATEGIES

¢ & & ¢

TO:SET RESTRAINTS ON HI‘S DECISION MAKING CAPA.BILITY

* RESTRICTING AREAS IN WHICH ACTIONS ARE TO BE TAKEN

e DETERMINING /POSITIVE USES OF REBOURCES

I ‘W ZLTTHOUGH POLICES MAY BE BROKEN, THEY ARE-USUALLY ‘AMENOED — " =="=— =

POLICIES ARE SELF-GOYERNING CONTROLS OF INTENT...

RESTRAINTS ON DECISIONS FOR SELF-MANAGEMENT
GUIDELINES TOWARD POSITIVE OIRECTIONS
IBQRINDARIES G ACTIONS NOT TO BE UNDERTAKEN

ALLOCATIONS FOR USE OF PERSONAL RESOURCES

DECIRMUNSIFOR
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MY ATTITUDES AN "TIVES FOR ACHIEVEMENT

List five positive attitudes or motivational forces | have for doing betrer th -1 other negative force that reduces the ‘positiv results desred from my

average: or excelling in various areas of my aptitudes, skills and inteters. attinudes and motives for achievement, What comactive: actlons ¢an | take to
Opposize ‘sach attitude or maive indicate any limiting restralnt, habit .r  maximize my mntwatlonalrforces?

POSITIVE ATTITUDES AND MOTIVES RESTRAINING F‘-ttm?:’c'mmRS OR INFLUENCES CORRECTIVE ACTIONS TO BE TAKEN

cz




One's values and tel'i+<s frequently differ {rom what is professed
fromewhzit is practiced. We say that "Every person has equal worth,' yet.
we medect someone froma gmoup because of his speech, clothes or race. We

‘mrafesethat '"Women are eqguped to mén," yet many men don't like women who

are toe smart for them or excel in business, sports or other activities.

We all tnsist that "Honesty is the best policy," yet it really won't hurt
iT we ofeat on just one texgt or real estate or other deal. We say "It's
eyt 27 'you win or lose, ‘Bt how you play the game that counts.! However,
e mmpeone is down, is:igarr usual practice to kick the hell out of him?

-B-

-Environmental Amglyses Help Us .Cope With Process of Cﬁange

Weall try to look Zso the future. We are intensely 1nterested in
wiat will happen to us; wisther some good event or unfortunate situation
will befall us. Man's entitre history has been related in various ways
with seathsayers, augurs, Eortunetellers, astrologers or people crediited.
with being gifted with a capability for prophecy.

It is _highly doubtful that we can. predlct wha.t will happen to any @ff
us.  Thezmostrwe can do is to anticipate certain situations within a:res—
sonable:future span of time:which will:result: from:past and current tremis
of :evemis and situations. In recent years some:scientific technlques have
been developed for anticipmting what is likely to occur in the future.

Te: most impartant of' the forecastlng tools was:: developeckby Olaf
Heflmer of the Band Corporation and Theodore J. Gordon: of the Douglas Air-
“=aft Gorpora=ion. This forecasting method involved a group of worldwide
texpert. z=und thk= excha.nge of a series of. questionnaires on questions where
=hey had eitk=r speciff or general expertise. They have currently run
@out some of “dmeir-pre=dictions to the-year 2200.

The fartier one afempts to forecast what will ‘happen in the future,

Xhe greater will be. 'th&_‘a:abllltyJo*error.MTcmnmy_snuatlons and-meeme

evamts which can arise dhat will upset or even.reverse the forecasts of
egeErts. Many of the events and developments forecasted by the Delphi
Teirigue- could possility occur if the world remained at peace and there

TETE O eCORMILLC orsSorio=political reversals. This is in itself an un-~
rgexertable assumeticy.

Many of these forecasts include: Wide practice in the transplanta~
momrof-most a7 meitural ergans; sophistocated teach::ng techniques with
mEcirEesto - rittgte .amf accelerate learning ‘processes; large-scale
eeemr=farmims ami’ fabricarfon of synthetic proteins for food; regional
‘weegther contzml ; .gemeratiom of artificial life ‘in:the laboratory, life
“ERpectancy beyond ‘100 ‘years; man-machine symblos1s to increase human in~-
“telligence; commercial tra=Tic between: the ‘earth andmx)on and conmunlca—-
timm=with ext:na—terrestrmmtelhgent belngs

wre..—These_forecasts.are.pmimarily-of--interest--to-scientists-and-manufac—
turers of nuclear and other weaponry. These are only of academic intarest
to young adults who are primarily concerned wiith what the next three, five
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or ten years will be economic=lly, in quality of life and how their careers
may be affected through techmological or other changes which will occur.

Ability to forecast with anmy degree of accuracy depends upon the per-
son's knowledge of the particulzr.field in which he is:making assumptions
as to what will happen. Unfortnmately a great many external influences
can change the trend lines im agw field in which one is a specialist. The
more comprekension a person has ‘of an in-depth knowledr® of many fields of
“information, the more reilable m.l be his forecasts.

Preparing assumpticans on the future begins with tie selection of some
factar of change which affects our lives and careers. These will include
chamees which are occurring iwm our life style and quality of Iife as well
as developments in an occupat®wnal field which :may reguire new or parti-~
cular types of training. Many people holding importamt jobs in govern-
ment., Industry and various organizations have become obsolescent because
of ck=mges which have occurred..

Following the specificarion of a particular change which is to be
studied, the next step is to trace back the history.and rate of change
which has occurred in a partizwlar field mmder study for change. Good
examples for' study would.be id=velopments-—which have occurred in the field
of illumination, commmmicaticer, storage zmnd retriewal of information
through computers, medical sciences and me=w banking and merchandising
techniques. After obzxining = trend line on these: changes, :a person
should become aware of research and develomment work currently underway to
innovate or bring abomt improvements in present practices or uses of equip-
ment in 2 particular feld. This information will zemerally include a
knowledize: of wh=t ispew on the drawing bomrds and when:ithese changes will
likely 'be ‘brougit ontc' the market and adopted by business or become a gen—
eral practice in societ¥ as a whole. These changes are:mot limited 4o
technical fields. They include all factors im a person’s religious, po—
litical, social and ecowimic lives..

Fram this stiwy of = fmctor of change, we can o on to make some

et i - e i i, s e

assumpiion ms to wiEen a mcm’ﬂar“event or situatismo intee process of
change:wil]l T¥h=l:v occcy. People will vary greatly .in ttheir estimat .on

of the times: or-iiires fur the occurence of change. "These variances will
largely be-due ezdfier—to the uncertainty of the outcomes of research pro-
grams in.z particular field:or-unexpected situationswwhich will accelerate
or slow:down the rate-of anticipated development. Fre=quently new break-
throughs may «occur-which may radically have -an impact:ion the rate of change
in a given pclitical, organizational or technological :area.under study..

g From onets definition of an assumption as to ‘what is like=ly ‘o oecur
. and affect 1li¥e or career plans, decisions: can be mads as to Fhe Fimee—
“tions ome should take and what objectives are'mest resiligstically achiev—
able.

e Piwe sxteps in :makingt:assmnptions.:are: :

e  Sef=ct a Factor of change to be studied which-will affect your 1&fe
or-:career plans
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° Study the historical rate for the process of change on the factor and
develop trend lines which may be mrojected as g:tmbaxble results togeth-
er with their time of occurremce.

° Prepare an assumption as to the Ifkely occurrence of a situation or
event for the change factor, ifsmagnitude :and likely time when it
may be expected to happen.

™ Examine the anticipated event or result of a trend.line and deter-
mine how it may affect you in either .your quality of llfe style or
career field whiich you have chuwen.

e  With this information in hand, Tespond in your own plans by modifying
or adapting your objectives as ywu would want to live or work under
conditions anticipated in the furure.

Making assunotions are essential to effective personal planning. They
provide the basis or framework within which your objectives are to be set.
Unrealistic and inaccurate assumptions may lead to fzlse premises for your
life or career goals.

Included in vardious assumptions which peopls malee ahmut the future
are some of the following ''predintions' on which there 3= a considerable
range of opinions both highly nesative aswell as passitiswe.  What are your
assumptions on some of these formcasts or estimmtes: Tor what will happen
in the future?

® Incremsed ledisure time will chemge traditiomal work patterns by 1985,

° “The T.8. government willl became:socialistir., feilowing the pattern of
the Bcandinavian «owmrtries, Te=oween 980 amd IS5,
® Deteriorated.life-smpportimg quelities of fim=whvironment will be cor-
: rected. between 1%EZ mnd 1950,

o Government w111 pmve 1nef;ﬁect1ve in coplng w;.:z‘w soc:ta.l problems which
will fecome a respomsibility of business by 1984,

° Civil disorders, zs a result of a reversal in economic conditions,
will occur bSetweem: 1985 and 19% which wifll Yesult in oppression of
minorities..

° Full employme=r: as @ nationzl policy will newessitate increased
government programs-and fundiog-hy 1980..

o Government spending willl derrease in defense -zl aerospace industries .
by 1980 iu favor of solving natitznal problens-which will become ma_jor
social and poXitical issues. :

) ’I‘here will be muclear wars zmonz the developinz mountries by 1985
—because--of-owerpopulation-and -fe&x-shortage -proilems.

o Disillusionmemt of the Amerfican:mublic with democratic processes will




occur by 1980 with a re-organization of election ‘machinery and the
establishment of controls over political leadership.

. The quality of American life will seriously deteriorate by 1980 be-
cause of inflation, unemployment and the deprec1at10n of the invest-
ment dollar.

‘® Employees' productivity will become a critical factor in the profita-
bility of private enterprise by 1980 because of rising wages, stronger
campetition and an accelerated rate of obsolescence caused by techno-
logical change.

° World population will more than double to 7-billion people by 2000.

e By 2000 people may be sterilized before attaining sexual maturity if
they can be predicted as being a drain on society's resources.

° Artificial insemination will be accepted by 2100 as a means for ge-
netically improving man's evolution.

Today's young adults must solve a great many problems brought about
by the rapid technological progress achieved-by:the previous generation.
They will be faced with problems of urban congestion, boredom from ex-
cessive leisure time, a growing gap between the poor and the affluent and -
a&n 1mperat1ve urgency to improve their environment. These may be elther
threats or new frontiers in a technological society. Properly resolved
these problems may be converted into occupational opportunltles and chal-
lenges.

«
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ASSUMPTIONS ON FUTURE CHANGES AFFECTING MY LIFE PURPOSE AND LIFE PLAN

. TREND ‘ ‘ * ,
FACTOR OF CHANGE 0F ASSUMPTION DUPACT ON Y RESPONSE I PLANATNG
ChANGE . HFEPLAN SRS

ey I

39




 ASSUMPTIONS ON FUTURE CHANGES AFFECTING MY CAREER AND OCCUPATIONAL CHOICE

‘ TREND : IMPACT ON RESAOMSE
FACTOR OF CHANGE OF ASSUMPTION , OCCUPATIONAL FIELD N PLANNING
: CHANGE -
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Key Result Areas for Personal Success, Happiness and Satisfaction

Determining individual and important life performances vary with cach
of us. For-a majority it will be a contented, happy home and family lilc.
For others success in a career or income field will assume paramount im-
portance. One of the major obstacles to finding areas in which we wish
to achieve happiness and satisfactions begins with determining what these
areas should be. 'If this difficulty can be resolved, we can arbitrarily
describe them as essential or 'key result" areas 1n Whlch we wish to at~
tain the hlghest performances possible.

Life and career planning takes us beyond Maslow s hlerarchlcal class-
ification of needs to be satisfied. The later represent a basis on which
we can begin to look for critical areas in our own lives which we can

specify as important to us in our overall life and career planning. Mas-
low's hierachy of needs proceeding from the basic (1) to the highest (8)"

are:

Physiological needs

Safety needs

Need for belonging and love

Need - for importance, respect, self-esteem and independence
Need for information

Need for understanding

Need fcr beauty

Need for self-actualization

O30 O

Someone new to the field of applied psychology and searching for
e §01S - in-life-in-deciding -upon-an-occupational-choice-muy-accept—-Maslow s~
scale as satisfactory for fulfillment of apparent needs. People will
place different priorities on what they feel is of critical importance in
their lives. These will also vary as to the number of critical areas in
which they feel it necessary to be successful and satisfied.

KEY RESULT AREAS FOR PERSONAL SUCCESS REPRESENT...
INPORTANT PERFORMANCES S8OUGHT IN ONE'S LIFE

o
© MEASURABLE S8TANDARDS FOR YOUR SUCCESSES
© CATEGORIES FOR YOUR SETTING OBJECTIVES

(]

SUCCESSES OR FAILURES IN KEY RESULT AREAS WILL PROPORTIONATELY
CORRESPOND TO SATISFACTIONS OR HAPPINESE REALIZED IN YOUR

LIFE AND CAREER ACTIVITIES

42
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‘Determining what will be key result areas in one's life has several
purposes. The first is set a framework in which future objectives are to
be set. - The second is decide what is presently important to us and look
back to see what results or performances we have achieved in this particu-
lar field of efforts. This historical perspective from our past efforts
will give us some idea of what success we can anticipate -in the future in
a specific "key result areas.'' Like all concepts to which we must give
labels, words or terms so that we can communicate with others about our
ooncepts they tend to be abstract. Accordingly it is desuable to de—

- flne ‘what we mean by "key result areas."

- Over the years and in the process of self-analysis, certaln important
categories of purpose, performa.nces of desirable achievements become pre-
dominant in each person's pisnning. These will vary both in number and
priority with every person. There are nine critical or so-called '"key
result areas.” In studying these key result areas, they provide a basis
for looking back and seeking what we have accompllshed in them.. In look-
ing forward, they provide us with a framework for our optimal efforts.

They are importa.nt to our happiness and satlsfactlons, as to what we should

-, set as objectives for ourse ves.

Proposed key result areas in Whlch every person should set obJectlves
for his life and career related activities include:

o Realization of a defined life purpose
) Achievement of a self-—support and income capablllty
° Realization of potentiality for growth

ob Accomplishment-of*speci.ficwsocial_‘responsib.ilit-ies

~®  Acquisition of abilities that are marketable or satisfy S
personal needs - gy

®  Obtaining a demand for personal assets in the job market

®  Achievement of a self-management capability |

® Acqu1s1t10n of positive attltudes and motlva.tlonal force .

) Development of an innovative capability ‘

Each of the key result areas has implications for what we have done
well and what we feel we should continue to do. .They imply where we wish
to achieve certain results, performances or accomplishments from a con-
centration of efforts. To a major extent failure of realizing results in
these areas will result in dissatisfactions, unhappiness and failures. In
turn success in any one of these areas will oontrlbute to successes in
other areas. - :

" The pervasive quality of these key result areas as categories into
which all our life and work activities may be grouped indicate that they
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might also be used for classifying our values. Little has been done in
this field, efforts so far have proved frustrating. It represents a fer-
tile field for research. Key result areas are also found in business and
organizational planning. In these planning fields, we try to find "yard-
sticks'" or measurements with which we can measure our progress towards the
achievement of objectives. In some instances, such as the definition and
realization of a life purpose and the acquisition of positive attitudes
and motivational forces, we find that results cannot be measured directly.
Results is another term for intangibles. Whlch deserves conslderable

thought on our part. How can intangibles be measured: quant1tat1ve1y7, Iif
a person has a talent for languages, can we measure the development of a
skill in learning a new language, for example, by the number of words that
one becomes’ capeble of using correctly, the rules of syntax and grammar,
the ease with which he can carry on a conversation in a foreign language?
How would you measure the skills you acquire in working on a lathe? In

~accounting? In a geological science? In a history or any of the fine
arts?

A great many intangible results can only be measured indirectly. This
is also true of many forces working in the universe about us. Measurements
are only arbitrary standards which we establish for specifying differences
in gravitational pull, light, purity of the air we breath, length, breadth
or volume of an object whether expressed in metric or any other standard

of measurement.

Important performances in our life should some how be made measurable.
We need to know how well we have done in the past in acquiring a particu-
lar skill or a form of learning which represents our potentiality for
growth. Does a mark received in a course or performance on a job neces-
S sarily represent trily and actially a measurement of Our accomplishments?

How do we measure the fulfillment of social responsibilities which
we have assumed? We say that we have positive attitudes and motivational
forces working for us at the levels of achievements we set. for our goals.
Can we measure these forces directly? Or, can we only measure the results
of our efforts in terms of results obtained in the form of a job, salary
received, the frequency and quality of the meals we eat, the way we dress,
freedom-from debt, attendance at service organization meetings, service
awards received, or any of a long list of returns received from our efforts?

- Life and career planning is aimed at the achievement of results which
- are important.to us individually. Some store up their benetits in heaven.
Others want an immediate and tangible return in this life. They feel that
you go around only once and they want the brass rings during their life-
times. Feeling thet there will probably be no hereafter they don't want
to’ speculate upon realizing results in a doubtful future life.

Each individual sets for himself what might be called 'key result
areas."” To fully understand them they should be studied and a determina-
tion made as to what is important to the individual personally both in
life and in his form of work. 44

31




Realization of a defined 1ife purpose: This concept of one's being
boils down to the value one sets on his worth. Are you a mortal or an
immortal being with something in you surviving after death? Are all your
goals and needs to be satisfied from successes you.achieve in either your
personal or work lives? People, and we must number philosophers and theo-
logicans among them, have not always been able to find satisfactory answers
to these questions. However, they have not been able to sometimes provide

~answers for other people. FEach person, depending upon his beliefs and

—-It~will—be-supported-with nonzraticnil beliefs derived from Feli

Q

ERIC -

values, must define and set his own purpose in life. A life objective

vWi-lll,-~ with most people, represent a fairly permanent and’ unchanging goal.

REALIZATION OF A DEFINED LIFE PURPOSE

® LIFE PURPOSE GRADUALLY CHANGES OVER THE YEARS ALTHOUGH
RETAINING MANY BASIC CHARACTERISTICS
LIFE PURPOSE IS LARGELY DERIVED FROM ONE'S VALUE SYSTEM

.b ITS DEFINITION IS HARDEST OF ALL OBJECTIVES TO DEFINE

PHILOSOPHY PREMISES ‘ RESULTS SQUGHT
OF vaLues [P | roRrpEciSioNs [ OR DESIAED
—~NON-RATIONAL LExPnEsseo ‘ Ln_uALL KEY
) AS POLICIES 'HESULT AREAS
i~ RATIONAL

@ UIFE PURPOSE IN LONG-TERM CONVICTION OF PERSONAL WORTH

gious con-
victions or a philosophy of ‘naturalism, materialism or idealism. IR

-

In either instance, no matter what one's defined life purpose may be, .
it will shape and direct a person's behavior both as to type and level of
performances he wishes to achieve in life. It will have a unifying effect
upon all of a person's actions and the activities he engages in. -

LIFE PURPOSE IS STARTING POINT FOR PLANNING

EACH PERSON SHOULD DETERMINE FOR HIMSELR A LIFEvPURPQSEj... DOES ONE
HAVE A PURPOSE 6THER THAN MAKING A LIVING OR DEING SUCCESSPUL
I A CAREER? A PERSON'S PUF‘iPOS’E‘dn MISSION #TATEMEN? B“OULD.. .
® IDENTIFY HIS ULTIMATE PUAPOSE IN LIFE ‘ ‘
. ‘.EXPRESS HIS BELIEFS OR VALUE SYSTEM
PROVIDE DIRECTION FOR IMPORTANT OBJECTIVES
NARROW OR BROADEN MAJOR LIFE ACTIVITIES

ANTICIPATE NEW ACTIVITIES ANO OPPORTUNITIES

FOCUR PLANNING ON RELEVANT INTERESTS AND RESOURCES
35
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In defining one's life purpose, or mission as it is sometimes called, ;
an individual should attempt to justify it with an explanation or ''rationale.'"
This effort to put your reasons down in writing will assist you tremendouS—

1y in crystallizing your thinking. Talking out an analysis of one's self '
"is good. Putting your thinking and reasons down in black and white will
help you make your concept of 'self' subject to your own crltlcisns These
may lead to amendments of your life purpose and the establmMent of a.
basic, unifying factor for other objectives which you set for yourself. .

LIFE PURPOSE

P"BASIS FOR DECISIUNS

VALUE SYSTEM P UIFE STYLE
LIFE - -
+ "] sssioN [0 ACTORIN CAREER CHOICE
LIMITED REASON POCIALHE SPONSIRILITIES

o, (NG TR ORIECTIVES
®. FOR MOST PEOPLE BELIEFS ARE MAJOR BASE FORDECISIQNS

@ APPLIED VALUE SYSTEMS IS IMPORTANT AS LOGICTOF REASON

Achievement of a self-support and income capability: This simply
means that you are able to earn a living for yourself.. For a majority of
people this will require that they find a job and work for a company who
will pay them a salary together with certain benefits which_they_will
award to those whom they wish to keep in their employment.

For all of us camitted to career planning, or becaming qua.llfled to
pursue a particular specialization of work, this key result area is a very
important aspect of their lives. For some people it is the most 1mpor-
tant and only key result area in which they wish to excel. ;

: An employer anticipates that applicants for a job will bring to his
business certain knowledge, skills and capabilities. These are the appli-
cant's assets which he has for sale in temms of a price for the use of his
time and best effarts. An employer expects to make a profit from using
an employee's time:and skills. He will accordingly search for and hire
- employees who can give him thlS competitive edge ‘in his business. If he .
does not give, and pay for the services of, retain the best qualified
people available, he will be forced to go out of business. Poorly quali- .
fied employees are as much of a liability to a company as inefficient or
obsolescent equipment, poor building facilities or the high cost of capi- .
tal. An applicant's attitudes, qualifications and physical appearance will
be thoroughly scrutinized by a recruiter, personnel manager or the employer
himself before he is hired. Enumerated below are a list of fifty items
which will affect your employment. Review them carefully and turn nega-
tive factors into corrective or positive characteristics which you might
improve your assets in finding a Jjob. .
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FIFTY WAYS TO AVOID BEING HIRED

_ - The Placement Office of New York University lists 50 reasons that are most frequently given by employers
... for turning down job applicants. This information is based on reports from 153 companies. If you're out to.
land a job, take inventory of yourself in relation to these facts. If you still:have a stretch of schooling ahead
of you, it will give you time to correct.any negative traits that may hinder you later in getting ajob or being
promated. As you read the reasons:for rejection given below, ask yourself how you would rate yourself in
relation:to each:item.

1.
2

1

W'“l I“*"Makes eXcuses;

2.
13.
14.
15.
16.
17.
18.
19."
20.
21.
22.
23,
24.
25.

SV ®N

“Poor personal appearance

‘Overbearing, overaggressive conceited,
saperiority complex, “know.sall” -
Inability to express himself: x.learly -- poor
voice, diction, grammar

" Indecision

Loafs .during vacations -- lakeside pleasures
Unhappy married life

Friction with parents

Sloppy application blank

47
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26.
27,
28.
29.
30.

Merely shopping around

~ Wants job only for short time

Little senseof humor’

“Lack of knowledge of field of specialization

Parents make-decisions for him

- iLack of planning for career=mo purpose and 31. No interestin: ‘company or in mdustry
mmals 32. Emphasis onawhen he knows -
.. Iack of interest and enthusiasm -- passive, 33. Unwillingness:to’ go where we send him
indifferent 34. Cynical
-Lack of confidence and poise, nervousness, 35. Low moral standards
ill at ease 36. Lazy ,
Faijlure to participate in activites 37. Intolerant, strong prejudlces
Overemphasis on money 3%. Narrow interests.
Poor scholastic record - just got by 39. . Spends too much time at motlon plctures
Unwilling to start at the bottom - expects 40. Poor handlmg of personal finances
too much too soon ' 41. No interest in commumty
T—evasivenessThedges—on 42— Inability-to-take-criticism -
unfavorable factors in record—~ . 43. Lack of appreciation of the value of
Lack of tact ' experience
Lack of maturity 44. Radical ideas
-Lack of courtesy - ill mannered 45. Late to interview without good reason
Condemnation of past employers 46. Never heard:of company
Lack of social understanding 47.. vrdllurc to- express apprecnation for -
Marked.dislike for school work interviewer’s:time
Lack ofivitality 48.  Asks noquestions about the _]ob
‘Edils:to:look interviewer in the eye 49. High-pressure type
Limp; fishy handshake 50. Indefinite response to questions
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© KNOWLEDGE OF ONE'S POTENTIALS {S DECISION BASE
© MOTIVATION YO REALIZE C“ABILITIII I8 COMMITMENT

@ MPLEMENTING LIFE/CAREER PLANS (8 SELF-MANAGEMENT.

Untralned ‘workers entering the Job market generally obtain employmenf '
at minimun wage levels. Special skills can demand  and obtain higher wage
scales. Salaries paid college graduates with a bachelor's degree will re-
ceive an average income which will be $750 to $1000-1lower than graduates
with a Master's degree. The cost of this additional education will be be~
tween $3000 and $5000. This difference of $750 to $1000 may be described
as an expected return on the individual's investment to acquire additional
or specialized skills. Improvements in capabllltles will represent costs
of time, money outlays or efforts spent in learning processes or skills

~acquisitions. The return on this investment should be calculated to de-
termine its justification and the advantages to be derived from advance-~
ment in the job field.

® A student graduating from high school takes a Jjob paying him $3.50 an
hour. He is able to work 8 hours a day for five days a week and for
50 weeks a year. What will be his annual earnings?

° A student completes four years of college and takes a management

trainee's position at $9600 for four months. -What is the difference

in salary for this period from the high school graduate's? At the

end of the four months the management trainee's salary is increased

to $11,000. What will be the new difference in salary between the ,
earnings on an annual basis of the high school graduate and himself? e
What will be the return on the four years of college costs during the
four months as a trainee and afterwards beginning at $11,0007?

® A student takes a fifth year of college and earns a Master's degree.
He earns within six months after being on the job $12,000 a year as
canpared to a graduate with a bachelor's degree earnlng $10,000.
What is the return on investment to the graduate earning $12, 000 if.
the addltlonal year of college work cost him $1000?

38

o | 48
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Realization of your potentiality for growth: Growth is not merely to
be thought of as something physical. However, this aspect of one's devel-
opment must have flashed through many muscle-bound minds when they read
this head. One's potentials should also be thought of a mental and other
personality factors as well as merely physical growth and fitness.

One's potentials for growth will generally be most productive and
beneficial when they are linked up with one's interests. On the other.
hand, one's interests are not always enough to achieve potentials for
growth. A skilled pianist rarely achieves success and a demand for re-
citals if he has ten thumbs despite his interests and aspirations for be-
coming a recognized pianist. All forms of effective growth stem from po-
tentialities or aptitudes whether latent or recognizad. :

A major benefit from successful life/career plahning.is the discovery .

by the individual of his real aptitudes. In these lie the areas of one's
potential strengths for success either in personal life or in the occupa-
tional specialization he chooses to enter.

‘ Major éategories into which an individual's potentials for growth and
development may be classified are: ' _

® Dhysical ® Economic and career
® Intellectual ® Socio-political
® Religious and philosophic e Aesthetic e
e Personality

Growth and self-development should be conscious and directed efforts
to improve or actualize your potentialities and aptitudes. It has been
said that all people are born equal; it might be better said that some are

born more equally than others. People vary in their inherited potentiali-
ties and ultimately in a wide range of their capabilities or aptitudes.
There is an innate, latent or inherent, desire in every individual to de-
velop himself and his potentialities to equal or better the preformances
of others. : : .

Growth is a process. It has limits depending upon the individual.

~To a certain extent growth may be considered as irreversible. In the case ™~

of aging, it is limited by heredity and the agipg process.

You should discover your potentials for growth.as early as possible
in life. You should also determine the degree to which your potentials.
need to be developed to satisfy yourself or to equal or better those of
other people. If you do not have the potentials for development you will
have inherent weaknesses which will ultimately become shortcomings in a
competitive job market or in various life activities. - Developed aptitudes,
on the other hand, become strengths or personal assets which will be de-
sired and rewarded by employers or social groups. -

A major emphasis in your life/career planning effort of self-analysis
is to collect, organize and interpret data and information about yourself
which will permit you to maximize your potentials in the form of strengths.
The realization of growth or development must stem from your potentials.
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:‘Fbur maJor means should be tapped in bulldlng up your data bank on' your-—

self as to potentials. These include:

Aptitude, interests,; competency and othor tests
History of personal past performances
Interviews, appraisals and critiques from others
Personal self-evaluations and analysis.

, Every person has a variety and range of aptitudes or potentials.

These represent directions for growth. When aptitudes become linked with
interests they represent directions of greatest potential for an indivi-
dual's development. Particularly will this be true of occupational_fields
when supported by work experiences. An analysis of one's aptitudes and in-
terests should be followed by plans for the development of potentlals ex—~
pressed as achievable objectives.

APTITUDES REPRESENTING GROWTH AND DEVELOPMENT POTENTIAL

APTITUDE INTEREST FACTOR RECOMMENDED DEVELOPMENT

Accomplishment of specific social responsibilities: All of us by
nature are gregarious or socially related beings. In order for us to as-

- sociate with other human beings we must give up a certain independence or

freedom of action. In turn we also must be willing to assume responsibil-~

~ ities and contribute time, efforts and support to groups to which we are

affiliated. Many of our services are voluntary. They are not compensated
for as are individuals who professionally are engaged in social service

organizations. Responsibilities which we assume in our societal relation-
ships will involve a purposeful change for some situation or the controlled
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socml responsibilities are or may be.

direction of activities which will result in the inproved bchavicn of
others or our environment. ~ :

Three general categories are useful in helping us determine what are

Those which we must fulfill be’ law or soc1a1 norms .
Those we o ﬂ to become. involved in out of love or duty

These 1nclude

Those we can assume either 1nd1v1dua11y or through a _group -
in which we beoome involved in voluntary services to others

PERSONAL SOCIAL RESPONSIBILITIES AND THEIR PRIORITIES

SOCIAL RESPONSIBILITY ) . RATIONALE

_PRIORITY* |

-What § rmant do!

What | thould do

S Aninn

What | can do

ness contacts.
advantage over competitors.

*Rata ¢ high, medium, or low,

Some activities we feel obligated to perform These represent the
"oughts'' of our social responsibilities.
interests and commitments will consist of parttime, avocational services.
and the dedicated contribution of time without reimbursement:
thase voluntary activities will rate high in their priority of 11fe ob~

For most people, however, their

For many

Some menbers of service clubs have on occasion been questioned on
their use of the very reputable service organlzatlon to obtain busi-
These service relationships may be used to obtain an
Membership becomes only a means‘ for
meeting people and establishing relationships to ‘be’ used for business

purposes. Such use of membership in voluntary service organizations
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is discouraged since it may destroy the effectiveness of the group's

efforts. : .

Many social responsibilities may become identified with 1life purposes.
For some people they can become major objectives for achievement. One's
personal values.will also strongly influence the selection and preformance
ol particular social responsibilities and determine an occupation in which
social values represent an opportunity for entering a career field.

Acquisition of abilities that are marketable or satisfy personal needs:
Two broad purposes classify the general uses for which a person will seek o
education or knowledge and develop its acquisition into skillful applica-
tions. It makes the individual a specialist or someone above the average.
Purposes of learning and skills are to:

® Satisfy or meet the particular non-career wants or needs of
a person.

® Improve qualifications for entry or advancement in a compe-
titive job market.

The capability for becoming self-supporting has been described as a
very important key result area in every person's life. However, not all
knowledge or skills needed or sought by an individual are necessarily job
related. Without question qualifications for a career choice rank high on
almost everyone's list. S :

" Every individual acquires interests at a very early age. Some of these
survive and remain with him for a long time. As a person matures some in-
terests fade away and disappear. They are generally replaced with more
enduring non-vocational fields of enjoyment. Full satisfaction from these
areas of personal activities can generally be achieved only by obtaining
more knowledge about them or from skills developed in their practice or
use. Years in college or continuing education should not be exclusively
devoted to entering or advancement in a particular occupational field.

Education should also be. aimed.at.developing.yourself-as-a-complete or - - - - < - - e
whole person in terms of satisfying your non-career needs. '

After the young adult completes his first cycle or go-around of life
and career planning he should have detailed educational action plans for-
his carrer as well as non-career objectives. Career objectives should be
concerned with the recognition of the person's aptitudes which are capa-
ble of being developed into knowledge and skills having a-value in the
marketplace. Non-career objectives should be aimed at finding out and
cultivating important interests which will become a source of enjoyment
and relaxation. Like all analyses in life and career planning it is ad-
.vantageous to write out and describe those abilities and skills which you
- have and which are to be acquired. '

Obtaining a demand for your assets in the job market: Upon finishing
your education and starting to look for work, you are very much in a posi-
tion of a marketing manager who has to sell a product. You must bring this
new product, yourself, to the attention of prospective buyers. Having a’

post-secondary education, it is assumed that you have acquired certain
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CAREER AND NON-CAREER INVENTORY OF ABILITIES AND SKILLS

ABILITIES AND gkvlLLS ALREADY ACQUIRED
Which meet personal needs

Which have an income or earning capability

ABILITIES AND SKILLS TO BE ACQUIRED
Which will satisfy future personal and non-career needs

Which are required for my incom+ ability
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knowledge, abilities and skills which will be of Lnterest Lo nployers and
have a market demand. ‘ ,

CAREER GOALS -

APTITUDES '
POTENTIALS FOR CAREER
INTERESTS —*| careensuccess > “plan
_L KNOWLEDGE tMOTIVATlON I IMPLEMENTATION

® KNOWLEDGE OF ONE'S POTEMTIALS IS DECISION BASE
© WOTIVATION YO REALIZE CAPABILITIES IS COMMITMENT

© MIPLEMENTING LIFE/CAREER PLANS 18 SELF-MANAGEMENT

In any oversupplied job market or a field glutted with an excessive
number of new and old products, competition may be expected to be fierce.
It is therefore important that you will have developed aptitudes or ac-
.Quired an educational background which will make your performances above
average in certain skill areas. These represent your assets. They will
be hired by employers who weigh the skills and competencies of employees
in a category or audit as he will his financial resources, plant equip-
ment, proprietary processes and physical facilitiex. People and their
skills are audited by an employer as a valuable form of company's assets.

In a tight labor market, a graduate is inclined to take whatever job
offer he receives. He considers himself lucky in being able to obtain
almost any kind of work so long as it is in the general field of his oc-

—.cupational choice.. There is.nothing wrong with-this-so-long-as-he-hag-an - - - =

opportunity for working himself up a career ladder and advancement is open
to him.

It is much more desirable, however, to have searched out employers
for whom you would like to work and intensively market yourself to them.
You should be in a position of choosing whom you want to work for rather
than simply be chosen by an employer whom you may probably leave after
acquiring some experience. ,

Any good watch between an employer and a job applicant will also in-
clude an evaluation by the applicant of the company offering him a Jjob.
Will he find the conditions of employment, opportunities for training and
advancement, and the type of work which he will be assigned as meeting his
expectations? A year's planning ahead and the carrying out of a strategic
action plan for entry into a job field is recommended. It will usually
lead to a choice of options before final acceptance of a Job. .

It is presumed that upoh'yOur entry into the job market and éfter
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having made a substantial investment in your 'product development' through
education and work experiences, that you will have acquired certain per-
sonal assets which an employer will want. There will probably be as many
as a hundred or more applicants for the better jobs you apply for. It ac-
cordingly becomes necessary for you to present yourself and your assets
for the position in the most favorable light possible.

OBTAIN A DEMAND FOR PERSONAL ASSETS IN THE JOB MARKET

© IMPLOYERS ONLY INTERESTED IN YOUR STRENGTHS
o YOU WILL NOT BE EMPLOYED FOR YOUR WEAKNESSES
e YOUR CAPABIL:TIES MUST EARN PROFITS FOR EMPLOYER
® YOUR PRIMARY OBJECTIVE SHOULD BE QUALIFYING FOR A CARKEA
o MEANS FOR ENTRY INTO JOB MARKET ARE STRATEQIES
@ CREATING A DEMAND FOR YOURSELF RESULTS FROM. ..
e A PLANNED DEVELOPMENT OF YOUR POTENTIALS

® PURSUING A STRATEGIC PLAN TO MARKET YOUR ASSETS

» Many excellent products have faiied in sales because they have not
been marketed effectively. This may be equally true of unsuccessful ap-
plicants in the job market. Unless a person presents or sells himself to
an employer for whom he would like to work in a way that makes him appear
as a potential asset to the company, it is not likely that he will get the
Jjob he applies for.

The planning span for your self-marketing effort will generally run
from six months to a yea.r MaJor features of this. plan should include:
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° Knowledge of the spec1flc type of mrk for whlch appllcatlon w111 be
made

® Propsective employers in the area for whom you would like to work
_ @ Lists prepared, contacts made and interviews held where possible
® Information collected and studied about each employer
e Imployers rated by priority for whom you wculd like to work

e  Preparation of a carefully prepared resume
e Mailed or personally presented to prospective employers
e Follow-up as may appropriately be advisable

® In interviews remember or keep in perspectlve that.
e You will be employed for assets or qualities you brlng to the Jjob
e Your skills can be improved and that you seek this improvement
e With the right employer your association will be long-term
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OBTAINING A DEMAND FOR PERSONAL ASSETS IN THE JOB MARKET

CONTINUING
OBJECTIVE

TO CHEATE A PROMOTIONAL CAMPAIGN FOR MY ENTHY INTO THE JOS
MARKET WHICH WILL INTEREST POTENTIAL EMPLOYERS IN MY
QUALIFICATIONS AND HESULT IN MY OBTAINING A JOB N
FURNITURES SALES BASED UPON MY EDUCATION IN HOME
ECONOMICS, OFFICE AND HOME FURNISHINGS.

SPECIFIC
OBJECTIVE

TO PREPARE A LIST OF FIVE POTENTIAL  EMPLOYERS WHO OFFER A"
SALES TRAINING PROGRAM BY_______TO WHOM | WILL MAIL A
RESUME ON _ . INTERVIEWS WITH THESE COMPANIES WILL BE
COMPLETED FROM i0 . | WOULD ANTICIPATE BEING
EMPLOYEDBY ___ ___. :

PRIORITY

RATIONALE

| AM INTERESTED IN BECOMING A SALESWOMAN FOR A FURNITURE
MANUFACTURING COMPANY, | HAVE WORKED FOR TWO SUMMERS IN
THEIR ADVERTISING DEPARTMENTS. | AM ALSO INTERESTED IN
RELOCATING TO ANOTHER PART OF THE COUNTRY. AS A WOMAN 1|
FEEL THAT THIS EMPLOYMENT FIELD OFFERS ME CONSIDERABLE
OPPORTUNITIES. | BELIEVE THAT | SHOULD SELECT MY EMPLOYER
RATHER THAN HAVE HIM SIMPLY SELECT ME IF | PROMQTE MY
"QUALIFICATIONS EFFECTIVELY, -

Achievement of a self-management capability: This ability can help
you shape your future. . Very little, however, has been written on the art"
of self-management. Management, both as a science and art, has been stud-
ied intensively by executives and administrators in every form of organiza-
tion. The concept of applying the functions of management:-as practiced by .
a_company presiident, officer in the armed forces_or.the. coach.of. a pro=-. ...

fessional football team to one's life and pursuit of a career may. be new
to some peopls.

Management is generally thought of as controlling the behavior of
others. It is not generally considered as being a combination of art and.
science to improve one's own behavior. Controlled personal behavior,
aimed at achieving desired results from objectives in key result or per-
formance areas important to you, differs very little from management
practices in business, government and non-profit organizations.

Effective management is primarily concerned with the accomplishment
~of objectives. Objectives represent the achievement of results which are
necessary or desirable for the well being of a group of people (company -
or non-profit organization) or one's self. Management must be purposeful.
~An individual without goals is unable to manage himself except by on-the-
spot decisions to solve immediate problem situations. Achieving results
over any longer-term, however, is only accompljshed through effective
.self-management. Every individual is deeply concerned with achieving
.certain successes in life. These must satisfy his needs and realize the
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image of what he wants to become.

Self-management does not mean laying out life and career plans with
objectives worked out in detail for many years into the future. No one
can do that. The world changes much too fast. A person must remain ca-

. pable of changing his directions as the world changes about him. Planning-

DEFINITION OF SELF-MANAGEMENT

SELF MANAGEMENT IS THE DIRECTION OF A PERSON'S TOTAL RESCURCES INTO
A DYNAMIC AND ORGANIZED PATTERN WHICH ATTAINS HIS OBJECTIVES AND

RESULTS IN HIS SATISFACTIONS AND HAPPINESS

SELF-MANAGEMENT IS ACCOMPLISHED BY. ..

® PLANNIN('E OBJECTIVES FOR ACHIEVING SPECIFIC RESULTS

@ UTILIZING RESOURCES TQ ACHIEVE O‘BJECTIV.ES
® CREATING STRATEGIC ACTION PLANS FOR OBJECTIVES

® CONTROLLING ACTION PLANS TO ACCOMPLISH RESULTS.

should result in premises for deciding how to use your time, aptitudes,

money, interests, abilities and allocating them for most effect1ve1y ac-

hieving goals you set for yourself. It represents a constant process of

ma.klng new actlon plans ‘

Unless a person succeeds in the self-managenent of forces w1th1n him-

self and those forces in his environment which he can control, it will not
be possible for him to take purposeful directions in a rational manner.
The ability to organize one's resources and to put them to work for ac-
complishing results from one's plans is the primary task of self-manage-
ment. Objectives are of little value unless their achievements are ac-
companied by happiness and satisfactions. People with a capability of
self-managemert are always happy and satisfied.

- U N

Self~-management may be broken down into four primary functions:

. Planning: The selection of realistic means to achieve desirable
"objectives in the light of anticipated events and influences.

e Organizing: Developing, structuring and distributing one's per-
sonal resources into effective purposeful strategic action plans
so as to coordinate and control the achievement of llfe and career
purposes.

) Implementing: Carrylng out, through motlvatlon of optimal action

‘ plans, programs and projects which dynamically translate life/career -
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plans into required behavior for achieving- results from a person's
objectives.

® Controlling: Monitoring techniques and procedures which generally
specify policies, costs, time schedules and performance standards
which (1) measure implementing progress toward achievement of
specific objectives, (2) determine that anticipated resulte
follow from carrying out plans, and (3) signal an ‘individual
when deviations from strategic action plans reguire correction.

WAYS AND MEANS TO IMPRGVE MY SELF-MANAGEMENT CAPABILITIES

PLANNING MY LIFE AND CAREER

ORGANIZING MY RESOURCES

ACTUATING AND IMPLEMENTING MY PLANS

CONTROLLING BEHAVIOR NECESSARY TO ACHIEVE PLANS

SR

Self—imnagement may also be described as a means for making things
happen. This capability represents a person's control over the process
of change. It recognlzes however, that many situations are entirely out-
side of a person's capability for thelr control. Self—-management for some
people, unfortunately, may simply be an attitude of simply reacting to
cha.nges occurring about them. It is passive and has been described as
self—-management by crisis.! .

Self-managanent is primarily ooncerned with the optlmal use of a per-

'son's resources.” Its development represents a . certaln capablllty acquired

. for controlling performances in various aspects of one's life. Capabili-

ties required for- self-management in one's llfe or career may be classifled
in three general categorles :

o Conceptual capabilities: These consist of the rational abilities

' of a person to perceive and have 1ns1ght into the complexities of -
 "self," set up objectives and maxmuze the utlllzatlon and. develop—
-ment of his personal strengths. ‘ :
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° Behavioral capabilities: These may be internal self-controls or re-
lated to the individual's actions with other people. They are gen-
erally considered as abilities for participatively working with and
through people, utilizing motivation and one's capacity for leader-
ship to achieve specific objectives through social or occupational
relationships.

® Technical capabilities: These are personal abilities to apply spe-
cialized skills for carrying out specific action plans essential to
realizing life and career successes in key result areas essential to
a person's happiness and satisfactions. '

Self-management is a rational art. It is based upon knowledge and
controls which are organized into cause and effect relationships. It may
not be thoroughly understood as representing laws of behavior in terms of
action and reaction. It nonetheless provides an explanation for the ac-
countability of a person stemming from his self-management capability.

. Acquisition of positive attitudes and motivational forces: "I can't

better if I had wanted to," "It wasn't important anyway, so why should I

have done any better.'" You have heard these excuses many times from many '_
people. We are all guilty of them in one way or another in things we do.

Many people have a real problem in getting off their dead-centers and
moving purposefully towards desired results from activities for which they
are responsible. . .

This drive, feeling, can~do attitude of people for moving purposeful-
ly towards desired levels of performance and accomplishments represents a
very critical key result area. Many individuals pursue a day-to-day rou-

tine of activities in which just get them by. They are regarded by others ..

as simply average or ordinary people. There is little in' their behavior

__which sets them apart as being exceptional in some way from others. They-

are simply average people. However, there are some particular ways in
which every person is capable of doing same things better than others.

e

ACQUISITION OF POSITIVE ATTITUDES AiD MOTIVATIONAL.FQ_RCES‘

@ HOW MANY TIMES HAVE YOU HEARD?

“I CAN'T CHANGE BECAUSE | HAVE NO WILL POWER!"

- @ EVERYONE wANT; T0 DlO WHAT HE FEELS HE CAN DO.‘ BEST. ..
. ACHIéVE SUPERIOR PERPORMAMNCES IN lCERTAlN SKILLé
© MOTIVATION AND DRIVE ARE FORCES DERIVED FROM SUCCESS
@ SATISFACTIONS FROM ACCOMPLISDIA.RENTS RESULT IN POSITIVE ATTITUDES
o POSITIVE ATTITUDES AND MOTIVATION ARE CAUSES FOR CHANGE

o UNDESIRABLE ATTITUDES AND HABIYS RESULT FAOM FAILURES
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The attitude of simply getting by easily becomes a habit. The urge

- in a person to do something better than others may be lost. They can lose
the desire to excel in some field of knowledge, mental ability or manual
~skill. Too many students .expend just enough effort to get through either
high school or college. If:they fall short in their efforts for achieve-
ment, teachers will generally push them through just to get rid of them —-
and good riddance it is. Peter Drucker, 'a well-known management consul-
tant, has said that only about ten percent of any group is responsible for
ninety percent of the results. This is also probably trué in our educa-
tional institutions where only about ten percent of the students are mo- .

.~ tivated to excel, acquire skills and enter managerial levels where they
will represent about ten percent of the labor force. :

_ Rising within a person, and not from outside him, are certain compel-
ling forces to take actions and make accomplishments which meet his needs
or wants. Both motivations and positive attitudes are abstract, intangible
and very difficult to understand forces within ourselves. Yet they are the
major causes for—the greatest accomplishments in the world's literatures,
scientific discoveries, business, art, Sculpture and music. Many- young
adults either in their studies or work outperform others because of their
motivations even though they may be rated as only average in intelligence
or learning ability. '

, Applicants for jobs, particularly those leading to responsible and
authoritative positions, are always being looked for by recruiters in terms
of their motivational forces and positive, can-do attitudes. Leadership
itself has its roots deeply sunk in the personality factor of motivation.
Persons with this attribute must keep accomplishing new records. As ‘they
achieve one goal, their level of ‘ambition and aspiration rises to higher
goals. One success becomes a challenge for greater successes. Motivation-
al forces may become so overpowering that leaders find themselves working
harder to satisfy their inner drives than for external benefits, recogni-
tion or rewards. ' ~

" There are various qualities which characterize the motivated person.
First of all he must excel, be above average, recognized and be success-—
ful. However, there are other factors which should complete the picture
of the motivated individual. These include:

P

A realistic knowledge and understanding of himself

A positive feeling of being able to win, confident and self-trusting
Happiness becomes the ultimate measure of his successes

Compassion for one's self and others :

: "~ Positive strong attitudes should be encouraged in all of us for doing
" those things well which stem from our aptitudes and may be developed into
specialized skills. Motivations, to a certain extent, are the result of
" doing these things well. We wish to repeat the experience of being excep-
-~ tional. A wide range of motivations may be developed out of successful, oo
repetitive situations and the impacts they have on our satisfactions, in- e
creasing of our interests'and fulfillment of needs. * :

" Development of an innovative capability:  To §trive for the development
51
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“eontrolled and USéd Tin problém solVing processes it becomes a réal per~

of a creative capability as an achievable objective may be futile for most
of us. However, all of us can and should be expected to develop an innova-
tive ability for doing things differently or better than they have been
done in the past or by others.

Innovation is pervasively concerned with any new or improved form or
means by which a person may increase the quality or quantity of his per-~
formances. It is eagerly looked for by employers and is amply rewarded.

It is the means which he uses in his business to outperform his competitors,
develop a better product, obtaln a larger share of a market and reallze 1n~
creased earnings.

" As individuals concerned with our own growth it may frequently be re~
garded as including the development of new skills or aptitudes. It is a
form of self-actualization. More broadly considered, innovation may be
applied to any improvements which are made to happen within a person him~-
self or factors in the environment over which a person may exercise control.
Generally speaking innovation is an attitudinal quality of self-management.

The quality of innovation in a person recognizes that one's resources
must be committed in new ways and as advantageously or beneficially as'pos~
sible to risk taking situations. Tomorrow will be different from today's
situations. The future is uncertain. Effective strategic action plans we
adopt to achieve future objectives must be new and different. Commitments
of our current personal resources nmust be made to expectations. Innovations
represent risk-taking action plans to cope with the process of change in.
utilizing our resources to their greatest advantage.

Strong self-management is needed by a person to guide himself between - s
a route which tries to be 100 percent free from mistakes and a course of o
calculated risks where liabilities of change are equated with risk of op~
portunities.

Imagination can be either an asset or liability to any person. If o
sonal strength. If uncontrolled and occupied with mere wishful sell-glori~
fication it can easily degenserate into fantasies. . Some people, if they

permit this later indulgence to dominate their nnaglnatlve capability, will

begin to live in a world of unrealities. However, imagination + intelli~

~ gence = creativity or a least innovation.

People tend to feel and act in the way they imagine or believe them~
selves to be or able to become. Imagination provides the capability for
a. person to set goals for himself and to envision various roles for him-
self in life and the career he wants for himself. Imagination has been de~
scribed as the capability of creating mental future pictures of yourself,
others and the relationships between things. The innovative factor in ,
planning must freguently draw upon the powers of the imagination. The en~
tire human physical organism is a complex servo-mechanism, It automatical-

1y adjusts itself to seeking goals or objectives by the application of fead-
back data and information which is acquired about one's self. Imagination

fits this information together in new and different patterns.
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. HOW CAN I DO THINGS BETTER, DIFFERENTLY AND MOPE BENEFICIALLY THAN IN THE PAST

CRITICAL LIFE/CAREER PERFORMANCES INNOVATIVE MEANS FOR IMPROVEMENTS
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One's imagination must be coupled with rationality. The purpose of
innovation is the creation of new ideas or rational concepts. Every per-
SOn is concerned with his improvement. Many of these improvements will be
aimed at strengthening existing skills, developing-latent aptitudes or
changing what are 'bad' to "good" hablts or patterns of behavior. Everyone
should single out particular ways of how he acts or behaves and analyze
- them to determine how he may improve or change them.

In doing things better, an individual is frequently stimulated to do

_ them in ways that they were not done before. He becomes creative in the

. Means used to cause events to happen at savings in lakor, time, costs, and
with a maximum of results from his performances.

_ The innovative capability of a person is a direct reflection of his
rational and imazinative qualities. It provides the drive to do things
differently. It should have beneficial and positive results. It is a very
precious quality which a person can use to make life intensely interesting.
It is an asset which every amployer secks in a job applicant.
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Evaluating one's strengths and weaknesses: You need some sort of bal-
ance sheet on your particular assets and liabilities, strengths and weak-
nesses, if you are to manage both your life and career effectively. You
must put your assets to work for you to maximize the benefits you can earn
from the proper application of your strengths.

PLANNING DECISIONS SHOULD BE MADE FROM BASIS OF STRENGTHS NOT WEAKNESSES

BEHAVIOR

DECISION TO ’

PAKE SPECIFIC l CAUSE. | EFFECT AEQUIRED TO
CHANGES ‘ ACMIEVE RESULT

| WEAKNESSES l

STRENGTHS

INFORMATION BASE

PEASONALITY FACTORS
APTITUDES

INTERESTS

Decision making for the achievement of the most probabllity of oceurence when they stem from a
advantageous and beneficial of results from actions penson’s strengtha, A person s maor ohycenyey in
taken must be premised upon an informationa) life should be supparted by combinstions ol
baye of various consequences -uf cvents or vatious strengths 10 his personality. develuped of
situations a person causcs to bhappen. Effects or potential aptitudes and duniunant interests,
consequences to decisions have & higher )

A self-management capability begins with building up a balance sheet
on your strengths and weaknesses on your resources. These will be applied
in planning and accomplishing objectives in your various 1liflé act1v1t1es
Goals will not be reached, except through chance, unless a person Knows

what his strengths are and app11es then to work towards h1s obJectlves

Information and evaluations of one's personal resources should be
organized, classified and made applicable in a form that makes them usable
for planning purposes. These may be put in tabular forms or even be de-
scribed in charts and graphs. As such they will begin to assume a quan-
titative value or be described as strengths or resources which are average,
above or below average for others in your peer or career group. They be-
came valuable to you as measurements of particular strengths required in
action plans required for objectives you set.

The entire process of self-analysis may be described as being aimed
at determining your various strengths. Some sort of comparative measure
should then te used to define or quantify, if this is possible, your per-
sonality attributes, aptitudes and interests. Obtaining a self-concept as
to the kind and degree of your personal resources makes it possible for you
to compare them to the same qualities in other people, particularly in an
occupational group which you are thinking of entering.

Steps in making an audit of your personal resources include:
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] Determine and understand what you are specifically trying to analyze
about yourself whether it be a test, the test questions themselves,
subject matter of an evaluation interview or an introspective study
you are making of yourself,

° Think over, analyze and interpret the answers you've given on your—
self or appraisals others have made of you. Do they truly supply
the facts about yourself as you see them? How average or what
variations from the average do you see in your personality and .
other qualities? , , o .

e  Discuss questions on yourself with respected advisors and amend
answers on your personal strengths and weaknesses as you have
seen them.

® Sumarize conclusions on your various personal resources in major
categories or classifications with some sort of quantitative”eva1~ :
~uation. This rating should provide you with an initial picture of
your strengths and weaknesses. It should also provide you with di~
rections to be taken for your resources development.

it will generally be agreed that resources consist of certain quali-
ties or characteristics of the personality which might be classified as
Ainternal or particular to a person as a unique human being. Other re-
sources which he possesses may result from the external environment fTrom
which he has or may sometime in the future acquire advantages. Each of
these major categories will have many minor subdivisions. External re~
sources in terms of money, available time, friends, potential job markets
or educational facilities for acquiring new knowledge or additional skllls
are more familiar to most people than thelr internal qualities.

Anyone engaged in llfe/career planning should acquire a knowledge of
his behavioral characteristics as they are and their potential for be- : e
_....coming in terms of (a) being_able to.define.and.describe..these qualities, e e e
(b) significance of these characteristics or qualities in their own be- R
havior and the need for change, (c) limitations or potentiality for change
of these internal qualities or personal attributes, and (d) acquiring some
comparative measurement of these characteristics for purpose of change,
improvement or meeting competitive situations in any of life's activities.

RO
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MY ATTITUDES AND MOTIVE‘S FOR ACHIEVEMENT - .

List five positive attitudes or motivational forces | have for doing better than ~ other negative force that reduces the positive results desired from my

. average or excelling in various areas of my aptitudes, skills and interests.  attitudes and motives for achievement, What corrective actions can | take 0

Opposite each attitude or motive indicate any limiting restraint, habit or  maximize my motivational forces?

POSITIVE ATTITUDES AND MOTIVES |  RESTRAINING FACTORS OR INFLUENCES CORRECTIVE ACTIONS TO BE TAKEN




- EVALUATION AND APPRAISAL OF YOUR PERSONAL STRENGTHS AND WEAKNESSES

INDICATE AFTER EACH INDIVIDUAL FACTOR A PLUS (+) OR () asan
estimation of your particular strength and weakness. If an individual factor s
particularly significant to your lifefcareer plans or development indicate the
magnitude of importance by more than one + or - Include additional factors

which your feel are or may i the future be impartant to you and rat them
accordingly. Recommend how your stiongths may beutlized for advantages
and benefits in your planing and improved upon. Also recommend liow yeur

- shortcomings or weaknesses may be minimized, corrected, overcome or

reduced.,

FACTOR - - |-

wlel e HOPSEDMAXMZATION OR.
1 HINIMIZATION OF FACTOR '




CAREER AND NON-CAREER INVENTORY OF ABlLiTIES AND SKILLS

ABILITIES AND SKILLS ALREADY ACQUIRED
Which meet personal needs : '

Which have an income or earning capability

> ABILITIES AND SKILLS TO BE ACQUIRED
Which will satisfy future personal and non-career needs

Which are required for my income capability
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TRIAL BALANCE ON MY STRENGTHS AND WEAKNESSES

(ASSETS AND LIABILITES)
WHAT L AM OR WHAT | HAVE WRAT | SHNQT AND DONT HAVE  WHAT | WANY YO BECOME ANDHAVE
ICURRENT PERSONAL ASSETH! ICURRENT PERSONAL LIABILITES) (FUTURE STRENGTHS AND CORRECTED WEAKNESSLS!
INTERNAL ASSETS - INTERNAL LIABILITIES FUTURE INTERWAL ASSETS, OR STRENGTHS
L o
4]
©
EXTERNAL ASSETS EXTEANAL LIABILITIES FUTURE EXTERNAL ASSETS OR STRENGTHS

FullText Provided by enic il




" of plannlng over 60 percent of a group in life/career pla.nnlng will descrlbe o

OBJECTIVE SETTING FOR SELF-MANAGEMENT

’ We corrmonly use the term ObJPCthe or goal It represents 4 needed
or future state of our being or certain accomplishments 1mportant to us.
"An objective is set for achievement within a specific period of time, to-.
morrow, in several months or in two, five or more years. Setting meaning~ . . . -
ful obJectlves may at first be confusmg to a person.- In the initial phase

‘the primary objectives of their lives and careers as being:: (a). living . '
the life they want, (b) being able to earn a living (in most cases defined - . .
.in uncertain tems), (c) obtaining and holdlng a posn:lon 1n the JOb mar~ o ﬁ

ket, and (d) furthering thelr educatlon. o ; ' ;

PI_.‘ANNING CONE OF‘UFEICAREER OBJECTIVES

' \ ~ CAREER OBJECTIVE
\ LONG-RANGE OBJECTIVES
\wenmeome OBJECTIVES _//

These descriptions of objectives do not go beyond the general a“d un-
“iversal use of the term to define accomplishments in terms of concrete
and specific results. They are- largely expressions of ongoing or general.
intent. This is not enough. It is desirable to define and use the term
"objective'" so that it will have a common meaning for anyone using it:

® Contlnulng obgectlve This term expresses the qualltatlve or quan—
titative specifications of ongoing standards of a person's total
performance which embody underlying and undeviating intents.

X Self—-nanagement by objectives: The measurement of one's perfor-
mances by the scheduled and effective achievement .of specifically
s Stated and quantitied objectives.

° Pliorit,y of ub]‘ectives The ra.nklng or hierarchy of objectives
in a sequence of importance for particular aspects of personal
planning.

-/
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® Specific objectives: These are quantitatively or numerically ex-
pressed values of explicitly defined personal purposes for accomp-
lishment by a definite time with limited expenditures of time and
money .

DEVELOPING STATEMENTS OF PERSONAL OBJZCTIVES

@ OBJECTIVES INITIALLY ARE QUALITATIVE STATEMENTS OF INTENY
® GENERAL STATEMENTS OF PUAPOSE — INDEFINITE, HAZY
® LACK QUANTIFICATION FOR MEASUREMENT

e BECOME BA.SES FOR CREATIP‘lG SPECIFIC OBJECTIVES ’

@ SPECIFIC OBJECTS REPRESENT CONCRETE RESULTS TO BE ACHIEVED
"« REQUIRE STRENGTHS FROM YOUR RESOURCES |

' MEASURABLE BY OUTPUTS FOR DESIRED CHANGE .

e 7O BE REALIZED BY SCHEDULED DAYE, COSTS AND EFFORTS

e SUPPORTED BY STRATEGIC ACTIOR PLANS AND CONTROLS

We should be primarily concerned with accomplishing specific objec-
tives. General objectives are generally so vague that they are meaning-
less. They have sometimes bheen described as feelings on '"motherhcod and ‘
sin.'" Since each of us differs from everyone else in the world, we should
look at:

evaluation of one's particular strengths and weaknesses, iuture
threats and opportunities in the Job market, a clarification of
individual needs or special problems. It also examines and asks
for a description of a person's particular resources, special -
skills .or technologies, and provides an analysis of the charac-.
teristics which make a person unique and different from other
people. An estimation of his capacity to handle necessary risks
to enter into and take advantage of opportunities in a particular
Jjob market must also be appraised. : :

° What a person might do? Answers to this question calls for a per-.
son becoming acquainted with a reasonable number of occupational
fields which he might qualify to enter; becoming aware of the
changes which will occur -in these occupations; vulnerabilities
within the environment of ‘he job fields; threats or dangers vs.
opportunities or challenges; and an indepth understanding to the
particular career field he proposes to enter. '

) What the perscn as a unique being wants to become? Answers to
this question represent the thrust of direction which is dictated
by a person's value system, aspirations, ambitions and ideals of
self-management. It represents the response to what a person. would
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like to become in terms of his life mission, income, savings to be
accumlated in his lifetime, skills, the education which he wishes
.to obtain, satisfactions he will realize in a particular job Tield,
becoming a leader vs. a lollower, and the achievament of various
qualities or activity goals at dlfferont stages- ol his Lil’e

° What a person should or must do? Every person is l:UTllted to some
degree by constraints set by society, the job market or self-im-

. posed policies which will influence his choice of dlrectlons and
the decisions he will make-in followmg a partlcular route of de~
velopment. Oftentimes the formulation of an ob.Jectlve may- anOlVe
social or ethical considerations as well as satlsfylng a. person s
particular asplratlons, capab111t1es or deblres. o =

° What a person finally dec1des to do? Th1s de01s1on p01nt or: deter~ e
mination of direction is arrived at in the’ 11fe/career plannlng o
procesz as an objective. - Its. accompllshment should represent: the 1“
_greatest possible benefit to’ the individual. JIts achleveneut should
_receive his entire attention and efforts in strategﬁ
if the specific objective is crltlcal to, the realiza o
career plan. Objectives for one person may be unsultable,« fea
sible or completely undesirable’ for another. person.- ‘Each person
must create his own body of objectives. whlch flt hls partlcular
capabllltles and life purposes.

General ¢ ajectives must be reduced to spec1flc goals and "yardstlcks"
determined for measuring a person's progress in achieving them. O‘\ntrols
will be required for their accomplishment in terms of When? ' Where? How
Much? and How? Broad, general objective statements suffer from the short-
~ coming of not ot being expresséd in terms of predetemlnable desn‘ed results '
~They may- also-lack Jmplenentlng controls -over -action prograxrs to -réalize- -
definite results in terms of satisfactions and rewards for work well done
Standards must be built into objectives so that a person can measure to
what extent and how well he accomplishes the magnitude of- performances
built into an obJectlve

CREATING SPECIFIC OBJECTIVES MEASURABLE FOR ACCOMPLISHMENT

!
CONTINUING OR SPECIFIC OR
QUALITATIVE S QUANTIATIVE
OBJECTIVE OBJECTIVE .
@ GENERAL STATEMENT . ) @ .REALIZED THROUGH
‘'OF ONGOING INTENT ALLOCATED RESOURCES
® INGEFINITE AS TO © HAVE DUE DATES FOR
REQUIRED RESULTS . ACCOMPLISHMENT
® SUPPORTED ONLY BY ® GIVEN PRIORITY FOR
GENERAL STRATEGY ACCOUNTABILITY
@ NOT MEASURABLE AS TO ® RESULTS DEFINED IN
SPECIFIC RESULTS 7 6 MEASURABLE UNITS
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Objectives generally should be few in number. However, they should
also represent the hard core of fundamental purposes which a person has
finally agreed within himself are essential to success in his definition of
life mission and directions to be taken for career purposes and personal
growth. Fanning out from a person's definition of his life mission and
the first level of long-range objectives are multiple layers of means or
strategic action plans. These represent the ways an individual proposed

" to achieve major life and career purposes.- These represent key result

areas required for success in the many facts of activities, occupations
and use of leisure tlme

A1l people have objectives. Generally they are unwritten and often-
times only informal expressions of continuing goals which they would like
to ackieve. These purposes underlie practices of self-management as people
would like to see themselves achieve or become. An objective accordingly
becomes a planned, needed result which an individual expressly wishes to

achieve. When it is reduced to a L., cost and self-—managenent responsi~

bility it becomes a specific objective. It becomes a person's standard

for performance -and achievenet.

Specific obJectlvea should be formulated to meet key results requlred

~ for those successes which a person feels he should achieve in life. Ini~

tlally they may tend to be concentrated in the area of getting-a ,]ob and
ea.rm.ng a salary. A statement, definition or understandmg of life mis-
sion is generally bypassed ,

The creation of a body of personal and self-management objectives

‘does not result from a one-time effort in life/career plamning. It will

involve years of pla.nnlng efforts by a person before a realizable, working

" body of objectives is evolved. They eventually should become achievement

goals for all aspects of a perscn's life -~ occupational, leisure time,

' ’marrlage famlly relatlonshlps or any act1v1tles he enters

CHARACTERISTICS OF PERSONAL STRATEGIES

DESIRABLE =~ UNDESIRABLE
~r . ».}
e WITHIN AVAILABLE RESOURCES o HIGH RISK TO MISUSE OF RESOURCES
e HAEASONABLE RISK-TAKING : o LACK OF ALTERNATIVES FOH CHOICE
e FULL UTILIZATION OF RESOURCE e POOR MOTIVATION TO CARRY

OUT ACTION PLANS
o CONSISTENT WITH OTHER

STRATEGIES e DO NOT MAXIMIZE RESULTS SOUGHT
e POSBSESS SYNERGISTIC EFFECT e LACK STANDARDS FOR PERFORMANCE
63
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Objectives may be classified according to the categories of the key
result areas. These may be reordered or modified to meet the particuiar
requirements of the individual's fulfilling his life mission and the range
of purposes and their priorities which he wishes to follow in his practice
of sell-management. These include:

) Obgectlve(e) representing a clearly thoughtout and defined life
mission

‘® Objective(s) to achieve a capability for self-support, income

and profit

° Objective(s) for the development of the total (body, mlnd per-
sonality) potentiality for growth

° Objective(s) for the performance of recognized and specific
social responsibilities

® Objective(s) to acquire more knowledge or improved skills that
are marketable or satisfy personal needs

o Objectlve(s) to result in a demand for a person s assets in the
' Jjob market :

° Objective(s) to achieve an ability for self-management.
] Objective(s) to acquire positive wttitudes and motivational forces

° Objective(s) to improve one's capacity for creat1V1ty and innova-
tive skills

_..Objectives formulated for. personal achievement and improved sell-

man%genent represent directions in which a person wishes to go. Once &

person's objectives have been thoroughly analyzed and decided upon they
should; (a) instill unity of purpose into all his activities and life as
a.whole, (b) increase his motivation for self-management, (c) place am-
phasis in activities upon results and standards of performance, (d) pro-
vide premises for problem solving, de01elon-mak1ng and implementing actions
required throughout one's life time, (e) lmprove coordination and balance
between various parts or facets of a person's total life activities, (f)
improve a person's capability for communicating reasons for his behavior
to others as may be required, (g) demand a categorical or imperative ef-
fort for results through selfl-management, and (i) establish a basis for a
person's measuring the results of his performances in self-management.

It is desirable to distinguish certain eriteria that are essential
from those that are desiruvle attributes of objectives: Kssential criteria ——
(a) Are they feasible (can they be accomplished)? (b) Are they suitable
(will they take you in the direction you want to go)? (c) Are they. valu-
able (are they worth the price you are going to have to pay for their re-

-sults)? (d) Are they achievable (is the objective practical and within

your ability to achieve it)? Desirable criteria -- (a) Are the objectives
adaptable (may they be amended, changed and sufficiently flexible to handle
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changes of direction in a person's life or in coping with a rapidly chang-
ing environment)? (b) Are the results of achieving objectives measurable
(can progress towards the accomplishment of an obJective be measured and
evaluated)?

All objectives should contain values that are capable of inspiring a
person's commitment to realizing them!

The test-by-fire of a person's ability for self-management is to es-
tablish muscle-stretching but achievable objectives. It represents a sig-
. nificant mark of an individual's purposeful living and the sense of di-
rection which it provides to his entire life and all his activites. Ob- .
jectives set in the process of self-management will establlsh the level
and tone for the efforts, direction and results of a person's entire life
and career plans. Should a person flounder confusedly, prove indecisive -
or formilate erroneous or inadequate objectives, his mistakes and poor
self-management will be compounded down through the levels of his strategic
action plans, programs and projects.

. .STRATEGIES SNMOULD BALANCE -RESOURCES W
ACHIEVABLE OBJECTIVES . s

21 M

OBJECTIVE STRONG AND
TOO AMBITIOUS ADEQUATE RESOURCES
STRATEGY WITH ) - NON-CHALLENGING
INADEQUATE RESOURCES OBJECTIVE

TRADE-OFF8 REQUIRED TO BALANCE OBJECTIVES WITH STRATEGIES

Once objectives have been accepted as directional prJn01nles ‘for self-
management, they become regulatory aids for decision-making and the reso-
lution of problem issues affecting all activities in a person's life. De-

sirable qualities of a body of personal objectives include:

° Continuing objectives should express the long-range strategic pur-
poses of an individual. They should not require frequent and major
revisions. Specific objectives, on the other hand, are shorter term
and ''tactical" in nature. They may be modified and accomodated to
external and internal changes. They represent short- and interme-
diate~term goals for the directions whnch a person wishes to take.
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® Specilicity of precise and exact result in long-range :.ud continuing
objectives is not always nor absolutely necessary, meaningful oi
critical. TFor shorter-term objectives, however, they are essential.
Continuing objectives should be broken down into spe01flc ‘objectives . ¢
. with working details distributed down through action plans as stand- = : -
ards and guides to’ perfonnance for results in self—management s

] A complete body of balanced and 1nclus1ve ObJeCtlveS in all Key re- .vl‘uc
~ sult areas for self—managenent performances is essentlal to ]1fe/
| career successes. '

° The organlzatlon priorities, elarlty of statement and understand— '*

' ing of objectives should be perfected to the degree that they pro—;'~
vide a practical basis for de01s1on—mak1ng p01nts and practlces 1n -
all areas of -a person's actlvntles , ; N

o Self-management for results should gradually. acqulre greater Am- ;?f
portance and application as a consequence to the developnent ofv
a realistic and balanced body of obJectlves They will provide
1nd1spen51ble gu1de11nes for d:rectlons and de01s1ons requiredf
" for successful self—managemeut Deflnltlons of gersonal purposes_
and a hierarchy of objectives, ‘both continuing and spec1flc dis-
tinguishes one individual from all others. They are essentlal to
his quslity of uniqueness. ' : :

The purpose of llfe/career plannlng is to obtain specific results
from improved performances in self-management. All individuals, once they
have acquired knowledge and skills in the practice of 11fe/career plannlng,
will agree that they can achieve reasonable goals once they have been care—f,7L
tully worked out and defined for achievement.
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Aruitoxt provided by Eic:

STEPS IN SETTING LIFE/CAREER OBJECTIVES

After having established an information base about yourself and your future environment, the
second step in life/carcer planning is to set realistic objectives for yourself in all key result areas
representative of your desired future performances. The results of these objectives will be
essential to the happiness and satisfactions jhich you expect to realize from your life, career
aiid important activities, «-, "6 N

r

i ! .

° Develop a;slqleméni tor each key result area of your ongoing and qualitative intent for

performance, accomplishment or your being as a desired standard for achievement and as
a critically important life goal. This becomes your CONTINUING OBJECTIVE. Progress

towards its accomplishment is gererally not measurable. It provides the frame of

reference within which you will write a more specific objective.

° The continuing objective is then analyzed.and rewritten to describe a performance or
accomplishment to be achieved within a limited period of time and the use of particular
resources in terms of costs, time and skilled efforts, This definition of purpose embodies a
SPECIFIC OBJECTIVE to be achieved in quantitative terms. Progress towards its

accomplishment also should be measurable. lts accomplishment is scheduled within a

limited planning period.

) An explanation of your reasons for writing the specifications of the specific objective
constitute tlie RATIONALE. It contains the priority to be assigned to the specific
ubjective. More importantly -it should analyze and state the consequences to you if the
specific objective is or is not accomplished.

. An analysis of the specific objective as to its feasibility, suitability, achievability and its
being expressed in quantitative terms and measurable for achieverrent rzpresents the
CRITIQUE. It provides a criticism of how you initially expressed the specific objective so
that it may be amended and rewritten in more concrete and measurable terms to fit your
needs and Jrecires. :

) The final step in preparing a specific objective for each of the key result arces is to write
and rewrite the specific objective so that it becomes a challenging but achievable goal
with results which you can measure. It should maximize the results from your resources.

The results of specific objectives are critically important to you for the realization of

your life/career plans. To the degree that the desired results are not achieved from your
objectives, you will experience corresponding deg, :es of unhappiness or dissatisfaction.
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EXAMPLES OF OBJECTIVES AND THEIR CRITIQUES

A.  Objectives for Realization of a Defined Life Purpose

Example No. 1

® CONTINUING OBJECTIVE: To realize my maximum sell-fullfilment through developing my
intellectual, physical and social capabilities as a human being.

e  SPECIFIC OBJECTIVE: To adopl a system of self-management practices in all my life activities by

. Time schedules ind vaction plans for each key result objective and their
(date) :
strategic action plans are described in my total life/career plan.

° RATIONALE: In preparing these statements of objectives | feel that it will require the sum total of
all my performances to realize my full life purpose or mission. Ifeéc’h 0frﬁy objectives are consistent I
with others, challenging and optimally utilfzing my above éver?xge tesources, I do not believe there is a
need for my creating a specific objective for a l{fe purpose. This effectively‘ requires measuring my.l
progress upon achieving objectives in each of my key resultvarcas. It is my belief that specific
objectives for various life and career purposes represent in their lolulify of accomplishment my life
missiun. 1 accordingly am distributing over the various key result arcas my varioﬁs goals for use of
leisure time. avocational and hobby purﬁuils, plans for retirement and the goals which will satisfy my
various marriage, religious, social and occupational neéds.

e  CRITIQUE: The achievement of a qualitative goal such as life purpose must necessarily be difficult to
measure except in terms of happiness and satisfactions which a person demands from his particular
life styie and value system, Progress in achievement of all other objectives may be measured directl.y
or indirectly from results of their accomplishments. This does not hold foran objective of life mission
or purpose except for one's personal assessment of the degree of satisfactions he feels on the progress

or the way he is Londucung hls lOldl hte s bchavnor

] SPECIFIC OBJECTIVE (REWRITTEN) To intensively siudy and adopt self-managemen? pmctlccs .

by 7 “in all key result areas of my life which will make me sallsﬁed wnh
ate) .

standards | have set for myself and happy with the results of my performances
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Example No. 2

CONTINUING OBJE.TIVE: To manage my entire life in such a way as to develop my unique

potentialities and resources and to achieve a direction for all my total life activities.

(RS PO
o

SPECIFIC OBJECTIVE: (a) To discover my aptitudes and inlércsls by " :
’ ‘ , (date)

(b) To learn the art of planning my life and the principles of self-management by

; and (c) To investigale a carcer in nursing and the future that this field

(date)
might hold for me.

RATIONALE: I have discovered that it is difficult to make any personal progress without setting
directions for myself in the form of clearly stated objectives. In order to achieve any‘ fulfillment of
my many desires | must first define results | want to accomplish and impose controls over aclivilies
which will help me achicve a large number of -purposes | want to accomplish in life. My greatest
difficulty is in-finding a meaning to man’s life itself so that | can then set a purposeful meaning to iny
own life. | question very muth whether or nol the specific objective | have written above is a
statement of the basic purpose I want in life. It would appear to be an objective of learning to know
myself better and an expression of my need to acquire policies to govern my behaviar.

CRITIQUE: The three-parl objective statement represenls séveral results of self-analysis and do not
necessarily define critical performances in key result areas. Two parts might more appropriately be
placed respectively under my developing income and sclé‘-management capabilities. As specific
objectives, periods of time and strategic means ight be developed for determi.ning aptitudes and N
interests, the selection of a carcer in health services, acqﬁi’ri'ag skills in planning ang the practice of
self-management controls. The real need of this person is to obtain an r'nderstanding of i1er life. This
will provide her with a purposeful meaning for her rational activities and possibly a non-rational belicf
that will have an overa.ll influence over her behavior. Without arriving at some personal and

meaningful purpose in her life, it will be difficult for her to write -any specific objective for a life

~ mission as illustrated in the following attempt to redraft the life miss’ion"statemcnt.

SPECIFIC OBJECTIVE (REWRITTEN): To undertake a search, which may be lifelong, for the
meaning of my being and life so that { can discover a purpose for myself for the standards of behavior

according to which | want to live.
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° To study within the next two years myself and others as worthwhile human beings and apply
self-management principles and practices which will result in a better quality of life for me.

® To adopt self-management policies which willl improve my personal behavior and conduct and
the daily relationships .l have with other people. (Details of specific objectt;ve.‘v, results and

schedules omitted)

Example No. 3

CONTINUING OBJECTIVE: My life purpose is to participate in the dmne order of God’s creatlon
and to live in the way 1 was educated by my parents and accordmg to the precepts of the bible.
SPECIFIC OBJECTIVE: To obtain a better understanding of myself and fellowmen, the Writingn of
the great philosophers and to practice . ten commandments throughdut my life.

RA’flONALE: I am still in process of determining my career goals. However, I know that the
selection process will be strongly influenced by my beliefs and religious values. | stvrongly’n'eed a
better understanding of myself and the world I live in. I also tecognizle that 1 should mnre actively
participate in social programs and activities of my church. I would like to make my needs for
self-improvement and bettering conditions of others a purpose of my everyday life. These feelings

should express themselves in a daily practice of charitable deeds and hopefully in a career which | am

_in process of choosing. This career may very probably be in one of the!ﬁelds of social service.

f

CRITIQUE: Both the continuing and specific objt}ctivcs represen‘jt strong idealistic or religious
atitdes twards fe. The secifc objctiv bein to spprosch the form of @ satement of dssired
performances which might be measured. However.it does not specify any personal ncco‘mp_lishments
to be achieve(i within given time periods although it may be recognized .as an ovérall goal of lifelong

activities. To make the specific objective more measurable, it inight be detailed out with a schedule of

readings to be c0mpleted w1th1n a glven time penod (one or twor ,,. ars) and speual studles to be made

which will give the individual a better understandmg of human behavior. A list of pr.u.uccs for
self-improvement, which would be few in number at the beginning but could increqsy o She person.

becomes practised in charity and other acts. In peiformances of his improved practices of béhavior,

“ readings and studies he should be able to measure progress towards his speciﬁélobjectiv'e. The critique
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might include, morcover, that the specific performances described in the specific’ life mission

objective might be better placed under the key result arcas of self-management and improvement,

innovative behavior or social responsibilities. As various statements of personal life mission arg., -

examined it becomes clear that they are closely related to one's beliefs, philosophy of lifgu()r value
systems.
SPECIFIC OBJECTIVE (REWRITTEN): To complete the reading of threé (3) bgg_ké by

recommended b~ .. iu230r which will give me a better understanding of

(date)
myself and the behavior of other human beings, to read two (2) books in philosophy recommended

by my minister or a teacher by y _;and to practise the following activities
: (date)

for self-improvement or help to others as listed below until they become a part of my behavior and

. way of life.

.

o ~

Exdmple No. 4 o » S

CONTINUING OBJECTIVE: To beneficially influence as many people as possible in an

underdeveloped country so as to improve their conditions of health, education and social ways.

SPECIFIC OBJECTIVE: To prepare myself in the next two years (1) to gain entrance into a nursing. .~

program by

: (2) to complete a nursing program at St. Josepiis Hospital
(date) ‘

two years afterwards; and (3) to become affiliated with a medical missionary group.

RATIONALE: The mai.hg-“purpose of my existence and the strong compassion I have for people who
are deprived of most advantages‘in life will be my contribution to the betterment of-mankind. This
attitude has been formed in part by my having lived in a Central American country as a child.
Furthermore | became bilingual and have continued my Spanish after returning to the U. 8. My
aptitudes and interests indicate that | wouid probably be successful in the health field. Nurses are

greatly in demund in all the undeveloped areas of Africa, Latin America and Asia.

CRITIQUE: The specific objective does not follow from nor out of the continuing objective. It may

be more identified with a career dbjéctive than a life mission. However, it is an identification of a life

fpurpose which the person wishes to adopt and is most comfortable with. It cannot be faulted.

Selecting the nursing field, however, Arepres‘ent‘s pesfuisance in the key result area of achieving a

At

(.
&7y
N L



B.

capability for income, the selection of a career field and a means of entry into it. It should be
recognized that social, religious or ‘cv)ther strong dedications of many people influence both their life
purpose as well as their selection of an occupation. The following draft of the rewritt.en speciﬁc
objective represents a career or income creating capability (first two parts) and the last a means of
realizing an aspect of her life mission.

SPECIFIC OBJECTIVE (REWRITTEN): (1) To complete at the Rutherford Technical Institute by

its two-year prenursing program with a grade average of B or better at a

(date) v
cost not to exceed $3600; (2) To en:nll in the nursing program of Webb Memorial Hospital and its

affiliated college to complete three .years of college and receive my RN by

: and (3) To apply for membership in the G erseas Nursing Corps of the

(date)
Evangelical Missionaries for a three-year contract as a registered nurse in Central America during my

final year before receiving my R. N.

Objectives for Achievement u Self-Support and Income Caj.. -uities

Example No. 1

CONTINUING OBJECTIVE: To acquire .the necessary skills and educational background to become a
medical technician with the intention of returning to the university for a degree ‘in one of the health
sciences after having obtained experience and accumulated some savings from working.

SPECIFIC OBIECTIVE: To complete the two-year curriculum for an A, A. degree as offered at the

neighboring technical institute near my home after graduation from high schoot.

RATIONALE: | do not have the financial resources to complete four years of college without

working. I mnust find some way to earn my *i~ing while completing a desired 4-year university course
for a degree. With two years of college in the health management sciences, specializing in X-Ray
Technology, I feel that ! can support myself while completing an educational program for becoming a

hospital administrator. I am still not completely certain whether I wish to go into the health field or -

‘some form of social work. This program and experience while working should clarify my career goals.

Right now my major goal is to find an occupation that I like and which will support me while

[

finishing my education. 86
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CRITIQUE: This decision as to making » ﬁnﬂ career choice is not unusual. From tests she has taken,
school records and her interest profiles she appears to have the qualifications for entering either social
service or health care occupations. The specific objective might be rewritten to include
uccamplishmcnt according to certain dme schedules, cost limitations and a level of academic

performances medsured by grades she proposes to receive. The planning span for the specific objective

__is rather long. It will require a minimum of 4 to S years for accomplishment. It migit be desirable for

her to create another specific objective for herself after her vt :aining a job in two and a half years

which will provide lier with an income while finishing college.

SPECIFIC OBJECTIVE (REWRITTEN): To complete by , at a minimum
(date)

cost of $800 a year while living at home, with a B or better average in my grades in a curriculumn at

Hamilton Technical Institute which will qualify me as an X-Ray technician at the Fisher Childrens

Clinic.

e To obtain a B.S. degree in ;mrsing while going to school parttime within four vears after
completing the two-year institute program.

° To take several courses in the social sciences before my B. S. degree which will qualify me for

entry into a R. N. career if my interests are in this direction,

Example No. 2

O
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CONTINUING OBJECTIVES: To study a minimum of three occupational fields related to mechanics

and to select one for which | have the greatest aptitudes, interests and possibilities of a career.

SPECIFIC OBJECTIVE: To complete a study by _ of occupations in auto,
_ : (date) ‘

aircraft and heavy equipment mechanical repairs which must suitably fit my aptitudes, profile of

interest and schedule a program of studies and experiences to qualify me for entry into the job

market.

RATIONALE: | enjoy working with machinery and repairing equipment. I have earned high grades in

physics and machine shop courses in school. I have also had two years of drafting. If I go into any

occupation involving mechanics [ want to obtain the best training that I can get. [ want somethir_ig

more than just ajob, The occupation I’'m looking for must offer more than a pay check and a time to
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Example No. 3

begin and quil work. I want a certain account of independence. | would like to be able to work on

the inechanics of a piece of equipment so that I can imprave its operations.

- CRITIQUE: Should the writer of the above objectives and rationale remaii in college? He is presently

finishing his freshman year. He has indicated a strong desire ‘tu transfer into a vocational school
studying auto mechanics. Family pressures induced him to enroll in college. A good student un.d
serious as to the most beneficial use of his talents, he has reached a decision point of transferring toa-
‘trade school. Following graduation from a two-year program, he would like to enroll in an advanced
school of auto mechanics conducted by one of the large automobile manufacturers. Following
discussions with his guidance councellor, the student rewrote two specific objectives as follows:
SPECIFIC OBJECTIVE (REWRITTEN):

° Following a study and selection of an occupation in mechanics to be completed by

- , 1 will enroll in classes at __ Technical
(date) » (name
Institute’ and graduate . My tuition, living
: (date) ~ (date)
and other costs for two years will be budgeted for not more than $
{amount)
My graduate average for all courses will be 3.5 or better. '

° To enroll in an advanced school of auto mechanics at Institute in

. Michigan following my combletion of the two year program at
B

Technical Institute and graduate in the upper 10% of the class at a

cost not to exceed $3000.

CONTINUING OBJECTIVE: To determine the best occupétional field for my particular aptitudes
and interests and undertake a course of studies and work experiences to obtain a job within this -
chosen occupation. |

SPECIFIC OBJECTIVE: To meet with my’ counselors for an inte:pretation of test duta.ohv_my_. |
aptitudes and interests and match these assets with the oceupational requirements-in three job fields

in which I am interested (clectrical and plumbing contracting and rock masonry).
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RATIONALE: I have only a few years left for either college or trade school to qualify myself for a
job which will enable me to earn a living for myself. Some rollege work may be desirable but I feel
that two years of vocational training after high school will meet my needs for the training I need for
successful entry into the job market. I am primaril_y interested in a §ervicg type of trade which
requires state licensing or cértiﬁcation such as a contractor in plumbing, elec.trical or a similar form of
" work. Eventually I would also like to form my own independent business. I have the aggressiveness
needed to contact people and sell my services. | would also like to include in the education 1 shall
need several courses for small business, expecially accounting, marketing and general management.
My counselor, friends and parents have advised me that I will probably benefit more frém this céreer
plan for an occupational field than spending four years in college since I have no interest nor desire
for entering a “white collar’" profession. I want a job where I can work with my hands and in a field

where | can someday build my own business,

CRITIQUE: The specific objective does not tie down thg time by which‘the meeting with the

counselor will be held nor th'e periods of courses for obtaining occupational skills. The person should

also set a due date for matching of his skills against various job requiremeﬁts. The ra;ionale st.rongly'

indicates his selecting a skilled trade. This was later confirmed from interviews‘and test records; The
_ objective was accordingly rewritten incorporating several strategic means for its accomplishment.

SPECIFIC OBJECTIVE (REWRI’]‘[‘EN: To complete my study and choice of an occhpational by

and two years of vocational training qualifying me for entry into one of
(date) ‘

my present occupational interests by _ according to the following schedule.
(date) g ,
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Example No. 4

CONTINUING OBJECTIVE: Within a planning span of my next two years in school and by

, | shall eyrn an initiai income commensurate with my education and

(date)

acquired skills so that | cap enjoy the pleasures and benefits of life related to my family. Iriends and
interests.

SPECIFIC OBJECTIVE: | will enter the work force in the field of mar'.cung management in onc of
the Southeastern States as a traince. The purpose of my first job will be to obtain experience
necessary to advance into more responsible and higher paying positions.

RATIONALE: The position ohtained upon my entry into the job market will prob_ubly not f{ully
permit me to satisfy all my immediate wants. My leisure time will be limited. Furthermore m.uny of
the goals which 1 presently have sei for myself in other key result areas ﬁusl become secondary to
my becoming established in my careér field.

CRITIQUE: The continuing objective contains some of the rationale which would jusiify the
selection of a career rather than represent an objective of entry into the job market. The specific
objective might also be describe;d as a continuing objective. It should be rewritten tn include a tirme
schedule. budget of costs and due dates for desired performances. -

SPECIFIC bBJECTlVE (REWRITTEN): To obtain a n'wrkcling management position in the
southeast as a trainee by at a maximum of § ‘_

(date)

according to the following schedule of desired results. (From my life/career strategic plans to achieve

objectives)
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c. Objectives for Realization of Potentiality for Growth

Example No. 1

' CORNTINUING OBJECTIVE: To grow as a person and mature in every way possible according 1o my
particular aptitudes and interests which will realize my potentialities not only for a carcer but in all
my life activities.

& SPECIFIC OBJECTIVE: To concentrate upon increasing my knowledge of language and life sciences;
to improve my communiculion’ and understanding of other people; and. - wnaintain the good health
and cupabilily in sports which I now possess.

e  RATIONALE: Fron experience I have gained in working on school publications 1 would like to -
become an editor on a professional magazine, preferably in a biological séience; This is first of scveral
alternatives in which I am presently very interested. However, I recognize that if | continue to grow in
knowledge, mature emotionally, develop my ability to communicate and work wi{h other's and
become genuinely concerned with the welfare of others, | shall realize my full potantiality in life,
Further growth and development of my portential capabilities, which have been indicafed as above
average, will make it possible for me to make greater contributions to my fellowmen and to advance

in a number of career fields for which I feel 1 am able to enter.

° CRITIQUE: Emphazis upon realizing onc’s potent.ia]ity for growth rates high in cvcryonc’§ key result
areas. Performances are related .ch person's aptitudes fortified by intcrests. A statement (,_)j;d*
specific objective in this area, however, is endangered by its 'bgcor11ipg simply an expression ot"
ongoing, general intent. Tt bec'omes a qualitative continuing objective. It may be desirable to break
down the parts of the specific objective into a number of specific objectives and assign to each par
schedules for accomplishment, standards by which performances are lg;t_)e measured, prioritics for
achievement, and costs in time and money. This resul;s in the specific objective becoming concrete,

realizable goals to be achieved according to a timetable. Other more-advanced goals can later be set

for accomplishment in curr);ing out the life/career plonning process,
91
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Example No. 2

° CONTINUING OBJECTIVE: To concentritc tpon (1) my developent through educational coarscs
of gieatest interest to me: (2) achieving a maturity: of emotionad relationships with others: and (3)
acquiring skills which will provide mie with entry into my chosen occupational field and advancement
in it.

e  SPECIFIC OBJECTIVE:

» To complete two courses in the psychology of human behavior which will improve my
knowledge of people and will be of major benefit to me personally.
e »o stabilize my relationships with the opposite sex so as to acquire a more serious attitude
. towaids a longer-term relationship with a pérticular boy friend.

. RATIONALE: The acquisition of skills for a career represents part of my growth potential. Increasing
my understanding of human behavior and relations may well be_ part of my career goals: My personal
development has become recognizable to me in the past year as something that 1 can measure by the
collection of bodies of information and improved understandings which | gm acquiring. One of my ,
greates® needs in the future will be control over my ewiotions, my relationships with others and »
becoming a fully balanced person in termns of satisfying my physiological as well as psy;:h()lbgicul
needs. My basic life mission is one of fullfilling certain ambitions | have as a person with an aptitude

for working with others. I am stmﬁgly convinced of the importance of the individual's worth and I'm
concerned with finding some particular person with whc:m 1 may become permanently attached who
shores the same valac system as mysell.

[ CRITIQUE: The person preparing the above objectives recognizes the need for the specific objecti'vc

for growth being reduced to a singleness of purpose. One of the frequent characteristics of all

“objectives is their inclasion of several goals. These should be broken down into specific objectives;

cach with its own strutégic action plans and projects. The hrst of the w-+ spacific objectives above
.might include more definite performance requirements as - .. teula .-urses of studies to be taken, -

costs, grades to bhe achieved and their completion dates. The second specific objective represents

qualitative chuﬁgcs in the individaal. It may be very difficult for a person to detcrmine t'lllc form of
73
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changes desired. set nonns for a more serious attitude towards and a long-term relationship with a
person ol the opposite sex. She also refined her potentiality for growth to one of achicving stable
emotional maturty through a better identification of her valae system and finding someone who'is’
compatible with these values.

° SPECIFIC OBJECTIVE (REWRITTEN): To devclop both a creed (value system for my~life) by.

and creating a body of policies for self-management of my behavior by _

___which will serve as standards for identifying a boy friend who has similar norms of behavior.

D.  Objectives for Accomplishment of Specific Social Responsibilities.

Example No. 1

- CONTINUING OBJECTIVE: To become active in a political action group to improve our system of
government as soon as possible and to work for social and political changes necded for better
leadership and honesty in government. |

e SPECIFIC OBJECTIVE: To- apply for inembership in several groups working for political reform
which are active in seeking changes in government that will strengthen our form of representative
government and reduce corruption among our political leaders.

® RATIONALE: Improvement in govcrnmc11l could represent both my greatest contribution as well as
my responsibility as a citizen. Fam éonviﬁced that all’.ci-ti.zér;s must become involved in upgrading the

quality of our leadership in government. Recent cvents in politics has clarificd my beliel that too

many of our elected officers are solely self-serving individuals and are not dedicated to the service of
the public both in our state and federal governments, Too many (;('nur overstaffed civil servics as well
as clected officials are using then jnh:: primarily to tap thL‘ public till and achiceve security for
retirenient. Many might be appraiscd as incompetent in the performance of their jobs. 10 is essential
to our country’s Tuture that our elected officials-and the civil servants be upgraded i their hotiesty
and capabilities. Unless this is accomplished. th%' United States will deteriorate in its management.
Too many major crises now face the nation. Greater threats to its prosperity and the preservation of

principles on which the country was founded may be anticipated.

. CRITIQU™ - student’s rationale for undertuking the specific objective is both welt founded and
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desirable. This goal, however, should be made more concrete in terms of time, costs, due dates for
performances and the tangible results to be accomplished from the achievemient of his objective.
Ohjectives sll'.*ling accomplishable 1'951|Its become micasurable and represent concrete performances
towards whicn a person may work as measurable targets.

° SPECIFIC OBJECTIVE (REWRITTEN): To join the Young Bi-Partison Committee for Reform in

Government by and cbntribute — of my time without cost

to its programs and $ per month for political changes needed in our state of
—_andin the'F.ederaI Government. | |
Example No. 2
e  CONTINUING OBJECTIVE: To meet the needs of social groups in which [ am active and the society
in general on which 1 depend required of me as a god citizen and in retumn for the priviieges which
the societies give me as a member. |
'y SPECIFIC OBJECTIVE: Té select and join social service groups which will not necessarily be related - . '
to my career field and t.o which I can vol.untarily contribute a part of my timé.
e ~ RATIONALE: There are many personal characteristics which 1 would like to d=velop in improving

myself as a person in my social relation.s‘hips to others. These are related fo my plans for

ety

which I depend for a great many of my rights and priviléges. I feel that I should make some sort of
contribution to these different groups. I also feel that I should undertake activities unrelated tomy -

career field, 1 believe that I should become active politically, culturally and in areas which will

improve the welfare of others. One field in which I can immediately becom: active is a local gr--up

which' is concerned with environmental improvement and the conservaticn of our natural resources.

° CRITIQUE: This person is concerned with the development of his capability for sc::ability or

effective relationships with ofhefs vs. the performance of various degrecs of responsib‘ilities he has to

socicty. Like many other people he speaks vaguely of being concerned about. tie welfare of others. - -

However, he doesn’t finzlly tie down a specific cbjective for himself socially until he writes a spec_iﬁc
. - : - : C 5 -

f

objective aimed at ecological improvement through membership in a group active in his area._'
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E.

SPECIFIC OBJECTIVE (REWRITTEN): To join the e COUMLyY

Environmental and Conservation League by and  contribatle

of hours of work per week to its projects al a cost not to excecd

. Results from this objectiive will be the realization of the purpose of the

CECL.

Objectives for Acquisition of Abilities That are Marketable or Satisfy Personal needs

Example No. 1

CONTINUING OBJECTIVE: To deveiop skills and knowledge in those recreational fields which will
increase niy capabilitie: for social relationships related to iny career objective in physiotherapy.
SPECIFIC OBJECTIVE: To develop an expertise in a large number of recrational activities which
will improve my making and improving contacts with patients but which will also prove relaxing and
enjoyable to myself.

RATIONALE: This objective is designed cither to develop and acquire abilities which are career

related or which will satisfy personal needs and not necessarily have an economic return, They can do

both. It is not necessary that all abilities be job related. For many people, however, tiiey will have an

economic value. 11 may be desirable as a part of your self-analysis and career objectives to separate the
two, Marketable abilities will become part of one’s skills which are job related. Abilities or interests

which satisly personal needs are generally leisure time or avocational activitics.

CRITIQUE: Various recreational activities will be developed throughout various stages of a person’s

life. Many of the skills planned for acquisition by the person preparing this specific objective included

- a number of handicrafts that she would enjoy personally as well as teaching to the handicapped with

whom she would be working. It would be advantageous to her to schedule out over a period of a two

\

year planning span two or three recreational skills which she would acquire that would be satisfying

to her personally as well as applicable in her work. The specific objective should include a date by

which the skills are achieved. They should not be too many nor involve a higher percent of one's time

and efforts which might be allocated to other objectives,
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SPECIFIC OBJECTIVE (REWRITTEN): To achieve skills in and
. : (ability)

by atacostnottoexceed$ ___ ...
(ubility) (dute) (o)

My skills in these recrealional activities will be measured by the lellowing performances.

Example No. 2

CONTINUING OBJECTIVE: To develop several of my interests which will permit me to broaden my
social contacts and provide me.with activities which | can enjoy by myself in my leisure time.
SPECIFIC OBJECTIVE: To participate in programs which will develop imnproved capabilities which
will have Iong;‘terrn satisfactions for me in: . |

° Playing bridge and permit my joining several bridge clubs in my area

o Acquiring skills in painting (or crochetting).

RATIONALE: | presently enjoy playing brizge, painting, and crochetting. My efforts, however, are
those of an -mateur although | enjoy the activities very much. Bridge brings me into contact with a
number of people whom I like and provides me with many enjoyuble evenings and afternoons. I have
soine talent for art and would like to take up painting ;ith::r’in water colors or oilsy. Crochetting and

sewing are other activities which 1 enjoy very much and could take up much of my leisurc time.

Several ways or strategic means fqr developing these skills are available to me. Neither of these
interests are related to my career objectives and would be undertaken solely for my personal
enjoyment.

CRITIQUE: The continuing objective often includes multiple goals for accomplishment. These should
be reduced to single pu.rposes in specific objectives. Unless this is donc oné’s use of his time, moncy
and efforts may come.into conflict with each other in the strategic means choosen to achieve the
objectives within a single key result area. When a continuing objective contains two or many specilic
objectives, it should be broken dowﬁ into separate ‘objectives, priority given to each, and separate
strategies selected for their individual accomplishment. Frequently many key result areas will have
several or more specific objectives. Each should be specifically defined an'(i Msupported by the
appropriate strutcg'iCS' l'or. its particular accomplishment. Unless ‘this breakdown is made for

distinguishing every spccific objective, it will be difficult to'distribute one’s personal resources over 4
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number ol strategies to realize concrete results sought as measurable accomplishments.
e  SPECIFIC OBJECTIVES (REWRITTEN): To undertake two programs for personal development

which will primarily be satisfying to my personal life as follows:

e ' To complete by at a cost of § __ bridge lessons at
(date ) . . . ‘

the Highbridge Women’s Club which will qualify me to enter their tournament games-in 19 .

° To join the painting classes at Rockford Art Museum on and enroll in

(date)
their oil painting classes offered from 1o at a
: (date) (date)
cost of § and complete two portraits in oil which will be shown at the

exhibition of the Museum on

(date)
F. Objective For Obtaining A Demand for Personal Assets on the Job Market

Example No. 1

e  CONTINUING OBJECTIVE: To create a promotional cammpaign for my entry into the job market
which will interest potential employers iri ' my qualifications for employment and result in my
obtaining a job I would like in furnitnr>e sales based upon my edllxcation in home economics, office
and home furnishing.

e SPECIFIC OBJECTIVE: To develop # list of employers whom I might contact for employment as a
sales trainee beginning with opportunities for advancement and some travel to various parts of the U.
S.

® RATIONALE: ! shall be completing all education which presently I feel will be niceded to enter and

" advance in a sales/marketing job in the furniture industry over the next 7 to 10 years. | woﬁld like to

begin as a sé\lesmun in one of the furniture manufacturing companies. I have worked several summers
in the advertising departments of two companies in the industry. I have been asked by one of the
companies to come back after graduation and join their sales departments. There are quite a number
of manufacturers within a radius of about 100 miles whom I can contact. Although 1 know I must
prove mysell with my future cmployer I want to find a sales job which offers me not only
advancement but the possiblity of relocation to another part of th.c country.

o  CRITIQUE: Since there are a substantial number of employers in the area, it is probable that a
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;mber of them will have national sales organizations and offer better opportunities for a woman in
sales than others. These should be sought out and applications made to these particular companies.
The strategies for the specific object should spell our various action plans and projécts which, when .
carried out within time limits and costs allocated by the specific objective, result in the specific type
of employment by a company which will offer her the advantages from the job she seeks.

SPECIFIC OBJECTIVE (REWRITTEN): To prepare a list of‘ ﬁ\}c potential employers who offer a

sales training program by to whom | will mail a resume on

Interviews with these  companies should be completed from

to with all costs for resumes, mailing and

travel not to exceed $

Example No. 2

CONTINUING OBJECTIVE: To develop specialized capabilities and personal qualities which will

make mie a desirable applicant to a prospective' employer and result in his hiring me as of

-and advancing e in my particular career field.

SPECIFIC OBJECTIVE: To complete necessary educational courses and acquire specific skills which
are above average Or the minimnal qualifications for entry into the occupation of

which I will be prepared to enter.

RATIONALE: Part of my strategies will require me to obtain information on specific qualifications
and rcquireﬁlgnts employers demand from applicants in my career field. It will also require that 1
determine a limited number of employers for whom | would like to work. | shouid then present my
application .and qualifications to them in such an advantageous manner that 1 will be lsclcctcd over
other applicants competing for a position with thein. It also means that I must acquire certain
qualifying assets from education, experience and on-the-job training. An employer Sh‘OIJ]d evaluate
these skills and personal qualities as making me preferable over other applicants.

CRITIQUE: Deterniining several years in advance of entry into the job market what particular assets
an employer will seek from job applicants in an occupational field is a very desirable strategy to

create a demand for your assets in the job market. This requires a person to spend time in researching
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out the specific lquulill”lcuticms for his entry into the several career ficlds in which he is interested.
Secondly he should scek to meet these requivements by courses he will take in school, parttime jubs.
on-the-job training and applicable experiences he may acquire in career-related tields. Thirdly. he
should be able to present these acquired skills, knowledge and experiences in a resume and interviews
in such a way that a prospective employer can only appraise his upplication for a job opening
preferentially. Creating this demand for employment may also involve one’s making a favorable
imprcssion on a prospective employer th;ough an internship served in the company, personal contacts
and influential references. This specific objective like all others should be detailed out with scheduled
means and costs for their accomplishment. Due dates when the specific objgétive will be achieved

~should always be assigned. The strategic means and control ove;;l;eir being carried out are major
indicators of good self-management.

e  SPECIFIC OBJECTIVE (REWRITTEN): To complétc by (three months after y

(date)
graduation from college) the following qualifications as unique personal assets which will make me an

exceptional applicant for a position as with the following five employers:

(job title)
(list 5f employers
G. Objectives for Achievement of a Self-Management Capability
Example No.!1
o  CONTINUING OBJECTIVE: To develop a body pe;sonal pulicies and a system of values which | can

practice in the conduct of all my life activities which will improve my behavior and help me
distinguish right from: wrong.

e  SPECIFIC OBJECTIVE: To undertake a study and prepare a list of behavioral policies and a
philosophy of ethics which I can use as a base in my decision makipg. Furthermore, these decisions
should chanunel my efforts towards important goals. Too maﬁy of my activities are not aimed towards
pcrfonnances’criiicéi toAthé sucuessand .ha‘pbinésé expected from my objectives in life. The absence
of a rational b‘()dSl ol governing policies and an expression of my non-rational values and beliefs is
substantially subtracting from ﬁly capability for managing my efforts to achieve results from almost

all objectives | have created for myself.
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CRITIQUE: Policies, behavioral rules and a code of ethics may be used as a basis for decision making.
They are the strategic means to govern one'’s personal activities. They act as controls over action
plans, programs or projects to ucliieve objectives. The development of a personal value system and -
policies affecting all key perforr"nances of an individual are essential parts of an individual’s life/carecr
planning and decision-making process. This self-management "L)bjé‘cliw: reflects an individual's
conscious need for improving, his life through planning. This person evidently recognizes from his
self-analysis the importance of policies and a value system as a stragegic means to accomplish.
He.'formances critical to his successes. Both the adoption of policies and application of a value system
as a self-management tool will result in the strategic means and controls for the accompllshment of all
;)bjectivcs.

SPECIFIC OBJECTIVE (REWRITTEN):

® To prepare by

2 list of the most important objectives for my career in

(date)
and to create a body of policies by which will govern the choice of
(date)
my decisions over activities necessary for the achievement of my career objectives.
) To review my life plans every six months from to
(date)

and to amend my philosophy of values and- beliefs as to their

(date) -

application as a base for relevant decisions which I shall make.

Example No. 2 '

Aruitoxt provided by Eic:

CONTINUING OBJECTIVE: To improve the management of my resources, including time and
money, to achieve their maximum utilization for ti1e accomplishment of my life, career and oth<':r
plans.

SPECIFIC OBJECTIVE: To undertuke a program of controls over the use of my time and» money
during the next six months which will result in'(1) my spending four hours of concentrated and
undisturbed study a day, and (2) my developing and following a budget over all my expendntures
RATIONALE: There are a great many practlces which | may adopt to lmprove my. capability of
self-management. Thes: include habits of hygiene, an attitude of openmindedness, thinking ahead as

to the ¢.:~:quences of my acts and decisions and behaving in a manner which will cause everyone to




Q

Aruitoxt provided by Eic:

accept me. | can’t do all these things at once. Each of thes¢ strategic means or controls for my

A

ey

gersdnal improvement must be concentrated on one-by-one vr only a few at a time. Right now two of
the most important means for my self-management consist of a better use of the time which I have
quite a bit of money and which it seems I'm always short of. My whole difficulty, it scems, in
developing a capability for slelf-management is my lack of control over how l,l_\undle_money. and the
better use of my time. After studying the specific objective for this key result area, which I feel
should have top priority for development in my life and career pléhning, 1 teel that 1 should begin
with time schedules and budgets as a first step in sell-management. -

CRlTlQUE: Self-management is largely concerned with the carrying out of contfo-l;»d\iér strategic
means selected to achieve one's objectives. Major areas in which.controls will nced to be exercised are
for a person's intellectual, emotional, physical activities and specific life activitiés. Towards their
objectives he must mobilize all his resources. Self-management accordingly becomes a broad,
comprehensive coverage of all of a person’s development of habits, ways of behavior and the use of
. his time, money, friends and other assets he may have to improve his life or follow‘a particular life
style. It is desirable, after a person has completed his setting of objectives in all key result areas and
determining the strategic means he will use to achi.eve these objectives, to set controls on the optimal

use of his resources as a sel{~management guide.

SPECIFIC OBJECTIVE (REWRITTEN): To undertake a program of controls over the use of my time

and money by which wil! result in (1) spending four (4) hours of
(date)

concentrated and undisturbed study a day: (2) developing and following a budget over all iny

expenditures and income: and (3) collecting and systematically organizing in written form controls
over the strategies | have selected for achieving objectives in all key result arcas of my lile and career

plans.

Example No. 3

° CONTINUING OBJECTIVE: To acquire motivation and skills to manage.myself so that I can in turn

become capable of managing other people more effectively in jobs which 1 may hold in my carcer

field of marketing and sales. 1 0 1
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SPECIFIC OBJECTIVE: To study the behavioral causes for other people’s faiiure or success on their
jobs and abply this understanding to improve my own c;'ontrol‘ over people’s actions and reactions in
markctir;g, and sales.

RATIONALE: 1 perceive how the 4- muﬁagemcnl of other people must begin with a better

understanding of the ways and means I can use lo cause and control changes in my own hehavior.

Particularly will this be true in my carcer field of marketing where I'll bé held to mceliﬁé ;:.llllés'q.uoms
by people who will be accountable to me. To effect changes in other people must begin with the
capability of understanding how 1 cah improve and set standards for purposeful behavior in my own
activities. 1 do not feel that | can acquire inuch of this lcarning from books but must seek this
knowledge from observing and interpreting people's behavior either at work or socially.

CRITIQUE: A basic knowledge of human relations and behavior can be obtaine.d from books.
However, the capability of interpreting this knowledge and consciously applying it for
self-management and the management of others is oﬁly obtained out of understanding cveryday
dealings with élhers and one's specific program of improvement through self-cqntrols. -The above
specific objective”dibgs not program out a schedule for the acquisition of this capability.

SPECIFIC OBJECTIVE (REWRITTEN): To study the behavior of two individuals over the next two

months, to and prepare a written analysis on their
(date) (date)

to

behavior which results in their success or failure on the job. Beginning

(datc)
apply conclusions from this analysis to my own behavior so that my performances by

may be gauged according to the following measurements for improvement.
(date) ; :
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H.

Objectives for Acquisition of Positive Attitudes and Motivational forces

Example No. 1

CONTINUING OBJECTIVE: To develop and acquire positive attitudes toward major life nclivi‘lics
which. yvill”mnkc them important (v me unld cause me to take strategic actions to accomplish their
objectives.

SPECIFIC OBJECTIVE: To take a very positive and aggressive altitude towards realizing my career
and self-management plans by determining motivational causes for carrying out the various strategies
which 1 have selected for their achievement.

RATIONALE: In analyzing this specific objective, | discovered that my attitudes towards muny.
important things in life were indifferent or not positive enough for ﬁ1c to do the best work | :;m
capable of doing. This is true of my work in school and several jobs | have held..If | had adopted a
more positive attitude towards all forms of my work and been motivated to achieve higher results, |
would have had a much better record 6f performance than I have so far earned. My record of grades
in school, sports I’ve engaged in and suggestions | receivad from several employers indicate th.n 1
could have done much better if | had only adopted a positive attitude of putting forth my very best
efforts to do better work which | know I was capable of doihg. To motivate myself to higher

accomplishments | must determine how [ will be benefited from the rewards to doing above average

work. Money is importan( to me as well as advancement in my career plans. So also is being liked by

people and recognized for my accomplishments. " These can become important factors in acquiring

positive attitudes towards important performances.in my life.

CRITIQUE: Moving from the inertial, dead center of one’s life towards one’s objectives in all key
result areas is a difficult task for all people in transfering their plans into realitics. Tf]is ability
separates the doers from the dreamers. It represents a person’s capability to make things happen us he
wants them to occur. A positive attitude represents peoples’ beliefs or confidence that they are
capable of managing change in themselves or managing their environments #= it changes. Mqt.ivution is
the Jriving force in one's life. For any one or several ol many causes, it provides a continuing and

persevering effort and sustaining action to accomplish desired changes. The specific vbjective should
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Aruitoxt provided by Eic:

indicate the forms of positive attitude and motivations wlich are to be developed for particular '
objectives. Théy will be closely related to interest fields and as one’s interests change or increase,
attitudes may be positively oriented towards a great many people, important life activities and career
related interests. Attitudes and motivations do not exist in a vacuum. They must be related to a key

result arca.

SPECIFIC OBJECTIVE (REWRITTEN): To analyze by ' the importance of
various studies 1 am taking or shall take in school by determining their benefits 16 my career or

personal plans and to follow a schedule of study hours which assure my earning a

average in these courses

Example No. 2

CONTINUING OBJECTIVE: To reach an understanding of my purposes which will compel me to
pursue actions to get things donc which are important to me through positive ulliludcs and
motivations essential to suécess in all key result areas of my life/career plans.

SPECIFIC OBJECTIVE: To select three activities in which it is essential that I achieve desirable
performance for success and specify motivations necessary to undertake and carry out the strategic

action plans, programs and projects to achieve the objectives I have set for myself in these three

fields.

RATIONALE: One of the grea‘est difficulties | e};pcricnce in gc‘lling things done is putting myself.in
motion or moii_vating myself to do the things which are needed to accomplish a desired level of
perfo.nnanccs which I am capable of achieving. Too often 1 put off action plans for gclling things
done. Par of this procrastination has been due to my not clearly defining specific objectives for
myself. I feel that if I can set clear goals for myself 1 might better work out and pursue action pluns
for their achievement. 1 am also ()vc_rxw(llcln1cq_by the number of objectives which | need to set Tor
myself in what.are called the k;:y result areas fg{dl“ifc/\curcer success. The best way for me to take a
positive attitude towards getting things done and finding motivations for becoming successful is to
undertake only a few programs at a time. Having become successful in a kfewer number of endeavors | _

can then proceed to other objectives and their strategic action plans,
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Aruitoxt provided by Eic:

CRITIQUE: Adopting a positive, confident attitude towards being able to achieve realistic objectives

represents a most desirable mental set for their accomplishment. Confidences are generated [rom
successes. This is the first step towards purposeful accomplishments. The second inportant internal
cause within a person for taking action is motivation. This stems from many rational or non-rational
forces. It may be fear, need for recognition or security, ambition. interest linked with aptitudes, love,
distikes, ambition or many, many other factors making up a person’s total personality. They will be

hard to distinguish and define. They should be sought out-inan individual’s process of self-analysis

‘and, when applicable, made forces o drive himself towards the realization of his life/career goals. The

best start, as recommended by the writer of this specific objective will be the creation of positive
attitudes and motivations for only u few objectives. Actually, the development of positive attitudes

and motivations will become controls and strategic means for achicving all objectives.

SPECIFIC OBJECTIVE (REWRITTEN) .

Objective For Development Of An Innovative Capability

Example No. 1

CONTINUING OBJECTIVES: To seck out opportunities in the development o! my abilities or

changes occurring in my ‘environment which will be ways to improve myself or do things better or

differently than other people which are related to my various purposes in life.

SPECIFIC OBJECTIVE: To find new and better ways of handing my studies to earn higher grades
and to improve skills required on my part-time job at Casual Mix Department Store which will result
in reducing the time to do my work while simultaneously having higher outputs from my work.
RATIONALE: | tend to do my work much the same as everyone else. On several occasions I have
done things differently and in a way better than others. This was rewarded t;y mybboss giving me a
bonus. Efforts to do things differently and better than others is eusier in my parttime job than in
school. In school my teachers expect me to do my work in a certain way and like everyone clse. This
may be because they only consider me an average student. However, I fecl there are certain subjects
in which 1'm better than others and would like to work on some projects in journalism where 1 might

have an opportunity to prove my capability for expressing myseif better than others on our school




publications. Writing and journalism are two of the carezr fields I'm considering. It would seem to me

that an innovative capability is critical to success in these fields. It also seems to me that the quality

of innovation is important to achieving success in anyone's occupation if he wants to advance himself -~

and make more money.
CRITIQUE: The above contihuing and specific objectives represent expressions of ongoing personal - ’
intent. The specific objectives requires further definition of particular areas ofefft)r‘t (journalism and
writing) in which the capability for innovation could very well be expressed. Further analysis should

be mude of the part-time job and particular areas for innovative improvement be spelled out. Changes

_in all éspects of life are gradual; they affect all asp~cts of one’s life. Since the job market is very

competitive, it is essential to promotion and career progress, that one becomes capable of doing
things better in improved and different ways than others if he is to realize success. This attitude and
capability begins with school performances and should be encouraged by teachers.

SPECIFIC OBJECTIVE (REWRITTEN):

® To discuss with my teachers two articles to be written for by
(school publication)

which will demonstrate my capability for innovative writing if

(date)
published.

® To work out with the sales manager in my parttime job at two new and

(store)
different ways for merchandizing clothing which will increase sales by

(%)
by

(date)

Example No. 2 ‘ - e

CONT[NUING OBJECTIVE: T‘o determine how certéin of r‘ﬁy st;engths and a‘plitudes re({ﬁi’cd for
my career in teaching may be developed in ways that are beneficially different ’o'rv better than th(;xr: of
other people invthe educational field. | ‘

SPECIFIC OBJECTIVE: To develop a program of personal and carcer objectives Whicﬁ Will enable me
to do things better and more benefically in my career field than others. |
RATIONALE: The job market in education has become increasingiy _competitive for 'entrs/ into

teaching and slow in advancements. I like working with young peop‘le but feel that 1 also need some -

92

106




\),.,

E MC .

Aruitoxt provided by Eic:

" sort of speciahization in edu. ..nal techniques such as working with the handicapped. During two

summers in high school | have worked as a counselor in campus for'hundicappcd children. Even
though | Spt;;i(||iAc(| in educational courses. | should be able to work willy particular groups ol the
handicapped in some ways that are exceptional, better or more effective than oll;cr- teachers in the
same field. I like music and have developed some ski! © - ano and guitar which have

proved enjoyable to the youngsters 1 have wor: fusi. an enjoyable recreational

" activity when I am alone or with others for a social cvening. | do some simple composing of both

songs and melodies. Many of the little compositions I have composed for the mentally handicapped

have been enjoyed by them. They have learned the words and melodies and have a wonderful time

. singing them.

CRITIQUE: To devetop a list of an individual’s strengths und interests and relate these to why's which
will be beneficial to his career ficld is a great breakthrough to effective planning advancement in one's
career. With a person's being able to capitalize on his strengths combined with a carcer ficld of

genuine interest to a person, he or she should be able to find means to do certain things in a better or

different way than others, This will distinguish the person from others in the same occupational field. ™~ 7

If it is a skill with ongoing outputs. it will assurc him of special consideration and preference in

promotions, Erhployers seek people with this innovative capacity.
SPECIFIC OBJECTIVE REWRITTEN): Following a discussion with my counselor by

I will develop the following special skills:

(date)
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LIFE/CAREER STRATEGY AND ACTION PLAN

OBJECTIVE ‘ = |
STRATEGIZED |

BROAD STATEMENT - |
OF STRATEGY |

- OBJECTIVE

ACTIONPLAN TO
ACHIEVE SPECIFIC

Rl b

Deseribe Action Plan in detail; Estimate costs and time requited for its completlon, . the lntentlons of the Llfelcareer Objective; Amend work progmm of Action Planas:payl
Prepare Gantt or other schedule chart showing due dates or fininshing various phases of be required Amend o add addltmnnl controls for maimaming progrcss on ‘Action Pan
Action Plan; Set check pomts for reviewing progress on Action Plan wnth yourself o for oompletion on e dnte. Use addmoml aheets as may be reqmred for e action

'counsellor Revicw- Action Ptan as really accomphshing i stm*egxc Means for meeting plans ) ach:eve objectwe. :




1-4

1
What Life/Career Planning is A11 About

Successful planning involves a wide exposure to many forms of infor-
mation which are required for.an effective decision-making process. The
world is rapidly changing politically, economically, and technologlcally
- Values themselves have ‘changed radically and worldwide because of facili-
ties in communications. Educational systems have come under attack for
not orienting students to the world of work which is found disappointing

to a mjority of graduates For most young adults, life and career plan-
" ning have been made separate fields for goal settlng ‘Almost unlversally

no intensive effort is made to clarify and assist students during their
years of post-secondar edu. .ion in setting specific ui.'Jectives for them-
selves. Leaving ; wl. s they have concentratedl in limited voca-
tional areas of si..,, few students know where or how to seek work either
in a particular occupational field or with specific employers Few renog-

ning. Only a few graduates are able to choose their employers. Others
"wing it" and find suitable positions only by chance. Increasingly in-
dustry and business are assuming responsibilities. for career development

~and pla.nmng which should have been initiated during the college years.

1. American Friends Service .Committee. Working Loose. San Francisco,
California: Random House, 1971. 145 pp.

A paperback with cons1derab1e appeal for most young adults
identifying both life and career aspects of persomnzi living. It
represents many of the aspirations, life styles, and the search
for self-awmreness experiemced by many young adults Underlying
theme of t%e book is vocational orientation of YOortRR, Jdults faced
with the unplemtles of modern living.

2. Anderson, Stezgen D. '"Planning for career growth,' Pexr: nel Journai,
52: 357-363%, May, 1973.
Questions the relevance of career planning witl the cocn:lu~
sion that the responsibility must be assumed by the individual.
Five points for career planning are presented Recommended rcad-

ing.

3. Buhler, Charlotte. '"Human life goals in the humanistic perspective,"
Journal of Humanistic Psychology, 7:36-52, Spring, 1967.
Discusses twelve developmental points affectimg one's goal
setting process: which are related to one's life fulfillment or
self-actualization. Outlines analytlcal base needed for'career
as well ag life planning. ..

4. Churchman, C. #West. 'Management Education: Preparation for uncer-
tainty," twmganizational Dynamics, 1:12-20, Summer, 1972,
The imnescapable aspects of life, career, and business plan-
ning -~ ufiwertainly, ambiguity and morality -- are discussed in a
positive mznner if the knowledge base for self-management is in-
creased. Recommended.
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5-12: o
5. Crystal, John C., and Richard N: Bolles. Where do I go from here with
. my life? New York: Seabury Press, 1974. 253 pp. ,

A comprehensive manual designed to improve one's self-awareness
and lead to skills identifications for various life and career goals.
Educators and industry counselors are divided as to its merits.

Some of this difficulty may be attributed to its design for in-
cluding mid-career change and planning.

6. FEisneberg, Leon. ''The human natu..: of human nature,' Science, 176:
123-128, April 14, 1972. :
An essay of analysis on human behavior as being something more
. than "ape-like' or solely instinctual. Tdealistic phiinsophy of
e human_nature.._Author professes that many behavioristic theories
violate the findings of biopsychology. T

7. FEpstein, Jack H. ''Career management programs,'' Personnel Journal,
53:191-195, March, 1974.
Suggests that niuy career programs in education and industry
need reevaluation to determine the validity of current concepts
s e v e fOP--S@1F~development . -~ Eight .techniques.are. included_to maximize .
use of human resources. ’

8. "Guides to career planning," Nation's Business, 47:72-75, August, 1959.°
Four factors -- interests, abilities, persoral traits and
everyday practicalities — plus balancing between idealistic and
realistic.eoueses of actionare the secrets of mapping a reward—
ing career” path for one's seif. '

9. Harding, H.F. ‘@émt are your ultimate objectives,' Vital Speeches
of the Day., 09 787-760, October 1, 1963.
Recommemgls; ssetting long-range objectives. for attaining achiev-
able excellemes and becoming or realizing one's best in life. :01d
speech but easilly read and applicable to one's life goals today
and tomorrow.

10. Herrick, Robert F, “'Career guidance,' College Management, 9:4-5,
- February, #%4. ) .

‘Charg:.. <hat colleges know more about sports activities than
employabil:ty of their graduating students. Examples from nine
campuses dgfpoustrate that a long-needed career counseling and
placement Fumction is finally being recognized as a shortcoming
in higher <.’ :zstion.

11. Johnson, Michae. L. '"Plan your career—--or wing it?"' Industry Week,
‘ 182:32-37 . September 30, 1974. B
"Sucesgsfrl managers are very much divigied on the merits ol
‘career plannimg.” There are middlegrounders, but most character-
istics themselwes: as cither planners or 'wingers'. Case examples
of successful business leaders describe the two viewpoints.

12. Kaufman, Walter. “i# you brave Iife without choice?" Psychology To-
day, 6:79-8%. Agwril, 1973. ‘
A philoswphsical and sometimes nonsensical ezsay on the nature
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of 1ife without freedom of choice. Author recommends avoiding de-
cisions in religion, questions the nature of truth and raises is-
sue of sutonomy in morality -- whatever that is?

13. Kilpatrick, James J. "The age of 'no'," Nation's Business, 60:38-42,
September, 1972.

The negativisns (war on..., anti-..., and No!) evident in cur-
rent American life leads the author to inquire about  the vanish-
ing attitudes and strengths on which the nation was built. Article
deplores the absence of the ''can do" spirit.

14. Lewis, William C. Why people change: the psychology of influence.
. New.York: Holt, Rinehart and Winston, Inc., 1972. 240 pp.

A chalienging book on the nature of change and its processes
which can be accomplished in human beings. The techniques and
methods of psychotherapeutic practices are presented in a manner
understandable by mature young adults and of practical use to
counsalors: S '

]

,MMMWw15T_“McclearnngeraldhEﬁwwuBehavioralmgenetics:“manﬂoverview,UMMerrillwwwwmﬂnw
Palmer Quarterly, 14:9-24, January, 1968. ,

A summary of evidence on the extent to which heredity may de-
termine behavior and how acquired characteristics may affect ge-
netic changes. Although historical in its treatment, it brings
the reader up-to-date on developments. in genetic science.

16. May, Rolo. Man's search for himself. New York: Dell Publishing
Company, 1973. 281 pp. .
An enduring book, available as paperback, which focuses on
developing one's self-concept or self-awareness in an age of anx-
jeties and upheavals in standards and values. . Hmphasis is di-
rected toward the importance of values as a means of achieving a
meaning to life. ‘

17. Medlin, John. 'Individual responsibility vs. group decision: an
analysis,' Administrative Management, 28:24-30, January, 1967.
Reports opinions on the decision-making responsibilities of
groups and individuals. Group thinking is increasing, although
it will not and can not replace the individual responsibility
for decision-making. Recommended reading. '

18. Miller, Herman P. 'Profiles of the future: population, pollution
and affluence,' Business Horizons, 14:5-16, April, 1971.

Impacts of technology on values and their formation and con-
versely the significance of values on making technological deci-
sions for improving environmental factors representing the quali-_
ties of life. o

19. Parsegian, V.L. ‘'ihis cybernetic world: of men, machines, and earth
systems. Garden City, New York: Doubleday and Company, 1972,
254 pp.
Recommended. It is comprehensive in its coverage of controls,
systems and communications by machines and animals. Concrete




20.

22

23.

.25,

“examples of how cybernetlcs works in l] v1n‘ a.nd 1nan1mate systens L
~are provided throughout the book. - Book provides understa.nding of
change occurring in the environment and its effects upon the in-
dividual and the world of work

Ryan, T. Ant01nette "A conceptual model of career development " Edu-
cational Technology, 13:28-38, June, 1973. -

An elaborate model developed to analyze existing. systems, sim--
ulation to solve-the problems inherent in these systems and inno- -
vation or creation of new systems of career- developnent - Will be ‘
of interest to- counselors planning career development programs. IS

|.-~Silverstein; Harry:- -The- socmlogy of-youth:—-- evolut1on a.nd revolution. ...

New York: Macmlllan Company, 1973. 472 pp.

An anthology of essays on problems with which youth must ul-
timately cope in six major cultural areas.- Well indexed for nc:
to a wide range of subjects of interest to young adults

. Skinner, B.F. "All the world's a box," Psychology Today, 5 33—80

Atgast, 1971 e e e e i o e
Skinner's 1engthy presentatmn of h1s psychologlca.l theories

treats man as 'a unlque bundle of behaviors determined by en~ -

vironment . Forms:ef behavior are acqu1red and’ tra.nsmltted thr ough

behavior: a.nd survive in man's:genes. Introductlon to: comprehenswe

behav10mst1c eight-part article on man by T. George Harris.

Smith, Leonard J. Career pla.nnlng - New York Harper & Brothers 1959

263 PP.

Designed for use ‘as both.a text and reference the author ef—‘
fectively covers the ‘many areas of self—analys1s whlch lead to a
capability for selecting and setting work obJect1ves of wone's
self,

Splaver, Sarah. You and. today s troubled world New York: Julia.n
Messper, 1970. 191 pp.- :
A serious attempt to cormxumcate w1th modern -urban youth by a v
psychologist familiar-with problems of adjustment in metropolitan. - -
areas. Na.rrat1ve style. ma.kes for easy readlng for younger adults'.

Walker, James W. "Ind1v1dual career plann1ng managerml help for

subordlnates," Business Horizons, :16: 65—72 February, 1973. = -
Numerous guidelines are suggested for career: development from

‘point of recruitment to retirement. Management is 1ncreasmgly ,
.expected.to assist employees in- planning their career development
Five recommended management pra.ctlces outline what an orgamzat1on
can do for its people for their-career planm:ng and- development
Recommended for the college gramuate.
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26-20

2

Se1f-Knowledge As Planning Base For Objectives

Decisions are arrived at either ratlonally or non-rationally. The
collection of evaluative data on one's self is essential for choosing ap-

propriate directions which you elect to pursue. This information, when

properly put together, represents awareness or concept of yourself This
realistic image of one's potentials is most difficult to achieve. It in-
cludes interests, innate or developed :abilities, attltudes and values

which may take the form of aspirations or ambitions.  With the totallty
or~-sum-of-all-these-characteristics-as-well-as-any-montal, cuoblor: -, or-spir-. ...

itual qualities, one arrives at a descriptive concept of one's total self
t0 establish a. planning base for optirrally fitting into your future work
and life-environments. The study on one's self stems from the study of

‘man -as a-unique individual together-with ‘the -deviations: from what may be:

described as normal behavior. Familiarity with writings, partlcularly in
the field of psychology and soc1ology, ‘will be of major assistance in se1f~

AnA1ySis or the~ stuay of “one's self . "This self=inderstanding leads~to T

coming aware of one's strengths and:weaknesses in terms of aptitudes, in~

‘terests. and very dimportantly the valmes which you will put on the’ wa.y you .

live and what you'want to become.

26. Anderson, Camilla M. 'The selffzimage: a theory of the dynamics of
behavior; updated,™ Mental:Hygiene, 55:365-368, July, 1971. '
Article lists 41 psychodynamic :L’actors whlch,_are considered
significant in self-analysis:and human development: with. empha31s ‘
upon their identification inTreligious literature. Behavior is
examined in stress situations:which may distort one' s concept of
self.

27. Aronson, Elliot. '"The rationalizing animal," Psychology Today, 6:46-
52, May, 1973.
An indepth review of the theory of cognitive dissonance
(what occurs when a person holds two or more inconsistent ideas
or values. simultaneously) and how it effects the decision-making
or choice mrocess. '

28, Baruch, Grace K. 'Feminine self-esteem, self—ratlngs of competence,
and maternal career camitment,' Journal of Counsellng Psychology,
20:487-488, September, 1973.

A short study on the relationship between self—esteem and the
self-ratings on competence and -attitudes of college women towards
careers.

2. Berdie, Ralph F. *Interest, occupations and personality,' Intellect,

103:300~302, February, 1975.

Personal preferences suggests not only what a person will do
but also the kind of person he is. Article surveys observations
on various inssrest 1nventor1es and their slgnlflcance in making
occupational cioices.
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30. Brown Bert R.. "Saving face,' Psychology Today, 4:55-60, May, 1971.

A description of the ways, based on experiments, which people -
will adopt to avoid embarassuments or save face. Sex differences
may affect responses in particular situations but indicate no
substantive differences between sexes as to the need to avoid em-
barrassment and protect self-esteem.

31. Colligan, Douglas. ''The »iology of lonellness isoistion vs. cuc
brains,' Science Digest, 74:37-i1, December, 1973.
Blologlcal and psychological probes :mto loneliness indicate
that isolation can produce drastic personality changes, decrease
in hormone secretion and changes in one's:nervous system.

32. Enker, Myrna S. '"The process of 1dent1ty—twm: v1ews," Mental Hyglene
55 369-374, July, 1971.
Artlple analyzes differing theories of identity as proposed
by Erik H. Erikson and .Carl Frankenstein in an.attempt. to clarify
the identity concept and ‘its impacts during young adulthood.

ot 33 .-~ Glassberg,-B:Y+—-"Sexual-behavior —-patterns -in-contemporary-youth-cul=—-
' ture implications for later ma. » age," Journal of Marriage and
the Family, 27:190-192, May, 1965.
A study of values in process of transformation and emergence
in terms of suxual problems among adults. Five results of pre-
marital relations are offered as conclusions to study.

34. Harris, Elizabeth and Dale. ''Roots of alienation," PTAr Magazine,
62:22-24, May, 1968.
Prov1des a brief insight into alienation, its causes conse-
quences and preventive measures. Recorrmended reading.

35. Houston, B. Kent. 'Anxiety, defensiveness and differential predic-
tions of performance in stress and nonstress conditions,” Journal
of Personality and Social Psychology, 17:66-68, January, 1971.
Defensiveness is discussed as either verbal denial of a.nx1ety
or as anxiety-reducing behavior. Article also describes the im-
pact of anxiety on one's total behavior :

x\\

36. 1Isaacs, Ann F. "Giftedness and careers," Gifted: Child, 17 57-59.
Spring, 1973.
Author calls for recognition of gifted ir *11v1duals and their :
potential contributions to soclety Enphasmeb career opportu—
nities for gifted individuals. : ,

37. McKinney, William T., Jr., Stephen J. Suomi, and Harry F. Harlow.
""The sad ones: studies in depression,'' Psychology Today, 4:60-
63, May, 1971. ’ - '

Studies on depression based on the social isolation of rhesus
monkeys. Mother-infant bonds broken by separatismn parallelled
the effects of separation-of peers from one ancifter. Experimental
background proviged backgrommd for understanding of depression
found in humans. .-
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38.

39.

A6

42.

43.

44,

45.

3845

Mansfield, Roger. 'Self-esteem, self-perceived abilities, and voca-
tional choice,' Journul of Vocational Behavior, 3: 433—441 Octo-

ber, 1973.
Study showing "> of high/low self ¢ =em in relation to
perceived capab.li . uad voeational choice - oarch conductied

with students at Ox _rd University.

O'Reilly, A.P. ''Perception of abilities as a dieterminant of perfor-
mance," Journal of Applied Psychology, 58:281-282, October, 1973.
Among the findings from the study was the conclu51on that
high performers possess a higher self-concept in terms of their
capabilities than do low performers.

Journal., 60:46-47, May, 1974,

A humanlstic psychology of personal being is presented as an
alternative to behaviorism and Freudian philosophy. Humanism is
furthermore regarded as more approprlate for understanding and

<appre01at1ng the individual in current times.

Rosenthal Robert et al ”Body talk and tone of v01ce "?hé”iéhéﬁéééwqwumwﬁwm

w1thout words, " Psychology Today, 8:64-68, September, 1974.

Tests for measuring sensitivity to nonverbal messages or com—
munication is presented. People who score both well and poorly
on tests are compared and contrasted. Recommended reading.

Rubin, Theodore I. Compassion and self-hate: an alternative to
desgalr New Ybrk David McKay Campany, Inc , 1975....-.306. pp.

have problems in accepting themselves. An extensive range of
problem situations are described, together with recommended so-
lutions, for those who suffer from inferiorities and take wrong
routes for their correction. Self-hate and corpassion are con-
sidered as two opposing forces of enormous power Whlch affect
all human behav1or

Seligman, Martin E.P. 'Fall into helplessness," Psychology Today,
7:43-48, June, 1973.
The theory that depression is caused by feeling of helpless-
ness is reviewed. Ways to avoid or minimize the effects of de-
pression are suggested. ‘

Shostrom, Everett L. Man, the manipulator. New York: Bantam Books,
1972. 189 pp.

. A primer in the psychology of human behavior which has gone
through twelve printings. Self-actualization, stemming from
understanding of one's self, is well described in the text and
supported by bibliography. Text is illustrated with numerous
case studies and examples of adjusted and maladjusted personali-
ties.

Smith, Garry. "The sport hero: an endangered species," Quest, 19:
59-70, January, 1973. '
A history of and current status of the "hero'" as a carrier
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of society's values. The role of the hero in a technoiogical'age o
is studied with an emphasis on the demise of the sports hero.

46. Warner, Richard W, Jr., and John D. Swisher. 'Alienation and drug
abuse: synonymous,' National Association of Secondary School - -
Principals, 55:55-62, October, 1971.
Youthful alienation from social groups is presented as a .
major cause for drug abuse, together with strong peer influences e
as leading to the use of drugs. ‘ ‘

47. Waterbor, Robert. "Experiential bases of the sense of self," Journal . =
. of Personallty, 40:162-179, June, 1972. o
T - RBody ~awareness; mental- 1mage ‘of~ body;“soc1a1 roles~"and values* ~~~~~~~ -
' establishes contlnultles in one's self-awareness. Ambiguities , o
to question of "who are you?'" silll remain after author d1scusses
frequently ralsed problem fa01ng 1nd1V1dua1s of a11 ages

48. Wilkins, Paul L. and Joel B. Haynes. 'Understanding frustration-in-
‘ stlgated behav1or " Personal Journal, 53:770-774, Ontober, 1974.
T T Contrasts goal~directed behavior and frustratlon instigated
behavior in which sex types are described.  Proposes means to . -
overcome psychological barriers to self-understandlng and . im-
provements in behavior. ‘

SRRV

49. Ziller, Robert C The social self. New York: Pergamon Press, Inc }’“*
1973 205 pp.

Self-concept as made within the social structure, Iocuses on
the old- questlon of '"Who am I?" Reviews various analyses aimed "
from arriving at answer to means uscd for self-identification.

Its theoretical and abstract treatment of the nature ol man may
be of interest to counselors.

N
i
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50-53

3.

Interests, Values and Beliefs as Guidelines for Decision Making

A great many if not a majority of our decisions are made from the non-

ratlonal basis of our interests, attitudes, values or beliefs. These are
acquired or learned as positive or negatlve responses to things, people

- and situations. Their origin frequently goes back to our early childhood. -

-They represent a continuum of intensity in responses to what we simply like
or dislike to what we cherish or esteem as critically important to us in
life. Until we become aware of the influence which these factors .play in

e Our - decision-making process, . they may.be thought of as. non-ratlonal ‘bases

for the decisions we make. After self-analysis and becomlng aware of how

various interests, attitudes, values and beliefs influence our lives, we

- can then utilize this insight rationally as motivational drives. As in-
dividual forces in detemmining our behavior, they are:difficult to dis-

~ tinguish and classify. A major step in understanding our behavior is to
discover how these forces drive us towards our needs or level ol aspira-

et B ONS - These-non-rational-factors willvqhange~with maturations-of -our- e

life cycle. Their analysis represents a- llfe—long-study of one's self. '
We will-not be tomorrow what we are today. - The take-off point in the life-
"long discovery of our non-rational selves should be the study of the na-
ture of our attitudes, interests, values and bellefs which we have already
" knowingly or unknowingly acquired.

50. Anderson, Charles W. 'Developing values in a value-less society,' .
Vital Speeches, 38:600-602, July 1, 1972.
~Commencement speech urging the developnent of values through -

ledge of society. , -

51. Baier, Kurt, and Nicholas Rescher. Values and the future. New York:
Tree Press, 1969. 527 pp.

A penetrating analysis of values by seventeen contributors,
largely economists and philosophers, who present their interpre-
tations of the impacts which modern technology has had on society
currently and will have to the year 2000.

52.  Beugtson, Vern L., and Mary C. Lovejoy. 'Values, personality, and
: social structure,' American Behavioral Scientist, 16:880-912,
July-August, 1973.
Paper explores relationships between value orientation and
socio-economic factors, age, sex, and“personality; and to what
extent values can be predicted from these relationships.

53. Betof, Edward H., and Howard Kirchenbaum. '"A valuing approach,"
School Health Review, 5:13-14, January-February, 1974.
Imphasis is not on.teaching values but a process of.value
clarification centered around learning life skills (feeling,
thinking, communicating, choosing, and acting). The three level
approach of values is presented as facts, concepts, and value
levels. -
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54.

57.

59.

60.

Gl.

DeSalvia, Donald N., and Gary R. Gemmill. "An exploratory study of
the personal value systems of college students and managers,"
Academy of Management Journal, 14:227-238, June, 1971.

Study reveals students values to be orlented toward persona]
goals with a misconception of managerial values. Values of man~
agers are usually or1ented to organizational gorls. Implications
are discusses.

TFriesen, David. 'Value orient..ion of modern youth: -a comparative
study,” Adolescence, 7:265-275, Sumner, 1972.
A study on the values of three diverse groups of high school
students. Theories are advanced on source of values.

Getzels, J.W. 'On the transformation of values: a decade after Port
Huron,” School Review, 80:505-519, August, 1972. »
Living happily and working successfully involves selecting
and acquiring a set of values. The article is recommended for
its definitions and classification of values as traditional, in
process of transition and emergence.

Inlow, Ga11 M Values in transltlon a handbook New York: John R

Wiley and Sons, 1972. 205 pp.

Thesis of book is that values are determminers of life's
choices and man's behavior. 'Today's format in the society con-
stitutes a mandate for intensive value assessment and resulting
social change.'" Recommended for all young adults.

Karvel, Judy McClenaghan, and Richaird D. Grosy. ''Counterculture
businessmen: a study of values,"' Journal ofuCounsellng Psychol~
ogy, 21:81-83, January, 1974. :

"Counterculture” businessmen are contrasted to tradltlonal
business "types.'" Interesting conclusions on aesthetic and eco-
nomic values are deduced from the personalities of the blue-jeans
vs. traditional business types.

Konopka, Gisela. 'Formation of values in the developing person,'
. American Journal of Orthopsychiatry, 43:86-96, January, 1973.
A conference paper describing values as developmental and

being shaped by one's culture and society; a process of doubting,
searching, and rethinking. Reviews values of American youth.

Larson, Richard C. 'Behavior and values: creating a synthesis,"
Music Educator's Journal, 60:40-44, October, 1973.
Reviews theories of teaching values and ‘educational methods
based on desired forms of behavior. -Points out the need for a
synthesis of theories to arrive at a practical basi§ for teaching.

Lepley, Ray. The language of value. New York: Columbia University
Press, 1957. 428 pp. '
Author attacks the problem of semantics to arrive at a better
- understanding of the functions and use of value terms. He feels
‘that "Of issues basic for human survival and cooperation, perhaps
none are more important today than those concerning the nature of -
value in a world of scientific fact and force."
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62.

63.

66.

67.

68.

69.

C62-69

McClellan, Grant S., ed. American youth in a changing culture. New
York: H.W. Wllson Campany, 1972. 266 pp.
A collection of articles concerning the cultural educational,
political and economic aspects of youth in our changlng society. En—

.phasis is directed towards new amerging values which are express1ve

of a revolution in the new generation.

McSweeney, R.V. 'Occupational choice and student values,' Educational
Research, 15:106-108, February, 1973.

Article contrasts traditional values with individual's emerg-—
ing value system. Occupational aspirations implies acceptance of
work-success ethic and indicates hlgher academic and subsequent

M.occupatlonal _performances. _

Mankof{, Albert ¥. ''Values~~not attitudes--are the real key to mo- -
tivation,' Management Review, 63:23-29, December, 1974. '
Defines values and attitudes discussing how management may
use information fram a knowledge of personal values to brlng
about change in 1nd1v1duals

Matson HOlllS N ”Values how and from where " School Health Re~

view, 5:36-38, January-February, 1974.

" Article reviews traditional survival system, Greek Rational--:
ism, Hedonism, and Judo-Christian sources of values systems. The .
de01s1on4nak1ng process drawn from each system to, fqnn self iden~
tity is emphasized. o

Maze, Clarence, Jr "A definition of ethics,' Business Fducation
Forum 25: 30—31 May, 1971, :
Deflned as, the study of standards for judging what is right
or good in human conduct. ZElementary analysis of some of the
standards used to determine what is right or wrong.

Nettler, Gwynn. "Wanting and knowing,' American Behaviora) Scientist,
17:5-25, September-October, 1973.
Study on relationship of “realities and values based on dis-
tinctions between wants: or preferences and values derived from
subsequent knowledge of facts. Hmphasis placed on social sci-
ences for causal connections. -Good bibliography.

Perry, Ralph Barton. Realms of value: a critique of human civiliza-

tion. Cambridge, Mass.: Harvard University Press, 1954. 497 pp.
T Still the classic 1n‘1ts field. A comprehens1ve approachyto ’

the nature of values in terms of interests' and related to issues
in morality, social organizations, economics, science, art, edu~
cation, history and philosophy. Approach is stric¢tly philosophi~
cal and might be updated by data from behavioral sciences of re-
cent years.

Rockeach, Milton. The nature of human values New York: Macmillan,
1973. 438 pp.
Designed both as a textbook and reference, the author stresses
the concept of data from the behavioral sciences in a scholarly
but readable treatise on values and value system.
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70.

71.

73.

74.

Schlaadt, Richard G. ''Implementing the values clarification process, "
School Health Review, 5:10-12, January-February, 1974.

Steps in the process of valuing througn choosing, prizing and,~:5 o

acting upon answers to satisfy student needs. Four exercises are
used to demonstrate the value clarification process.

Sikula, ;.adrew I, '"Value and value systems: relationship to personal
goals,' Personnel Journal, 50:310-312, April, 1971.
Studies the relationship of values to goals to behavior which
may be helpful in analyzing group and individual behavior.

Simon, Sidney B. 'Values clarification--a tool for counselors,' Per-—
sonnel and Guidance Journal, 51:614-618, May, 1973.
Six strategies for counselors and students to be used in self-
analysis for value clarification and deflnltlon

Vickers, Sir Geoffrey. Value systems and social process. New York:
Basic Books, Inc., 1968. 217 pp.

A highly personalized interpretation of the philosophy of
values which will have limited appeal to the majority of readers.
Book's theme professes that values change with developments of
man and society. Academic in quality and meaningful applications
for life. ‘ ‘

Winthrop, Henry. ''Can we educate for a sense of value?" Journal of
Humanistic Psychology, 1:35-47, 1961.
An essay on ways to develop a personal sense of conceived and
operative values. Inconsistencies between one's asserted values
and behavior as judged by others are discussed.
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e PN

4

Your Envirorment: Present and Future

Few analysts or writers will commit themselves to forecasting or pre-~
dicting the future. Ffforts to project trends into an unknown future is
“difficult and hazardous. Making assumptions or working hypotheses on the
' probable occurrence of future events or situations became necessary as a
basis for settlng objectives to be achieved some years in the future.
Life and career goals must be set within a framework of probabilltles as ‘
to what nny be expected to happen : . .

, Literature on the env1ronment and its antlclpated changes is general-

1y limited to descriptions of present situations. Examination of ‘the
causes and probable directions of changes is limited as to the nagnitude
and schedule of their occurrence. In some instances we ‘are able to -estab-
lish trend lines with their causes leading to present cond1tions back some

~ ten to twenty years if adequate records are available. This is the case -
with demographic studies on population, water pollution, and shifts in
occupational employment. In other instances, however, the emergence of
values and their impacts on cultural” and soc1al changes are not only d1f—
ficult to define much less measure.

75. Bahr, Fred R. '"The man-machine conlrontation," Bu81ness Horlzons,
15 81-85, October, 1972.

To cancel the long standing and persistent. fear of automation,
article pleas for recognition of technological advancenents as
simply products of human creativity to extend man's-capabilities.
Computers - as thinking machines are contrasted with.man.. .. .. .

76. Bell, Oliver. America's changing population. 'New York: H.W. Wilson
Oompany, 1974, 186 pp.

‘The_46th volume in_a_series of readlngs focusing on current

1nterpretat10ns of the processes of social change. Text and

other books in this series prov1de excellent background informa—

tion for self-improvement.

77. Bronowski, Jacob. 'Technology and culture in evolution," American

Scholar, 41:197-211, Spring, 1972,
~  Thesis of artlcle is that humanistic technology is equivalent

to '"'a new protestant Reformatlon ' Provides scholarly perspec-
tives on the nature of man's evolution and his current evaluat1on
of himself. Although we have no blueprint for the future, sci-
ence-represents the only means "for turning human knowledge into
ratlonal action." :

78. Callahan, Daniel. ”Ethics and population limitations," Science, 175:
487-494, February 4, 1972. '
Pthlcallquestlonb,lnvolvod in. the threatening popu]atlon eX-
plosion are examined. Frecdom of choice in curbing growth is
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79.

80.

81.

82.

83.

. examined in its relationship to human dignity and personal
values.

Cammoner, Barry. ''The dual crisis in science and society,' Today's
Education, 57:10-13, October, 19G8.

Presents the need for a technology serving both the life of
man and society. The importance ol ethicul ecological judgements
is stressed "for our students represent the first generation of
human beings who have grown to adulthoocd under the constant threat
of instant annihilation."

Deevey, Edward S., Jr. "The human populatlon,” 801ent1llc AmerlcanL
203:195-204, Septenber 1960.
Man has now reached a point where he consumes more food than
all other land animals put together. The question raised as to
how many men the earth's agricultural resources can support. Il-
lustrated with impressive graphics. Recommended reading.

Epstein, William. ''The proliferation of nuclear weapons,'' Scientific
American, 232:18-33, April, 1975. S
Artlcle stresses that the major nuclear powers must live up
to their obligations. Consequences of a large number of near-
nuclear countries emulating India and joining the 'nuclear club"
may have disastrous consequences for the human race.

Florman, Samuel.  "In praise of technology,' Harper s, 251:53-72,
November 1975.

Hostlllty to the advances of technology, whlch societly cannot
cope with, has led to many criticisms of' scientific progress.
Simple solutions no longer suf(lice. Author attempts to answer
six major criticisms of antitechnologists who are frlghtened by
the complexities of our technological age.

Ginzberg, Eli, ed. The future of the metropolis: people;~jobsL in
come. Salt Lake City, Utah: Olympus Publishing Company, 1974,
168 pp.

85.

Reconmendations by a group of "academic™ wrlters on“how 01t1es*“~--
can control their futures. Of particular interest to those en-
tering public service or confronted with problems facing large
urban concentrations. ,

Hardin, Garrett. 'Biologist,' Congressional Digest, 54:205-211,
August, 1975.

A very worthwhile article on problems of the. future with very
limited expectatlons from efforts of the United Nations. -Author
believes that man's future is dim in view of his selfishness and

.improvidence. (Reprinted from Psychology Todaz, September .1974).

Lawrence, Paul R. '"How to deal with resistance to change " Harvard
Business Review, 47:4-11, January-February, 1969. :
This classic article on resistance to change proposes several
reamnnendatlons for 5001a1 and 1nd1v1dual adaptatlons to cope with

- 108

iléazg



88,

89,

920.

86-93

Johnson,  Stanlcyv.  ‘The population problem. New York: John Wiley &
Sons, L1473, 231 pp. ‘ . :

A cmmiiation ol Uacts and figures on popularion explosion
and the prs@loms of rural to.arban migration., Author foresees
positive weatrols emerging for coping with the hEgh (ertility
problem. Unptimistic outlook on fwture.

L

McClellan, (Erart &, ed. Promer:
Wllson<lb? A, 1970, 2%% pop.
Issess 37 our environment at= freated:as planetary responsi-~
‘bilitiexs. + ilection.of essage tiyrmm credible and wecogmized
authors pnln* out the problems Zzced by a new genen%mlom.for.zts
survizal - ot for malntalnlng‘the quallty of. 11:@“*s

zowr environment. Neww ¥ork: H.W.

McHale, Johr  ‘““Global ecology: towa.rd the planetaryma.::fmety "
merican ix#vioral Scientist, 11:29-33, -July-Augusl  1968.
- Articlss:defines the present as a most critical wveriod in hu-
man histery as there are no gmidelines for moving = . o the future.
Author hopoes: for scientific bemeakthroughs on a worfi—w1de scale
to solve p-vblems caused.by pmpulatlon growth Artlcle regards
‘world as an 1ntegrated ecosystem. L L o

Marquis, Stewart. ”Ecosystens, soc1et1es and citles,” Amerlcan Be—
‘havioral Scientist, 11:11-15, July—AugLst 1968, oo
‘ Essay looks at. ecologlcal systems ‘which" are fast alterlng
" land and. water forms. Approach is ph110soph1ca1 but -descriptive
of serious: world problens Author reviews critical world situa-
tions abstractly as if they have no dlrect relatlonshlp to reali-
ties of the near future .

Peccei, Aurelio. 'World problems in the coming decade," American Be-~
hav1oral Scientist,  11:20-23,  July-August, 1968,

' - Focuses- on-the need for- an innovative- approach to. solv1ng
world disorders by those in the responslble positions. Oondenses
key ideas for integrating man with h1s env1ronment accordlng to
four basic principles. . .

91.

92.

‘03,

Perry, Harry. 'Developing alternative energy solurces,' Current His-

tory, 69:32-53, June-August, 1975.

Article reviews means for substituting the nonrenewable and
limited resources that may be brought into commercial use. ' Pro-
vides background reading on assumptions Whlch may affect future
jobs and quality of life.

Pfaltzgraff, Robert L., Jr. "Ecology and the p011t1ca1 system,' A~
merican Behavioral 801ent1st 11:3-6, July-August, 1968.
Relationships between technology and 1nternat10na1 polltlcal
institutions are reviewed emphasizing the need’ for developlng
. more advanced systems to cope with technologlcal advancement
POlltlcal respon31b111t1es mst be- assumed : :

‘”Possony, Stefan T ”Technology and the human conthlon " Amerlcan

_Behavioral Scientist,.11: 43—48,,Julv—August 1968,

Essay contends the world crisis 1s a result of bad government.fa‘
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(499

95.

97.

whick controjls wimE weakens technology and social forees for sell-
improvewss: . Ca.ls tor the rediscovery of human excellence and
hence lom ~mnge: planning of both individuals and society.

Potter, Frugd * “i\w> yone wants to save the - iromment but no ome
knows cm". (+* mat. = do," The Center Magazine. 3:35~40, March-
April, .ogid ‘

Proplams <+ € ectively coping with enviconmental improve-
ments lie -» buresescracy. It lacks policies competence, and
suffers fr s bias:-nd legislative indecision. Author's conclu-~
sion that pv blusss :hOllld be placed in public's hands is ques—
tionable. .

Quinn, James Bi* 1. ‘~ext big industry; environmental improvement,™
Harvard By, : 6 Review, 2:120-131, September-October, 1971.
~Public Aﬂg W for env1ronmen1.a1 improves=nt is seen as re-
presenting - orewit:al and unexploited new nmrket for business
and partne ' 5 o government and business. Thesis of article
is that the oliogy movement should not be a drain on the economy.

Rienow, Robert ’\I.ml ‘asto for the sea,' American Behavmral Sci-
entist, 11- %37, July—August 1968.
An urge :t -3z is made for international stewardship of the
ocean and : ‘xypiiion of controls to curb pollutants flowing imto
it from eve = ¢suntry's rivers and estuaries. Points out damages
being done - water resources by countries worldwide. Well docu-
mented. Recuimended reading. : .

Roelofs, Robert T., Joseph N. Crowley, and Donald L Hardesty. En~

vironment am? society. Englewood Cliffs, N.J. Prentlce—Hall
Inc., 1974. 574 pp.
A general Wxwk of readings on cnvironmental change, public

attitudes amcd values.  Hmphasis on social sciences and humanities. . .

with only ‘minor trnentment on technology. Articles fram various
authors represent a broad spectrum ol interdisciplinary perspec-—
tives and phile=saphiies.

98.

Rowan, Carl T. azmtE’:‘zn id M. Mazie. '"To grow or not: the new urban
dllerrma " Reade'r Dlgest 107:31-36, August, 1975.

The ''growch™ "'no-growth" u.rban controversy has far-reach-
ing social, economic, and environmental consequences which re-
quire careful planning to resolve. Condensed from Nation's
Cities.

Sihler, William W., and Charles O. Meiburg. ''The war on pollution--
economic and fimancdal impacts," Business Horizons, 14:19-30,
August, 1971.

Financiwg almermatives on the federal, local, and industrial
levels are discussed as a means of combating pollution. Pro-
jections of $7-8 biTlion annually over next 10 years are presenti-
ed as to immacts widich various environmental programs would have
on the moner mmrket.
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100. Toffler, Alvin. 'Beyond depression,' Esquire, 83:53-57, :bruary,
1975. p
Anather essay on future shock in light of currer: werld's
economy, over populatiom, and anticipated natural resuurce
shortages. )

-
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5

Exploring the Wori . of Work For a Career

Durimz early childhood the guastion is Tirst raised, 'What 'd. you
want to “E=some?"' This persistent inquiry continues during adads=eznce.
It flnal}.d requires a major decizion faced by all young adultss. #ith in-
creasing®s lar==r numbers of high school griduates taking additicmal two
or four vezr Neond post-secondary educaticn, bow they will use tihi=:Zime for
the process of "becoming" is critical toc them. For some it may represent
a periodmf gemeral growth and becoming etter-educated individunals with-
out emphasis on vocational orientation. For a:ma30nrty of stuftents,, how-
ever, post-secondary education is a learming period for qualifying-them~
selves for-entry into a particular occupztionzl field. Unfortunately most
students.are mot familiar with the nature of different work fields. They
are not able accordingly to match their -personalities against the ''per-
sonalities' of different occupations, the jobs in them and the require-
ments of related work fields. A study of different occupations is a nec-
essary part of one's establishing a planning base for decisions which must

be made. This choice can only be intelligently made after a study of a
mumber of work fields. -Furthermore, insofar as possible, one shemdfl also
" obtain first-hand experience by working in several occupations. Haswledge

plus working experience becomes a sound kasis for decision-making Im se~
lecting = work role. Independence and self—-support represents:a key or
critical area for objective setting.

101. Andrews, Lewis M. '"Communes and the work crlsls o The Natiion, 211:
160—46'3 Novarber 9, 1970.

The identity crisis linked with occupatlonal goals, a major
problem of many young adults, ‘has resulted 'in. rebelliom against
the work ethic. The ''work coumune" ist analyzed as oneof :several
solutions to the depreciation of work. :

102. "As you were sayi‘ng — FElements of meaningful work, ' Personnel Jour— .

- —nals—5%:208 —Mareh,--1972. S
Bri=f artlcle on the 1ncremng dissatisfaction with the ‘
absence: of meanitz and purpose im daily work as opposed to self-—
actualization in "unpaid" work as added to regular working hours.

103. Brammstein, Daniel K.., -and George H. Haines, Jr. ''Student:stereo-
types of busime=s," Business Horizons, 14 73-80, February, 1971.
The attitodss obtzmed from =: natlona.l sample of :students
towards big busimess zre analyzefi. The findings:are jpresented
~with bar graphs. Anti-business attitudes are gemerally formed
in Tmte-adolescence.

104. 'Burzynski,. ‘Helen G. "The-jpramised. Eznd of paraprofessiomall careers,
-American Vocational Jamrnal, 452Z-23, December;, 1970..
Article treats techlnlcal edocation, motivation, m=ud jobs for
women available from training din -two-year instituticms of hlgher

- -—education «~Enpha51zeswprogran|s-for~technlc1a.nsAancharaprofe .
sionals.
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105. .iull, Ldoyed W. "The cliuster concept in career education," Fducation-
al eadersaip, 30:218-221, ¥ - -ember, 1972.
Bimplistic viow of chss*x’fvun- "% 0060 job titles into 16
clu~tersawith implications on tho Ium tations/advantages of
USTT SSUCIT i approsg h in ef fective career educalion.

106. Soodwin, I<omard. "'Occupatiomal] uoalb and satisfactions ol the A-
ngezlwan werk force," Persemnel: Psychology, 22:313-325, Autumn,
Btudy. investigates wark - '~ terms of goals expected to be ful-

fiTi=d. Emctors 1nf1uencmg;j23b satisfactions and. dissatisfac-~

tions, wmr-Tances by educatizmal levels, and their implication

for mmserstanding the prodmetivity of the American work force.

107. ‘Harman, L. "Students whry lack vocational identity,'' Voca-
tlozmi'L a.fmdance Quarterly, Z1:169-173, March, 1973.

Study attempts to defims dlfferences "existing between voca-
tiomally decided and undecitzed students on the basis of person-
ality, imterest, and abilitymeasurements. Implications for
vocational decisions are dls:"ussed

108. Hollander, Melvym A., and Harry .. Parker. 'Occupational :stereo-
‘types and meeds: their relazionship to vocational choice,' Vo-—
cational Guidance Quarterly, 18:91-98, December, 1969.

‘Based:on Holland's model of vocational choice, study attempts
to determime how Holland's categories are related to personal
needs and personality sterectypes. Results indicate that stereo~
types actually exist and represent a basis for vocatienal choice.

109. Ilee. :rsmg M. "Job sselection by college graduates,' Personnel Jour-
il 49:392-39%, May, 1970.
T Study reports job-selection factors considered most important
by graduating aollege simmients on their-entry into the job mar-
&=t and making-z choimsietween two or-more job options.

110. Iong, John D. '"ThesProtesstuwsts -ethic reexamined,' Busimess Horizons,
e s men 115:75~82,--Febrws=ry,; 1976 -

The Protestznt erhic ralue system is rev1a~ed and several
rederw altermatives to i are presented in the form of attitudes
== wif=titutes for r=lated religious beliefs.

1T, Mare, Feelyn., 'Vecational matudity -and specification of w-preference,
Vocmcrional Guidsnce Quarterfry, 18:45-47, September, 1969.
TEplores the tome of vetational de0151ons according to the.
irminingl 's meturity' . inffmences of the occupation itself, op-
portogities to Jearn about wmcations, and stabilization of values
i ipErsonalityy traiis.

112. ©Okosky, Charles E. 'Career plarming or how to succeed in business
by mally tryimg when the otfier way doesn't work,'' Personnel
Joumml, 52:955-961, November, 1973. ‘
Arnusmg but thought prcmoklng reading to focus in on the
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113-119

importarce and process I career planning. Also author ot Gen-
eral Llectrics ''Career -istion Planning,' (1973).

113. Ondrack, D.A. '"Emerging occmpational values: a review and some
findings," Academy of Management Journal, 16:423-423, September,
1973.

Values of college studemss are compared with some of the
values of society at larze :md business in particular. Values
of many college graduat=s ipdicate importance of individual
achievement and near-ertrepreneurial job: independsnce.

114. Richardson, Mary Sue. ‘The dimemsions of career and wark orienta~
tion in college womwn,  <Jemrnal of Vocazional Behamvior, 5:161~
172, August, 1974.

Comparative studly to clarifly the nature of career education:
goals of college women; ¢me group gave priority tm a career role
in adult life: the second, to both a career role and marriage/
family responsibilities.

115. Ristaun, Robert A. "Carwer smzloration: why, when and how, Part I,"
The Balance Sheet, 54:1%9%6~198, February, 1973. _

A two-part article dgmploring the failure of the nation's
educational system fn maiing career education. @ relevant experi~
ence. Part II, (54:244==36, March, 1973), implementation, is
directed toward-hnsiness:and distribmtive education teachers.

A rehash of criticisms without any cemstructive recommendations.

116. Robinson, Katherine. “Promising career areas for women," Readers
Digest, 105:132-335, Nowvember, 1974.

Brielly survesys nine career areas which ofiier major oppor-
tumities for womem in the 1970's. ’''Never before hawe women had
such diverse and :haTlenging work opportunities.' (Condensed
from Saturday Evenimg Pest, November, 1974.)

117. Rosenthal, Neal H. '"ftw: IL.S. ecenomy in 19&5: pmajected changes ine
occupations,' Monthly Labor Heview, 96:18-26, (Recember, 1973.

_ Bssumpticams based wn lomg=term tremds in Troad oeccupational
aress are discussed with Special implications IOT college grad- "
uvazes azd zdlvanced degreess:.

118. Schiller, Ronal:s. 'News from the job front: tough times for the
college grads,' Beaders Digest, 105:128-131, Nowember, 1974,
Although a college diploma does not guarant=e a job, college
graduates have a lower rate of unemployment, higher job satis-
faction.and salaries. A guide to where job oppartunities are
and .are:znot. »

119. Sheard. James L. “'College student preference for tipes of work or-
ganization,' Personnel Journal, 49:299-304, April, 1.970..
Stgdy on The position selection process' of Jjumrior and:semior
codlwge ~tudents indicate that larzer corporations mre only
Slismely apelerred over aither organizational “Types.
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120. Simpson, Flizabeth J. ‘'Move over, gents,' American Education, ©:
3-6, December, 1970. :
Reviews discrimination against women iz their work roles and
predicts where advancements will be made tor women in tles next
ten years.

121. Stead, Bette Ann. ''Real equal opportunity for women executives,"
Business Horizons, 17:87-92, August, 1974.
Several means are suggested which comukd make "equal~oppor-
tunity for women'' a reality. Significa study on the advantages
of egqual employment. '

122. "Tomorrow's jobs,' Today's Fducation, 61:44-i#s, January, 1972.

' Projections rom the Occupational Outisok landbook Tor 1970-
80 amphasizes priorities to be placed on obtaining as much edu-
cation and triining as nmmitted by one's abilities and circum-
stances.

123. Venn, Grant. '"Fye on tomormow's jobs,” Americun Fducation, H:12-10,
March, 1969.

A live challenging issue for education. business, and in-
dustry for developing wming people whose intellectual capmbili-
ties and work prodictivity =re immobillzext by the structures of
education, technological «chzmge, and absence of federal mampesszer
policies. '

124. Weaver, Charles N. 'Sex diffeyemres in job sit isfactiom,' Besiness
Horizons, 17:43-49, June, 1L9A.

Article threats of job-satisfaction with special athmnlion
to attitude of megro Temalew. Points owt signdficany eommari-
sons between black/white, muie/femaie job-satisfaction r=gquire-
ments. '

125. '"Who doesn't need :a college dmprres?" Magzy, H23-25, Sepemben, 1975,

It is not penerally apmrsciated ny oaverage four—gear college
student that inm a job mark: i glutted with graduates that iwo—
year—training-in-special- skills-will.-giwve-muny-students ) ntter —————
propsects than a liberal education.
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6

Self-Concept and Life Purpose

In the process of sell-discovery it becomes apparent to every person
just how difficult it is to obtain an evaluation ol one's strengths and
weaknesses. These have their origins in the individual's abilities, in-
terests, and values. Going still further and trying to formulate a state-
ment on one's life purpose, or mission as it is frequently referred to,
becomes ‘extremely difficult because of one's unique nature. Self-aware-
ness and its expression in a description of self-concept is an essential
planning:base for setting one's directions in life. For a great many per-
sons, life purposes are focused upon an occupational choice and success in .
a work field. For others, however, life purposes are related to self-actu~
alization which has its roots in strong religious beliefs or commitments
for service to others.

The basis for effective decision-making by an individual must be pre-
mised upon conclusions arrived at from self-analysis. Understanding of
one"s self enables a person to detemine directions which are feasible and
suitable to the fulfillment of his needs and wants.

Every young adult should seek to acquire a broad knowledge base for

their personal planning. Out of this information base they can become
"aware ¢t their potentials and internal needs for self-expression. Their
-aspirations will also shape the process of self-actualization during their
lil'e cycles. Both self-concepts and life purposes may be expected to
change during the course ol one's life. As human needs change so do life
purposes and shorter-term objectives.

Making explicit statements as to both the characteristics ol one's
total personality, as contained .in one's self-concept and the nature of
one's life purpose, may be the most difficult step in a person's total
planning efforts. Without this information base, however, objective set-
ting will become a useless exercise for a majority of people.

126. Anderson, W. Thomas, Jr., and Louis K. Sharpe. "The new market
place: 1life style in revolution," Business Horizons, 14:43-50,
Auvgust, 1971. _ v
Five reactions, from different view-points, on the accelerat—-
ing and swift changes arousing society are reviewed. Major view-
points of change examined are: traditionalist, anarchist, lib-
erated, reformer, and the counterculture movements. '

127. Barron, Frank. ''Towards an ecology of consciousness,' Inquiry, 15:-
o 95-113, Summer, 1972, ' .
"Article proposes that the relationship between human con-
sciousness and its complete environment should be the subject

matter of an emerging discipline, the ecology of consciousness.''
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128-134
128. Blai, Boris, "Some basics of sound human relations," Personnel Jour-
nal, 52:710-713, August, 1973.
Ten points to affect a satisfying and productlve working en-
vironment with people and successfully achieving one s career

.or occupational goals are recommended for both one's self—manage—
" ment and the management of other people.

- 129, Casler Lawrence. Is marriage necessary? New York Human Sclences
Press, 1974. 248 pp.

Imphas1s directed towards marriage as a part of one's total
life planning process. The book (rankly discusses. modern alter-
natives to traditional marital arrangements. ~Bmphasis is placed
on relationships which most effectively contribute to the growth
and happiness of individuals and. their marital partners. Text
is documented with a bibliography.. Author and subject indexes.

130. Dnnarco Nlcholas, and Steven Nbrton "Life style organization
structure, congrulty and job satisfaction,' ‘Personnel Psychology,
27: 581—591 Winter, 1974.
Three major llfe styles are presented and several ways in
which values and behavior of each can influence job satlsfactlon
and life happlness are discussed. :

131. Downs, Hugh. Potentlal -the way to emotional maturity. Garden
-City, N.Y.: Doubleday and Company, 1973. .131 pp.

' Informal discussions on a variety of. subJects of 1nportanco
to a person in the formative period of young adulthood. - Author
explores links between maturity and happiness and how ' these may
be achieved by motivation, attitudes and other means through
self~-help techniques. Of particular value are the chapters
(VI and VII) on Attitudes and the Development ‘of Attitudes. The
book deserves careful reading.

- 132, Elsenstadt S.N., Tradition, change and nndernlty New York John
- ' Wiley and Sons, 1973. 365 PP
Of limited use and interest to a majority of young readers,
this collection of essays will have some appeal however, to
those interested in the philosophy of changes occurring in the
modern world. .

133. Fellows Erwin W. ''Happiness: a survey of research,' Journal of
Humanistic Psychology, 6:17-30, Spring, 1966, :

A review of various studies whichk have dealt with the nature
of happiness "in the hope that the article may stimulate further
clarification and 1nvest1gatlons on happiness as a key to life
and occupational success. : .

134. Fiske, Donald W. "The limits for the conventional science of per-
: sonality," Journal of Personallgy, 42:1~11, March, 1974.
A review of several problems encountered in the convention-
al field of personality analys1s and proposals for alternative
 theoretical approaches to arrive at an understanding of one's
self For more mature adults.

117




135-140

135. Fletcher, Alfred B.W. Understanding your emotional problems Now
York: Hart Publishing Company, 1966. 214 pp.

Author covers wide variety of psychologlcal problems which-
are encountered by a majority of people in adjusting to life and
work situations. EFEasy reading text recommends the book to younger
adults. : ' . .

136. Gergen, Kenneth J. 'Multiple identity: the heulthy, happy human
being wears many masks,'' Psychology Today, 5:31-35, May, 1972.
Describes the shifting masks of multiple identities as in-
fluenced by other people, situations, or personal motives. Ar-
ticle is based on William James statement that, ''a man has as
many different social selves as there are distinct groups of
people about whose opinion he cares."

137. Grebstein, Lawrence C. Toward sell~-understanding: studies in por-
sonality and adjustment. Glenview, I1l.: Scott, Foresmun und
Company, 1969. 343 pp.

A book of general readings on personal development. This
selection of readable essays provides a background of informa-
tion -for better understanding of human behavior as presented in
psychology and sociology studies. Recommended.

138. Grossman, Jack H. The business of living. New York: Stein and Day,
1975. 207 pp.

Life is comparable to running a business whose success and
results are planned from an understanding of human behavior.
Principal divisions of the book are related to life as being a
profitable business, getting others to work with you, managing
your emotions, partnershlp through marriage, and looking ahead.
Style, examples and-avoidance of psychological Jargon make the
book interesting reading for all young adults. The book is o-
riented to the development of a life style rather than occupa-
tional choice.

139. lLee, James L., and William J. Doran. 'Vocational persistence: an
exploration of self-concept and dissonance theories 1, 2,"
Journal of Vocational Behavior, 3:129-136, April, 1973.

Research study involving.a group of religious students to

measure ''cognitive areas in which dissonance is most likely to
effect persistence toward a vocational goal." Slgnlflcance of
motivation as a force for achievement partlcularly in choice of
a non-rational life- purpose

140, Morrls Charles, and Linwood Small. ''Changes in conceptions of the
good life by American college students {ram 1950 to 1970,"
Journal of Personality and Social Psychology, 20:254-260, 1971.
A study in the values of college students from 1950-1970.
Data shows that concepts of young adults have not'changed as o
much over the years as their approach to realize the ''good 11Fe "o
Students are currently less tradltlonally oriented. °
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142,

143.

144.

145,

146.

T 141-147

Nordberg, Robert B. 'Meditation: future vehicle for career explora-
‘tion," Vocational Guidamnce Quarterly, -22:267-271, June, 1974.

A review of the wamwe of mysticism currently popular among
some young adults. Immilications of the article are that medita—
tion could lead to improved self-awareness and help both one 's
career and life development. .

R XA
Sch: ~htel;-Ernest G. 'On alienated concepts ol identity,'' Journal
of Humanistie Psychology, 1:110-121, 1961.

A concise, but brief description of alienation concepts as
to relating one‘s idemtity from both its negative and positive
implications:.. Reconmended 'reading for counselors.

Sherman, Harold. Kmxow your own mind. Greenwich, Conn Fawcett
Gold Metal, 195Z.. 160 mp. . ‘

Perennial amd popular paperback based upon sound psychologl—
cal principles mmt with strong religious and spiritual overtones.
Hmphasis is plzmeead upon personal development by the author who
has written numerous other books on God-man relationships.

Swerdloff, Peter M. 'Hopes:and fears of blue-collar youth,'' For—
tune, 79:148-152, January, 1969.

A summary of blue-collar youth attltudes obtained from in-~
terviews andi gmesstioning of young skilled and semi-skilled em~
ployees on warkimg
ance, world amd nztional problems, social values and morals.

Tanner, J.M. "Eariiermaturation in man," Scientific American, 218!
21—-27 January, T968.
Earliermaturation in man has been studied in recent yea.rs
This analysis reviews causes for the dramatic decline in the age
of puberty although the article points out that the trend re~
guires further investigation.

Wessman, Alden E., and David.F. Ricks. Mood ‘and pérsonality. New
York: Holt, Rinehart and Winstom, Inc., 1966. 317 pp.
The book is constructed about case studies of happy and un-

‘situations, racial problems, college attend-

147.

""happy steady moody men. Mich of the text réepresents analySes
of situations wirich cause various moods and personality changes
and characteristics. It will best be appreciated by those with
a background in psychology. Bibliography will be of value to
counselors but of little practical use to the average reader.

Williams, Robert L., and James D. Long. Toward a self-managed life
style.. Bostmn, Mass.: Houghton Mifflin Company, 1975. 235 pp.
A psychadogical approach to the concept of self-management

based upon self-modification and a model for self-control. Chap- .

ter on career planning may have been added 'as an after thought.
Evaluated as one of better references for study. Includes a
glossary of terms which assists in reading of text
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Winter, Gerald D., and Fugene M. Nuss. The young adult:  identity

and awureness. Glenview, I11.: Scott, Foresman and Compﬁn"
1969. 313 pp.

. A book of essays gathered from periodical l1Lorature onh
changes occurring in the values of young adolescents. Absence -
of an index in the book forces readers to thumb through and fre~
guently overlook observations by leading writers on the problems
and values of adolescents moving into adulthood. :

Wy11e Ruth C. The self concept. Lincoln, Neb.: University of

Nebraska Press, 1974. 433 pp.

A comprehens1ve pedagogical study indicated by the book's
title. It will have limited use by counselors and is not re-
commended except for graduate students working towards advanced
degrees in counselor education or psychology. Text summarized
major research studies in the field of ''self-concept.'' 67 pages
of ‘bibliography with subject matter and author indexes makes up
approximately one third of the book.
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gggect1ve Setting and Strategic Action Plans

These two areas of self-management and plannlng represent the very

core of personal accountabllity for the results of one's behavior.  Ob-
;jectives must be set according to one's potentials-for their achlevenents

‘Strategic action plans are creatéd out of the various ways and’ means a--
vallable fran one's resources for accompllshlng obJectlves ’ .

Business and orgapizational planning results from the cooperatlve P

effort: of a group of -key executives or admlnlstrators -Personal plannlng,l-
although it can benefit. from the ‘advice of others,. depends solely upon ther
effectlve de0151onﬁnak1ng capabllltles of the 1nd1v1dua1 o

' There are varlous key .or crltlcal areas in every person § 11fe ‘in

which objectives are to be set. These .have certain pr10r1t1es depending -
upon ‘the person's wants or needs. These generally begln 'with’ seeklng to
achieve - securlty from a self-support or income capablllty through a cdareer
choice. Other areas for objeclives may include.one's: potentlallty [or ..

- growth,  fulfilling social respon51b111t1es, successlully selling. one's ,
self in the market place, ability for. selfﬂnanagenent -and: developlnr po— '
51t1ve attltudes and motlvatlonal forces

Each of these and other obJectlve—settlng areas for one's self—actu—

_alization becomes .an area. for analysis and decisions.. Career choices and
obJectlves are only one part, although.a major one, of the obJectlve set—
tlng and strategizing process. Each of these areas should be acted upon
in the personal planning according to the planning model which a person
adopts. for himself. References in this unit, as for others in this bib-
liography, will serve as only introductions to the thlnklng processes

~—————which—the~ young-adult—is—recommended-to develop‘for‘nnprovxng“hls plan=—"
ning and self-management capability.

150.

131,

152,

‘Bannon, Joseph J. ''Methods of problen solving," Pdrks and Recrea—
tion, 1:917-918, November, 1966.

.~ . Sumary of major 1deas presented at "Creative Problem Solv—
ing" Conference. Seven steps for resolving real-life situations
concisely summarized goals and proposed for nnphmentlng action
plans.

Bennett, Graham. ''Seven steps to better problen solv1ng,”.Suggrvi—
sory Management, 16:39-42, August, 1971. '
Condensation of‘longer article. Short but p1np01nted de-
scription of problem identification and solutions involving key
factor in origin of problem, attitudes of people viewing the
problem and solutions possible for the problen

Buhler, Charlotte. ''The human course of life in its goal aspects,"
Journal of Humanistic Psychology, 10:3-17, Spring, 1974.
Human life and its aspects of purposes and goals are seen as

121

136




153-159

153.

1%4.

155.

156.

being controlled by five phases of self-determination and four
tendencies toward total life self-actualization.

Buhler, Charlotte. ''The life cycle: structural determinants of
goal setting," Journal of Humanistic P%ychology, 6:37-52, Spring,
1966.

Every individual is regarded as h1v1ng a basic structure for
running his particular life course. From this structure arises
the need for'goal setting, development of individual value pat-
terns, and the optimal use of one's resources.

Buhler, Charlotte. ''Questionnaire on goals and fulfillments,' Jour-
nal of Humanistic Psychology, 3:28-34, Spring, 1963.

Report on experimental study tc determine goal structures in.
people which author recognizes as being closely related to their
personality self-evaluations. Several cases illustrate need for

- fulfilling four basic tendencies of life.

Hackney, Harold. "Goal setting: maximizing the reinforcing effects
of progress,' The School Counselor, 20:176-181, January, 1973.

A goal-oriented approach relating counseling objectives to
client problem solving and goal setting. -Recommended for coun-
selors despite its limitations as an adequate treatment of a -
subject deserving a more penetrating treatment.

Harren, Vincent A. 'The vocational decision-making process among
college males," Journal of Counseling Psychology, 13:271-277,
196G6.

Author stresses steps of exploring or acquiring information,
crystallization of problems, choice of options, and clarifica-
tion of consequences to decisions of occupatioial choices. Re-
commended for counselors. '

157.

158.

159.

Hopkins; Charles Q. ‘'Implementing management by objectives," Ameri-
can Vocational Journal, 49:36-39, February, 1974.
Delinates strategies and controls for management by objec-
tives. Rationale for this system of management is shown as ap-
plicable to one's life as its use in business.

Jackson, Donald F. "Goal setting leads to business achievement,"
Business Education Forum, 28:23-24, May, 1974.

Rationale for a goal directed life by means of an objective
setting method is described. in three steps. Importance of ob-
Jjectives are the results obtained from their achievement, not
the goal setting process itself.

Jones, Edward E., and C. Anderson Johnson. 'Delay of consequences
and the riskiness of decisions," Journal of Personality, 41:
613-637, December, 1973.

The hypothe51s that the longer the delay between making a
decision and experiencing its consequences, the greater will be
the tendency to choose risky rather than conservative alterna-
tives is theoretically explored.
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. . _ - 160~167
. Kantor, Lonnie M., and Lynn R. Bartlett. 'Span of life discussion
for college students: their impact and implications,'' Journal
of College Student Personnel, 15:145-~148, March, 1974.
Describes a series of discussions for young adults on thei

educational-vocational goals, human relationships, personal cur-
rent concerns, and their 5001a1 respons1b111t1es

161, Kiev, Ari. "A strategy for da11y 11v1ng,” Readers Dlgest 104 146~

150 May, 1974.
- Suggestions are made to ease goal nnplenentatlon for self-
actuallzatlon in face of problems of stress and lonellness

~ 162. McDonnell, John F "The human: element in declslon maklng l Person~

‘nel Journal 53:188~190, March, 1974.

' De01s10n-mak1ng,‘fron managerlal view, contrasts the clas—
sic with a humanistic process and calls for a - flexlble framework ,
Whlch keeps the people 1nvolved 1n the forefront

163. McKen21e, Leon "Dlagnostlc procedure for goal 1dent1f1cat10n,”

Viewpoints, 49:37-46, September, 1973,

Analytlcal technlques for-goal- 1dent1flcat10n are out11ned o
A goal diagnosis model is- presented ‘as a matrix. 1nto whlch per—."
sonal obJectlves may be f1tted after self—analysls '

164, Marks Barry A. "De01s1on under uncertalnty a poet's v1ew Al Bus1-

ness Horizons, 14:57-61, February, 1971, _

Uncertalnty follow1ng or accanpanylng “the’ dec1s1on—nnk1ng
process is presented by using Frost's famous poem, ."'The Road ‘Not
Taken.'" Author places courage next to 1nte111gence as a ‘non~-ra-
tional factor in follow1ng—up on dec1s1ons -

SN ——

16@.uhEollack,“Barbara.ﬁanoadmap“for college . success,i_BuS1neSS FEducation.
World, 49:7-8, September, 1968.

An out11ne of a strategy to use class time more advantageous—
ly during the senior year in high school to orient students for
higher performances Elementary but pract1ca1 suggestlons for
1mprov1ng one's various performances.

166. Relf ‘William E., and Gerald Bassford ”What MBO rea11y is, " Bus1—

ness Horizons, 16:23-30, June, 1973."

Management by obJectlves is examined, 11st1ng four nmaor
components: setting obJectlves developing action plans, con-
ducting periodic reviews, and appraising amnual performance.
Also listed are major benefits that can be expected. MBO is not
set within an overall plan. Recommended for counSeldrs. '

‘167. Reilly, William J. - Life planning for college students. New York:

Harper & Brothers, 1956. 173 pp.

Direct, down-to~earth book which successfully has SUIVlved
several decades of scholarly writings which have been difficult
to understand by young adults. Recommended as introductory read-
ing on total personal development for young adults from 18 to 24.
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168-173 -
168.

169.

170.

171.

172.

173.

Rue, Leslie W.  "The how and who of long range plannlng " Busmess
Horizons, 16:23-30, December, 1973.

A practlcal model for long-range plannmg rathered from a
survey of U.S. industry.- Current long-range planning model is
compared with a progresslve ideal model. Background reading for

_counselors. , '

Smith, Lester V. a.nd Ralph H. Ojemann. "A decision making model "
School H@a.lth Review, 5:6-9, January-February, 1974, ‘
“Behavioristic approach to decision-making premised upon
Thomas, Maslow and others. Four step model for: declslon—maklng
is presented based upon the 1nd1v1dua1 s needs C

Snyder, Patt "'Career plannlng," Spemal lerarles 63 310—’312
July, 1972. :
- Brief but pomted descr1pt10n of nccd for meetlng career.
goals, optimately utilizing orie's personal strengths resources
in str'mtegles action plans and timlng one's JOb advancement

Watson, Goodwin. ‘"Resistance to change " Amerlcan Behavmral Sc:1—
h ent1st 14:745-766, May—June 1971.

D1scusses change agents and. procedures for 1nst1tut1ng change.*' '

Reviews causes of resistance to change Comprehens1on 1n 1ts ;
analysis. Good bibliography.

Watson, Hugh J. "Stlmulatlng human. decision mklng " Journal of

Systens Management, 24:24-27, May, 1973, - - o
-Directed toward business, although the a.rtlcle and dlagram
may be useful to clarify an 1nd1v1dual s demsmnmxakmg process.

Wiesman, Walter.  "Career development: self-strategies,' Vital
Speeches_of the Day, 38:694-697, July 20, 1972,

The inter-relationship of career development and self-de-
velopment leading to a happy and fulfilled life requires ac- -
quisition of skills and broad educational background. -
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Objectives and Action Plans for One's Personal Growth

Man's development is influenced by various processes of change. Some
of these affect him externally. He may have little control over their

- shaping of his life or work. Other forces for change are found within his

interests, potentlals for development, and aspirations resulting from values
and his: expression of needs. Self-improvement in the form of acquiring new
skills, improvements in behavior, enhancement of personality, physical fit-

- ness, and aesthetic and intellectual growths take various forns of life-

long obJectlves

Objectives for personal growth stem from one's acquired interests, in-

nate developed aptitudes. Growth, in its broadest sense, should be a con-
trolled cons01gps and directed effort to fully realize‘one's capabilities.
These are necessarily limited but also unique. They are particular to the

- individual's innate or acquired differences as a special person. - Personal

growth should not be thought of as something simply physical. This factor
of growth has its limitations. Most people have their major growth poten-

- tialities through a process of contlnulng education. This frequently takes

the form of self-improvements for career advancement. For others it will
be readings, studies or discussions leading to a better understanding of
people, philosophy, religion or :aesthetics. Non-vocational growth for mast
people is equally if not more important than vocational 1mprovenEﬂt for
lemding a balanced:and total life. -

All of us havesweaknesses. It is often difficult to recognize dihem.
Objectives ‘should aliso aim at minimizing or correcting these shortcemings
through a process. of improvement or growth. Both formal and self-educa-~
tion become a major strateglc action plan to accomplish one's objectives

174. Appel, Victor H., Margaret C. Berry, and Robert W. Hoffman. 'Sig-
nificant collegiate sources of influence,' Journal of College
Student Personnel, 14:171-174, March, 1974.
College seniors look at factors which they perceive as hav-
ing had a lasting impact on their development and will have a
carryover as goals into their lives and careers. Peer influence
appeared to be most important. : :

175. Becker, loward S. "A school is a lousy place ‘to learn anything,"
” American Behavioral Scientist, 16:85-105, October, 1972.
An essay contcasting schools and on-the~job .training for
"real-1ile cducation' which points out needs of students and im-
plications for curriculum improvement. Personal development
does not always occur in schools.

176. Bird, Caroline. The case against college. New York: David McKay
Campany, Inc., 1975. 308 pp.
A controversial book for readers who wish to pursue alter-~
native action plans for personal and occupational development
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177-182

177.

178,

179.

180.

181.

182,

other than gouing to college. ' Author possible overemphasizes
costs of college education without applying the principle of re-
turn on investment.

Buss, Allan R. "A conceptual framework for learning effecting the
development of ability factors,” Human Development, 16:273-292,
1973,

Relationships between learning, development and ability
factors are considered as major factors for growth. The more
basic learning principles are described within a framework of
the skill acquisition process.

Chapman, Elwood N. College survival. Chicago, I1l.: Science Re-
search Associates, 1974. 153 pp.

Popularly titled text and easily read reference for students
entering or planning to continue a two- or four-year college pro-
gram, Of particular interest are the chapters, '"Tests Anyone?"
and "Flight Plans." The book is abundantly illustrzted with
case studies representing problems followed by the =uthor's an-
swers to situatiams faced by most young adults.

CoIlins, Charles C. College orientation: edication for relevance.
Boston, Mass.: Hilbrook, 1969. 275 pp.

A practical amd very usable basic text for college students,
‘particularly freshmen. Fiftecen chaptersare followed: by bib-
liographies and stimulating topics for discussion. The book
thoroughly covers the background for personal planning but does
not go into objective setting and strateglc action plans .for en-
try into an occupational field.

Coyne, John, and Tom Hebert. This way out. New York: E.P. Dutton
& Company, 1972, 469 pp.

Contents of the book reviews various alternatives to tradi-
tional college education throughout the world. These include:
independent study programs, experimental colleges and foreign
studies in the developed as well as developing countries. The
theme of the book is ''You don't need a college to get a higher
education anymore.'-

Drucker, Peter F. 'Beyond stick & tarrot: hysteria over the work
ethlc,” Psychology Today, 7:86-92, November, 1973,

Worker resistance to nanlpulation by use of psychologlcal
techniques is remdiewed. Alternate ways of presenting work
structures are proposed based upon studies of McGregor and Herz~
berg. Analyzes worker characteristics for needed change.

Hiemstra, Roger. 'Community adult education in lifelong learning,"

Journal of Research & Development in Education, 7:34-43, Summer,
1974,

A review of connmnlty resources needed for adult education
or improvement. Conplexities of life demand that one's develop-
ment becomes a life-long learning process f[or growth and coping
with the process of change.
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"’184..

185.

186.

187.

183-—] 89

‘Jennison M. Harry. '"Little rellef in sight," Today S Health 4o

65, September 1967,

. Social uncertainties, moral upheava.l and pa.rental pressures
are cited as causes of tremendous pressure for scholastic a-
chievement. Author has offered several suggestions in brief ar-
ticle for more reallstlc personal obJectlves. : :

Joura.rd Sidney M.. "The awareness of potentlalltles syndrome
Journal of Humanistic Psychology, 6:139-140, Fall, 1966.. :
Questions the results of: teaching abnormal psychology as con-

strasted to the teaching of ""The Psychology of Healthy Personali~ - o

.ties" which emphasizes. discovery of one S. potent1a11t1es as re~
sowrces for growth obJect:Lves. o ‘ :

Kay, William., Moral education. Hamden Conn Llnnet Book 1975
379:pp. - .
~Sociological factorsiare 1nvolved in all meanlng and purpose '
of :moral development. ,..JFa recent years, the authorzclaims, no .
-aspect of personal devezopment is more 1mportant ‘than the 1nd1~
v:dual's acqu1s1tlon of -moral values R :

Kent, ?Letlc1a "Your m1nd how 1t can make you healthy how it

‘can e used against you," Vogue,' 160:94-95; Octobe];lS 1972.
‘Behavior control represents ‘one -of: ‘the most’ ml,t;x)rtant areas ’

for-personal improvement. Article stresses. the use of technolog~ = =

1cal control for chang:Lng behavior of other people rather than
one's self-change ’ . '

Koch, James V. "Student choice of undergraduate major field of
study and private internal rates of return,' Industrial & Labor
Relations Review, 26:680-685, October, 1979

For_ those who_view_a_ oollegeleducatlon as-a-financial—in _

188.

189,

vestment, this study explores the '"economic rationale' for the
selection of an underg’raduate‘ma,jor. :

Lippma.nn Walter, et.al. 'Dialogue between the generations,' Har-—
per's Magazme 235:45-64, October, 1967. . :

A group of well known writers and college editars explore
some of the differences in the ways their generations: ‘perceive
each other and the major issues  in American society:today. Re-
commended: for general background reading, ‘improved self-under-
standlng, and personal development. S

Marks, Edmond. '"Some con31derat10ns relating to cholce of. an edu- _
catlonal program,' Journal of Vocational BehaV1or 2:1-11, Jan--
uary, 1972, '

Proposed strategic action plans for achlevmg career ob--
Jectives through educational programs. Although study employs
statistical data which might complicate its usefulness for many
young adults, it will be significant to most counselors.
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190. Martin, Ann M., and A.G. Martin. 'Educating women for identity in

191.

192.

198.

19%4.

195.

196.

197.

work, "' Amerlcan Vocational Journal, 46:38~42, May, 1971.
""Women . have psychological barrlers to success perhaps gremter
. than the obstacles posed from outside. They should be made to
see that essentially they are freer than men to choose the roles
they will play &t different periods of their lives."

Noonan, Peggy. 'Why college anyway?" Madennlselle, 75 346-349,
August 1972,
Twenty young: college women from different unlver51t1es de--
scribe their needs for hlgher education and personal developneut T
and how actual life in college differed from their expectations
for satisfactions of needs for intellectual growth. ‘

Otto, Herbert A. 'New light on human potential," Saturday Rev1ew
52:14-17, September 20 1969,
Energlng as.a fleld of scientific inquiry is’ the study . of
human potentials. Article discusses worldwide research programs
of investigations on questions of exploring human potentialities
and their development for-meeting life and career .needs.

Parrott, Allen.- "waard a theory of llfe—long educatlon,” Adult Edu—r
cation, 47:141-346, May, 1S74.
lafe»long educatlon is regarded as a cure—all for all of -
society's problems. An attempt is made to define how life-long
education may become a meaningful concept for a large number of’.
v people in their planning and action plans

Stephens, Waldo E. "An approach to undeveloped resources: the po-
tentialities of man," Business Education Forum, 25:51-54, April,
1971, 1
.. ... A study of the modern American and his failure_ to.realize___.__ . _._
his potentials both individually and collectively because: of the
complexities of modern life with which-he is unable to cape.

Werts, Charles E. ''Career changes in college," Soclology of Educa-

tion, 40:90-95, Winter, 1967.

A ‘study deallng with changes in career dlrectlons Oﬂcurrlng
among college students and an effort to determine some of the
causes for these changes. Confusion as to directions for intel~
lectual development results from changes in career obJectlves

Werts Charles E., and Donivan J. Watley. "Paternal 1nfluences on o
talent development " Journal of Counseling Psychology, 19:367-
373, 1972. T

A sample of college freshmen are grouped by father s occupa~ :
tion then compared in various areas of achievement showing that
they excel in particular skills of fathers' occupations.’ Growth
rate improves under parental influence and cooperation.

West, Charles K. 'The knowledge explosion & the need for revaluing
knowledge,' Intellect, 101:107-109, November, 1972.
A study on the vaiue of knowledge and consequences to



. 198

educators refusing to make decisions about values:in education

will be primarily of interest to counselors with strong psycho-
logical or pphilosophical backgrounds. Are educators ==fising a

valueless generation?

198. Ury, Zalman F. "The ethical life style as an educatlonal =ssential,"’
Intellect, 101:25-26, October, 1972.
A-concise presentation of the role which the teaching of
_ ethics should have in education. Proposes that all schools of
educatlon should teach courses in morality and that elementary

- and secondary schools have ethics counselors: Moral development ‘“'”

represents a major area for personal change and growti.
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199-201

9

Objectives and Action Plans for Career Develogment'

For most people this area of objective setting represents the nost
important results to be achieved from their total 1life and career planning.
It satisfies their needs for security and material asplratlons for ‘self-
actualization. For others, however, more emphasis is placed upon the ac-.
quisition of knowledge and self—-lmprovement vhich will bring limited fi-

nancial returns. They may have a thirst for learning or rellglous asplra— )

tions which have limited recognltlon in the market place."

: Economic 1ndependence and the ca.pablllty of se1f~support are- expected
~ of mature adults. BErphasis accordingly is placed upon education which
lead them towards successful entry into a particular occupation. During
an individual's process of seli‘—dlscovery he should become aware of his
potentials and aspirations. These in turn, after a study of various oc- g
cupatlonal fields, results in a decision as to a job or career field. This

choice should be’ made in high school if at all possible. For the vast ma~ .

Jority of post-secondary students it is not reached until late in their
' first or during their second year of college work — if at all

The decision on a career field takes the form of an exp11c1_t1y stated
goal or objective. Made early enough durmg the post~seconda.ry educatlon—
al process, the student can select and direct his course work towards
qualifying himself for entry into a partlcular job market. '

LY

A major obstacie- to setting career ‘as well as other obJectlves Wwill~

‘be the lack of self-understanding and know:mg one's potentials, . interests,

and aspirations. It is on this informational base that a person st bu.11d

his pyramid of life and career ObJectheS and action plans

T

199. Bailey, John A. 'Career development concepts: s1gn].flcance & util-:
ity, Personnel and Guidance Journal, 47:24-28, September, 1968.
An attempt to identify essent1a1 ‘career developnent concepts '
which provide and form the basis for ass1st1ng young adults in
making their vocational ch01ces

200. Bare, Carole E. 'Personality and self-concept correlates of occu- ,
~ - pational aspirations," Vocational Guldanre Q;Jarterly, 18 297~
305, June, 1970. ' .
A study on college students accura.cy of self-awareness pre—,
ferences for occupations, and success in their preferred work '
fields as related to eight personality factors

201. Beall, Lynnette. 'Vocational choice: the impossible fantasy and
the improbable cho1ce " Journal of Counsellng Psychology, 14:
86-92, 1967.
Uslng case studies, two types of dlfflcultles Taced in voca-~
tional choice are explored. Imphasizes the counselor's role in
assisting young adults in making realistic career choices.

130

145,



202.

203.

204,

205.

206.

202209

Bell, Terrel Hr; -and Robert A. Goldwin. "Should college teach sal-
able sKills?" Chronicle of Higher Fducation, 10:32, April 7, 1975,
Two concise viewpoints presenting the reasons why colle;:es
should offer not only broad liberal arls programs of study but
also salable and specialized job skills.

Bolton, Mac. ''Where do we go fmm here, ' Personnel Management '2:20~

© 26, March, 1970.

A study on same of the factors which mfluence oollege grad-—

uate recruitment and why many college graduates become quickly
disillusioned with the pos1t10ns for Whlch they are employed

Byrd Robert C "Educatlon should be career-orlented " Oollege Nkan-—
agement, 7:2, August, 1972.

Excerpts from address prepared by the senator [ pub'l ic rela~
tions officer provides a superficial view in defining career edu- -
cation. Byrd questions motives. of college students and proposes
elimination of financial barriers to higher educatlon s0 as to
achieve equal educational opportunltles

"Choosing a career: how to be your own oomputer," ‘Senior Scholastlc
104:14-17, April 18, 1974.
Ten pomts to oons1der in ‘making a career dec1s1on Game and

sample application form are mcluded in the artlcle

Oosgrave Gerald. Career pla.nnlng, search for a future Toronto,
Canada: Guidance Centre, Faculty of Education, 1973. ‘144 pp.

One of the better text/vorkbooks for young adults. Widely
used throughout Canada. Text needs to be supplemented by out-
side readings on various occupations. Five chapters of book em—~
phasize self-awareness and the decision-making process of occupa~
tional choice.

207.

208.

2090.

Delbecq, Andr€ L., and Eliot S. Elfner. '"local cosimopolitan orienta-

tion and career strategies for specialists," Academy of Manage-~
ment Journal, 13:373-387, December, 1970.°
Three different models for career strategies in the sciences:
are related.to accupational orientation for either permanent or
~ short-term employment. Article recommends strategies for job
advancement. o :

Dunphy, Philip W., Sidney F. Austin, and Thomas J. McEneaney. Career
development for the ocollege student. Cranston, R.I.: Carroll
Press, 1968. 128 pp.

A tight but also superficial treatment of a w1de variety of
subjects leading to occupational choice and entry into-the job
market. Its use us a textbook is recommended only where the in-
structor my anplify the text with lectures and supplementary
readings.

FERIC Document Reproduction Service. Career education. New York:
Macmillan Information, 1973. 360 pp.
An ERIC (Education Resources Information Center) bibliography
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210~215

t

of documents and articles des1gned and largely used by re-
ference librarians and some- educators in higher educatlon

‘Subject index is ‘comprehensive. ' Citations are largely con~

cerned with theoretical and academic studies written by coun- g
selor and gui.lance instructors. The vast majority of docu-

ments and articles, classified by subject and author indexes

are of a very limited pract1cal use to‘anyone except to grad-
uate students quallfymg for adva.nced degrees in counselor
educatlon

210. Feldman, Saul D. E scape from the doll's house New York McGraw—

- Hi11 Book-Company, 1974 . 208 pp.- -

A study -of women in graduate. educatlon a.nd then' plans for
academic careers, career expectatlons and. self—lmage Included
are various restralnts, principally sex stereotypes, Wthh act
as 11m1tatlons on the freedom of both man and woman . :

1211. Ha.rlmess Charles A. ""College educatlon - key to Jobs'P" Vocatlonal :

212. HJ_nd Robert R., and Tlmothy E. WJ.rth ‘ '"I‘he effect of un1vers1ty ex—

Gulda.nce Quarterly, 21:43-47, Septenber 1972

A speech given to college students attackmg a prevalllng
myth that college education provides an assured mea.ns for a good
Job. Prov1des a m)re real:lstlc approach to career plannmg :

‘perience on occupatlonal choice among undergraduates " Socmlogz

of Educa.tlon, 42.:50-70, -Winter, 1969. = . Wi
~With current’ college students there is- a Shlft away from pur- R

sulng specialized careers towards less spec:allzed ‘programs of .

study. Some reasons for the change in expectatlons of- college *

students. are examined.

213., Holland, John L. The psyckblogy of vocatlona.l 'Choice - Waltham,

214. Lavender, John "Occupatlona,l versatlllty key to ca.reers " Educa?_‘

Mass.: Blaisdale Publishing Company, 1966. © 132 pp. v B
Well known author attempts to’ classlfy pereonallty types 1n
a theory of vocational behavior. Tightly. written book: expresses
author's dissatisfactions- with gulda.nce practlces in’ schools, - He
points up- need for new thmklng on: the pa.rt of schools and ooun~ -
selor educatlon ‘ ‘ o :

tional leadership,. 30:215~217, December; 1972.. .

"Article'shows how actual JOb experlences or mternshlps pro— g
vide students with:an. awareness of career requlrements as well -
as improving their capab:lltles for upgradlng the1r own qua11f1~
cations and goals. . R

215. Maccoby, Michael. 'Four characters in sw.rch of a ca.reer " Manage-

ment Review, 62:47-49, October, 1973. ‘ i
Tour types of personalltles are exammed all equally effec—-’ S

tive when work1ng in a mpde that fits dlfferent characterlstlcs - ‘

of individuals. Implications for both management and the em-

ployee are considered for more effectlve orgunlzatlonal design

and prormtlons _ 1 47
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a7,
" 218.

- 219.

220.

Nhnhardt Philip. "Job or1entat1on ol‘ male and female oollege grad

' Ondrack D.A. "Emerglng occupatlonal values ‘a rev1ew a.nd some flnd—-

Maglsos, Joel H. Cb.reer education (thlrd yearbook) WashlngtOn R
D.C.: American Vocational - Assoclatlon, 1973. . 397" pp L
. Follow:Lng tratitional achknowledgement of J.mportance of ca—V
reer education by the director of the U.S. Office of Educatlon
some 31 contributors repeat what has been-available in perlodl—-. CL
cals and other sources over the past seveml decades.: No: s1gnl— AR
ficant innovative concepts.are offered.’ Yea.rbook has questlon—-»
able value in: justifying costs of being publlshed desplte heavy
use of references and scholarly recognltlon of authors 1n voca— "
tional. guldance field. v " a-v

uates 1n business," Personnel Psychology, 25 316—368 ":Sunmmer,
S 1972 o

. Sex dlf:ferences between men' a.nd mmn enterlng thep same oc—-
cupatlons are compared as to the1r orlentatlons to mrk a.nd Jobs

.ings, ' Academy of Management Journal 16 423—432 September,

Reif, Wlllldm 1-.., and John W Newstrom "Career development b
‘jectives,' Business llorizons, 17:5-10,-October, 1974, ;
Basic article of particular value to" everyone plannlng”thelr
career.- Contlngency model: for: career: developnent outlines: fac~
tors whlch must be studied in. developlng actlon plans and rev1ew—
-ing- progress towards the1r achlevement . .

Roe, Anne. The J)sychology of occupatlons New York John Wlley &
Sons, Inc., 1956. 340 pp.-

221.

222,

- Shaycoft, Marion F. 'Factors affecting a factor affeetlng career,"" |

, lln-older—but-ba 51c—-text«—for~eounselorSmand~personnel~mahagers ;
Too much material of lesser value has been published since thls
comprehensive documented reference. Recorrmended for ‘serious.-

- study by everyone seeking a reconmllatlon between occupatlonal
requiréments and personality dﬁferences of -individuals. Con~ e
tains original approaches to career development whi ch have been o
copied by other authors under other labels '

Seligman, Daniel. "A spemal kind of rebelllon " I‘ortune 79 67—72
January, 1969.
A survey shows the generatlon gap is a greater reallty tha.n
has been admitted. Behind the vocal.activists is an "1nv181ble"
minority with.similar attitudes as the activists.. Both.groups. ... .
are characterized as late career planners but a.re strongly future S
orlented : .

Vocational Guidance Quarterly, 22:96-104, December, 1973. T

Factors are analyzed which affect de01s1ons on going to col-~ . It
leg,e Both aptitude and socioeconomic levels are found as potent T
factors. Complicated statistical tables support oonclus1ons
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223. Stead, Bette Ann. "Educating women for administration," Business
Horizons, 18:51-56, April, 1975.

To assist women in assuming managerial roles, business schools
are developing special programs to overcome women's acquired

sense of limitations. A program ol six objectives is prepared.
with evaluations from course offering.
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221-225

10

Objectives and Action Plans for Socia]‘Resbonsibi1ities

, Sociability should be distinguished from one's social responsibilities.
- 'The fomer is a personality characteristic representing ways in which a
jperson is compatible with-others. Social responsibilities on the other
hand consist of means and ways in which an individual can, ought, and must
become involved in participating in and contributing to the various socie-
ties to which the person belongs. , o '

~~ There are obligations which a person performs or refrains from doing
because of the laws which societ. adopts to protect its members. = There

are other duties which a person will assume to achieve the objectives of a
‘group or to improve its particular environment. Still other services are
_undertaken by people as voluntary efforts which are either .donated or for
which financial compensation is not received: They are done simply for the
satigfactions obtained in helping others. '

_ The significance of fulfilling social responsibilities by both indi-
viduals and groups in today's complex society has become critically im-
portant. Neither corporations nor individual persons can’disregard their
accountabilities for managing the process of change for society's better-
ment. Corruption in government, soaring crime rates, environmental pollu-
tion and indifference by a majority of people to the directions in which
societies are moving are consequences of either an absence of one's not
determining or not carrying out their social responsibilities.

Many youngbadults are overwhelmed by a feeling that they are powerless .

.to accomplish social changes. Technology and the growth of bureaucratic -
institutions have made many people feel weak and incompetent in coping with
social changes needed if society with its dempcratic processes is to sur-
vive. Even the nost optimistic of forecasters for the next quarter cen-
tury recognize that man's quality of life will drastically deteriorate un-
less individual socially oriented objectives become a focal point for every

224. Baker, Henry G., Sr. ''Identity and social responsibility policies,"
Business Horizons, 16:23-28, April, 1973. ,
Management strategies and policies.related to corporate re-
sponsibility and policies as *hey have been identified in six
large firms. To be studi+ ' . those going into the work world.

225. Borlaug, Normman E. 'Challenges remin," Vital Speeches of the Day,
39:554~-558, July 1, 1973. . R ,
Morally important values must take the form of social respon-
sibilities. Author emphasizes agriculturally related occupations
- for consideration by socially motivated college students.
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226. Braginsky, D.D., and B.M. Braginsky. "Surplus people: their lost
faith in self and system," Psychology 'lbday, 9: 69~72 August
1975. '
Unemployed m1nor1t1es and those with hlgh level skills fre- :
quently are regarded as surplus in a society of. employed average
people. The jobless feel unwanted and lose faith in themselves.-
They are reluctant to assume social responsm:l.lities ' ‘

227. Brill, Naomi I. WorkJ.ng with people: the help:mg process 'Phila—;
' delphia, Pa.: J.B. Lippincott Company, 1973. 202 pp. o
Author pmv1des an eclectic approach to- bridglng the gap be- -
tween theoretical knowledge and practical application. Text is
scholarly but readable. Book primarily is designed for people
who work with others.

228. C(hase, Elwyn I'., Jr. '"Social engineering and human dlgnlty," ‘The R
Social Studles 63:275-278, November, 1972. : BRRRRRE S
Social tasks involve more than human manlpula.tlon ‘Author .
feels that too many social scientists are disregarding humn
factors and would develop a totalitarian ‘society Wthh will not
solve problems faced in our complex world

229. Coleman, James S. "Confllctlng theorles of ‘social cha.nge," Amerlcan
Behavioral Scientist, 14:633-650, May-June, 1971. ' .
Essay is largely concerned w1th causes for many of the radl—
cal changes which have recently developed in society.’ Emphas1s
is given to broad legal and economic causes and, seoondly, to.
passivity wh1ch has surfaced among 1nd1v1dua1s towards coplng
with change. ,

230. Combs, Arthur W., Donald L. ‘Avila, and William 'y, Purkey.” HelQ ngtoore
relationships basic ooncepts for the helpmg professmn Bos—‘
ton, Mass.: Allyn and Bacon, Inc., 1974. 360 pp.

A scholarly approach to prov1d1ng personal development of
those who are entering the "helplng" or service type of occupa-
tions. The theme of the book is the dlscussmn of forn‘s of hu-
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ing or service forms of work.

231. Corson, John J. '"The great what-is-it; the soc1a1 adult' " Natlon s’
Busmess 60:54-56, July, 1972. )

Coming under "increasing fire, more a.nd nore- OOI'pOI‘atlonS are’

under pressure to solve society's. pmblens, and provide an ac— _'

counting of what their executives are expected to do; and, what -
‘standards are to be. set for meetmg thelr social respons1b111t1es

232. DeMott, Benjamin. "'Adult—-Ed' e the ultlmate goal " Saturda_y Rev1ew
2: 27—-29 Septenber 20, 1975.

"A genuine ’leamlng society' will requlre a phllosophy ol‘ R i

continuing education adequate to 1ts potentla.l as a social force." -

Author hopes for a richer human future but is fearful because of

the slow rate of change occurring in society.
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233. Drumn, Robert 1. '"Making room for 'peaceful revolutions'," Person-
' nel, 49:49-55, May-June, 1972.

Recommended reading for most young adults. - Although many of
the results in the study were obtained from college students, at-
titudes represented are to be found in many young adults with
liberal educational backgrounds.

234. TFlacks, Richard. '"The liberated generation: an exploration of the
] roots of student pmtest "' Journal of Social Issues, 43:52-75,
July, 1967. :
A study of student att1tudes in the 1960's .éxpressing genera-
tional discontent. Efforts were made to predict results in po-~
litical change or that the student unrest would s:mely disinte-
grate with out affecting any social change.

235. Harris, Britton. "A technology of social progress,'" American Behav—-
1ora.1 Scientist, 11: 7-10, July-August, 1968.

Author contends that present-day society is madequately pre-
pared to control and direct its science-based technology to avoid
the dangers which threaten the survival of the race itself.
Ileadership is lacking and personal freedom is fast being lost.

236. "Helpmg people — an American custom on the rise," U, S News and
World Report, 77:29-32, September 2, 1974.

Voluntarism represents a $50-b1111c>n dollar-a~year resource
for undertaking social activities for helping others. Dissen-
tion and spread of support arong governrent agencies have done
little to help a powerful movement at grassroots levels who find
a social responsibility in supporting their commnities.

237. Henry, Carl F.H. '"Has patriotism had its day"" Chrlstlanlty Today,
8:26-27, June 7, 1974, -
American patriotism is on the decline. Yet it is necessary
for our national survival. Short articleé professes the need for
a rebirth of the ideals which is part of 'the American Creed."
It reun_res values for personal conmlttments

v 238. Kanfer Stefan. ''Oh, say can you st111 see?'" Time, 101 24, Janua.ry 29,
. 1973

Many cynical young adults agree with Samuel Johnson, "Patrio~
tism is the last refuge of a scoundrel." Many symbols of patrio-
tism are reviled by minorities who have become disillusioned with -
the democratic processes which they feel have been corrupted.

239. Konopka, Gisela. "Social change and human values,' Journal of Home
Economics, 66:12-14, September, 1971.

Statement "Adults are simply afraid of the young," pinpoints
the fear of changing existing attitudes, values, and goals. Pro-
poses thesis that their evolution is necessary for social pro-
gress and survival. Suggest social goals for the 1970's
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240-246

240. Kruse, Thomas M. '"Our changing society: the challenge for buslness,U
Supervisory Managanent 17:22~25, June, 1972. ' x
Fducators can't cope with- challenges facing society through o
the learning process. A businessman offers his recommendations :
on how industry should pick up some of the responsibilities not
being met by government and in our schools.

241. Lawrence, David. 'What can I do?" U.S. News and World Report, 76
4, February 25, 1974. -
Editorial on a confused U.S. citizenry which. asks "What cén
I do?" in the face of a govermment which is not meeting its ex- =~ -
pectations. Lawrence feels that by being informed and taiting an .. - __:
active role in politics the individual can make many effectlve i
changes,

242. Lerner, Max, et.al. '"Watergating on main street," Saturday ReV1ew,
3: 10-27 November 1, 1975.

Shocked by corruption of Watergate scandals, Amerlcans are
looking more closely at their own and the country's ethical
standards. Disillusionment in all the professions and institu~
tions has led to a disrespect for authorlty ‘People do not know
where they can turn to place their-trust.

243. Leslie, Larry L., and James L. Morrison. ''‘Social change and profes—
sional educatlon in American society,' Intellect, .102:356-360,
March, 1974.

Author strongly urges changlng our educat10na1 system to
effectively cope with changes occurring in our culture, environ-
ment and society. Contends that professional schools are neither
meet1ng the needs of people or the pro[ess1ona1s thenselves
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244, levitt, Morton and Rubensteln eds Youth and soclal change. De—
troit, Mich.: Wayne State University Press, 1972.- 184 pp.

A book of essays largely of interest to soclologlsts Con~
tributors are academicians who appear more interested in their
style of wr1t1ng than belng tuned 1n on the realities of change
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245, Madden Carl M. "Our changing economics," Current 165:25-34, Sep—
tember, 1974. ‘

Economlcs is only one aspect of many changes which the author
feels requires a high priority of responsibilities by both indi-
viduals and agencies to resolve. -After reviewing many of the
problems facing man, he has little to offer. as solutlons except

. to asslgn them to the new generatlon for answers

246. Platt, John. '"Predicting the future: changlng famlly patterns "
Current 143:23-24, September, 1972 T SR
Author looks 1nto the social. future of 1nd1v1dua1s and. the1rji']
life styles. Professes that. plannlng and assuming of social re-~'
sponsibilities by all people is the only key to coping with the

future. Optimistic outlook.
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247. Ray, Paul H. "Human ecology, technology, and the need for social
planning,' American Behavioral Scientist, 11: 16-19 July-August,
1968.

Author extrapolates the future of technology and its possi-
bility for resolving problems created by man in the destruction
of his environment. Scholarly approach does little to comfort
the reader. Author is ineffective in proposing a.ctlon plans to
solve problans which are becoming unresolvable

248, Rukeyser William S. 'How youth is reformlng the business world "
, Fortune, 79:76-79, January, 1969.
~_ The criteria of college. graduates seeking Jobs in. busmess
have changed to demands for intellectually challenging positions
which will be creative as well as useful. Young adults have a
major contribution to make in social change.

249. Tapper, Ted. Young people and society. London: Faber and Faber,
Ldt., 1971. 176 pp.

An exploration of how people dlffer in their attltudes to-
wards society in general and their social groups in particular.
Socialization of the 1nd1v1dua.1 is stressed from.the fam11y
group to the Job market. .
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260-252

1

Objective and Action Plans for Entry into the Job Market

The employability of a person will depend upon assets which will pgen-
erate earnings for whomever he or she will work. These assets or qualifi-
cations will be brought to the job fram education or practical experience.
These personal strengths will be results from strategic action plans which
you have carried out to develop your qualifications for becoming a desira-
ble employee in the manpower resources of an employer A person is hired
simply because he can increase the earnings or improve the productivity of
a company or organization. Objectively evaluated, people represent the

. .Assets of a company comparable to its financial resources, plants, equip-
ment, or other physical facilities. Manpower skills may be audited by com-
panles in the same way they do their physical assets.

o Successful entry into the job market and becoming employable consists
of setting objectives for becoming hirable based upon the acquisition of
the right kind of qualifications. Strategic action plans for obtaining a
Jjob should result in a person being able to select his employer rather
than merely being selected by an employer after mailing out letters, re-
sumes, applications, and a large number of interviews.

A desirable objective is to select an employer for whom you would 1like

to work and effectively develop supporting action plans to sell or market

yourself to that employer. The planning span for achieving such an ob-

Jective will generally require six to twelve months. Too many students

wait until after graduation before beginning their search for work. They

enter the job market with a limited knowledge of companies for whom they ,
would like to work or the openings and qualifications for positions avail— - - -
able in these companies. '

250. Abel, Richard J. 'The evolving college 'plucement' office,' Person—
nel Journal, 53:G89-G91, September, 1974.

A change from the tradltlonal role to that of 'Career De-~ .. _ .. ___ . .
“velopment Services" is suggested. The concept is outlined and
strategies recommended for upgrading placement office services.

251. Ankerson, Robert. "Marketing a 'new product'," MBA, 9:27-29, Octo-
ber, 1975.
Sound advice on how to go about marketing yourself to find .
the job you want. Twenty questions for self-analysis are pro-
posed whlch w111 a551st you in finding a pos1t10n approprlate to

252. Barker, Raymond F.- "College students choose a job: inputs vs. out-
: puts,' Personnel Journal, 49:241-245, March, 1970.
Differences surveyed between college [reshmen and seniors as
to their post-college career ideas and attitudes towards a first
Jjob. : .
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254.

255,

256,

257,

258,

259.

260.

253-260

Basstord, Gerald 1.. ''Job testing -- alternative to employment quotas,"
Business Horizons, 17:37-47, February, 1974.
Job testing is favorable regarded as an alternative to em-
ployment quotas and a means of assessing future potentinl per-
forminces. sought from job applicunts by cmployoers. -

Bernstein, Elliolt. "A job hunter's handbook,' Money, 4:43-48, June,
1975, .

A short article which may prove invaluable in preparing your-
self for seekingz a job. Basically it proposes a number of prac~
tical action plans which should be fitted into your obJectlve—
setting decisions.

Brenton, Myron. ''21,741 choices for a career,” New York Times Maga~
21ne 72, October 25, 1970.

Recent research shows that there is little parental influence
on children's vocational choices. This article, however, offers -~
positive suggestions on ways of creatlng Vocat10na1 awareness at
an early age.

Comer, Nancy A. ''Does your college owe you a Job7” Mademoiselle, o
76:116-117, January, 1973. ' o
Does the college from which you graduate own you a job? i
Some college placement office problems are presented and ways to
improve their services are suggested.

Cumings, L.L., Donald P. Schwab, and Marc Rosen. 'Performance and
~ knowledge of results as determinants of goal setting,' Journal
of Applied Psychology, 55:526-530, December, 1971.
- Previous performances completed successfully are found us
having a significant influence on goal setting. Manugement by
objectives should include measuring results of performance to
assure goal achievement.

Donnelly, Caroline. 'How hard should you work,' Readers Digest,
107 14o~148 August, 1975,
Wbrklng .intelligently.-rather-than-hard-is-suggested. »~Artr~~~~¢-~»»—w~
cle includes ways of conserving time and yet malntalnlng one's
work ethics and productivity.

Hakel, Milton D., and Allen J. Schuh. '"Job applicant attributes
Judged important across seven diverse occupations,' Personnel
Psychology, 24:45-52, Spring, 1971.

A study on the favorability and frequency of highly impor-
tant job applicant characteristics. Article will be of special
value to recruiters and personnel managers. Provides puttern
for interview guide and rating scales for pre-employment deci-~
sions.

Hopfe, Manfred W. 'Do you really want that new .job?'" Personnel Jour-
nal, 51:270-273, April, 1972,
Fdesents three self-diagnostic factors of leadership style,
group situations, and leadership effectiveness. Identification
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261-267

of job'roles help an individual in making new job or promotion
decisions. : ‘

261. Housley, Warren F: 'Vocational decision makiny: a function ol re-
flecting attitudes,' Vocational Guidance Quarterly, 21:288-292,
June, 1973.

AnalyZes accepting~rejecting approach in making vocational
choices and the degree of certainty obtained from this behavior
by students seeking to match their self-concepts with occupations.
Scholarly but of guestionable significance.

262. "Jobs for this year's college graduates,' Changing Times, 29:25-32,
February, 1975. '

Annual survey: 'Names of 135 employers who have openings,

plus details on type of applicants they're seeking and how to

apply.”

263. Levitan, Sar A., and William B. Johnston. Work is here to stuy.
Salt Lake City, Utah: Olympus Publishing Company, 1973. 184 pp.
A very readable description of the nature of work, charac-
teristics of the new work force, the role of unions in work re-
i fOTM, jOb redesign experiments, and the limitations of job re-~
form. Recommended reading.

264, Magee, Richard H. 'How to sell a career opportunlty,” Personnel
Journal, 53:583-588, August, 1974.

Rev1ews aspects of employment interviewing, sales technique
of persuasive psychology, and a strategy for selling jobs to -
applicant. Of benefits both to personnel managers and those en-
terlng the Jjob nmrket

265. Mlnter Robert L. 'What not to do in an interview," Superv1eory
Management, 18:2-12, December, 1973
How to conduct an interview from a recruiter or personnel
manager's role. Provides a list of do's and don'ts for both the
interviewer as well as job applicant.
266. Murphy, James F. '"The future of time, work, and leisure,” Parks and
Recreation, November, 1973.
The effectlve use of leisure time should be planned since
"work-and leisure...have became opposing and even antagonistic
concept1ons in a hlghly industrialized culture

267. Paul, Ronald N. '"How to develop a company proflle,” Business Manage~

ment, 38:25; June, 1970
Applles to non—proflt organizations as well as business. In-
dividuals anticipating joining a company will find various fac-
tors descriptive of corporate behavior in essential performance
areas a basis for its future growth both as a company and in
career opportunities.
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269.

270.

271.

272.

273.

268-273

Renee, Sister M. Anne. 'What business wants from beginners," Ad-
ministrative Management, 35:55-57, May, 1974,

Informative article for graduatlng students outlining em-
ployment outlook for beginning office employees in terms of the
Jjob market, strength, and weaknesses of new employees, and em-
ployer expectations.

Terkel, Studs. Working. New York: Avon Books, 1972, 762 pp.
A narrative styled description of various occupational fields.
Keyed to earthy vocabulary and reading preferences of many youths.
Text may be criticized as superficial in describing various jobs.
May be supplemented by readings from Occupational Outlook Hand-
book. Jobs described range from executive to newsboy, and from
football coach to washroom attendant.

Ullman, Joseph C., and Geeteridge, Thomas J. 'The job search,' Jour-
nal of College Placement, 33:67-72, February-March, 1973.
Results of study on relationships among job search, job
choice, and career patterns should help students in maklng more
careful investigations before accepting a JOb

Varga, Lou. "Occupational floundering,' Personnel & Guidance Journal,
52:225-231, December, 1973.
The phenomenon of occupational floundering;-when a person
enters the labor market without a career goal, is regarded as
not necessarily a negative situation but as a possible growth
experience.

Weagraff, Patrick J. "The cluster concept: development of curricu-
lar materials for the public service occupational cluster,' Jour-
"nal of Research & Development in Education, 7:45-54, Spring, 1974.
An overview of the ''cluster concept' and its implications in
organizing educational courses of study for entry into public
service occupations. Will be of particular interest to those
seeking employment in civil service.

_Zoffer, H.J. 'The_ impact of_changing. values.and lifestyles.on the__ . __ ___

selection ol managers,'' Personnel, 52:25-33, January-February,
1975. _ —

Author believes that organizations will have to accommodate
their recruiting policies and practices to emerging lifestyles
of young managers. Does not seem to realize that in hard times
people will take any form of work.
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12

Objectives and Action Plans to Achieve a Self-Management Capability

This capability should be the capstone purpose to all learning, edu-
cation, acquisition of skills, development of aptitudes, and pursuit of
one's interests. Unless a person succeeds in self-managing forces within
himself and coping with influences in his environment which he can control,
it is not possible for him to take purposeful directions in a rational man-
ner.

Self-management essentially consists of-optimally using one's re- -
sources in a planned, organized, and controlled way which results in sat-
isfactions and happiness. People with a capability for self-management
are happy and satisfied individuals. They are successful in that they a-
chieve desired qualities of life. They are realistic in that they set and
achieve desirable objectives. They schedule their time and distribute the
use of their personal resources in a purposeful cooriinated manner. They
will carry out, through their 1life a dynamic and interesting pursuit of
goals. They will be able to anticipate results from efforts. This art of
' self-management is an acquired, rational art. It presupposes that a per-
son can determine and achieve various objectives in his life.

Successful self-management is judged by one's performances. It may be de-
scribed as the capability of making things happen. Unfortunately self-
management for some people is a passive attitude of simply reacting to
changes occurring about them. '

We often hear that running one's life is not too different from run-
ning a business. - In-a business,.its managers are.concerned with results.. . ...
They plan, organize, and implement specific action plans-to achieve the
canpany's objectives. They set controls overl.the use of the business.. re-
sources. Life which is far more important than any business is not managed
with the same practices that are put into a business.

074, Bell, Alan P, ""Role models in young adulthood: —théir relaticnship™
to occupational behaviors,' Vocational Guidance Quarterly, 18: :
281-284, June, 1970, : S -
Relationship between development of role models” in young
adulthood and vocational performance during the same period show
importance of individuals having models on which they ‘can design
effective hahavior. 8 : S : :

275. Carroll, Stephen J., Jr., and Henry L. Tosi. "Goal characteristics
and personality. factors in a management-by-objectives program,"'. -
Administrative Science Quarterly, 15:295-305, September, 1970.

A practical and very worthwhile study of the effects which
' clear and important goals have on job success and satisfaction.
Recommended reading. ‘
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276. Chamber, Peter. 'Do-it-yourself management development,’ Internation-
al Management, 29:46-50, October, 1974.
Describes a recent trend in sell-management development.
"Autonomy training' or self-directed learning in which one may
learn new skills to cope with:rapid changes. o

277. Crockett, William J. 'What's so odd about O.D.," Administrative Man-
agement, 31:49-50, November, 1970.

Failure may be traced to an inability to play roles rather
than inadequate skills. An OD, Orpanizational Development, pro~
gram outlines ten steps to improve one's skills in working with
superiors and subordinates.

278. Dalaba, 0.G. '"The dual responsibility of managing human resources,'
Business Horizons, 15:37-48, December, 1972.
An in-depth look at the manager's role in meeting organiza~
tional requirements as well as meeting individual career develop-
ment needs.

279. Diamond, Edwin. 'Clues to being more successful,' Readers Digest,
106:88-91, May, 1975. ' »
Every person can significantly enhance his potentials for
achievement through motivation for self-management. Four basic
rules are briefly described.

280. Dillon, Donald. '"Toward matching personal and job characteristics,"
Occupational Qutlook Quarterly, 15:11-21, Winter, 1971.

Article recommended for students to study and all counselors
to apply. Although not new, it proposes 25 characteristics and
requirements of jobs for review prior to making decisions to en-
ter a specific field in which self-management capabilities may
be exercised. ' '

281. Donnelly, Caroline. '"How hard should you work?'' Money, 4:89-96,
April, 1975.
"Getting to the top still demands long hours.'" Author con-

you and what's most important to the boss in managing yourselfl.
intelligently rather than working hard.

282. Drucker, Peter F. 'New leaders: new organizations,' Administrative
Management, 31:39, January, 1970.
Briefly explores the needs for managers' development and
questions current educational curricula requirements for meeting:
these needs.

283. English, Horace B. '"Education of the emotions," Journal of Humanis- -
tic Psychology, 1:101-109, Spring, 1961.

An essay proposing the need to reemphasize the training of
emotions in our highly technical behavioristic society. Author
rejects emotions solely as a psychological cause of one's behav-~ -
ior.
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284,

285.

286.

288.

289.

290.

201.

Ycrgason, Guy. 'Personality conflicts can be overcome,' Best In-
surance News, 67:76-78, April, 1967.
Short reV1ew of several causes which result in problems in
an organization or differences between individuals.

Fiedler, Fred. '"The touble with leadership training is that it
doesn't train leaders,' Psychology Today, 6:23-26, February, 1973.
‘ A study on the changing role and theory of factors found in
good leaders. Article discusses the extent to which effective
leadership can be made a subject for training.

Gemmill, Gary R. ''Teach them to be self-reliant,' Supervisory Man-
agenent 15:39-42, May, 1970.

" Condensed from Business and Economic Dimensions. Individual
growth and the ability to become a self-starter can be developed
by allowing people to became self-relidnt and assume responsibil-
ites.

Gnagey, Theodore P. "Edicational change and human values: some ob-
servations and the questions they raise, Adult Leadership, 22:
86-88, 121-124, September, 1973.

The nature of change from education is studied. Two funda-
mental values (self-determination and socialization) as effects
of the educational process are reviewed as characterlstlcs of
human behavior.

Halal, William E. '"Toward a general theory of leadership," Human
Relatlons, 27:401-416, 1974. .
A theoretical study on writings in the field of leadership
are reduced and synthesized into five models of leadershlp de~,
-terminants. Extensive references '

Harrell, Thanas W. '"The personality of high earning MBA's in small
business,' Personnel Psychology, 23:369-375, 1970.
What personal qualifications does an MBA need for becoming
successful in a small business? This problem is researched and
_.various_personality characteristics are described from a large .
nunber of business school graduates tested and surveyed.

Harrell, Thomas W., and Margaret S. Harrell. '"The personality of
MBA s who reach general management early,' Personnel Psychology,
26:127-134, Spring, 1973.

A descrlptlon of personality characteristics common to busi-
ness managers who reach general rather than spe01allzed manage-
ment positions early in their careers.

McNulty, James F. '"Secrets of the successful general manager,' Na-
tion's Business, 59:42-48, May, 1971.

Case study on the rise of 2 young businessman to an execu-
tive rosition. Suggestions are made for middle managers develop-
ment by their superiors. Nine basic self-management recannenda— :
tions are given to any. aspirant for promotion. .
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293.
254 .
295,

296.

297,

208,

299,

292-299

Mchoney, Michael J. 'Research issues in sell-management,' Behavior
Therapy, 3:45-63, I972. '
T Technical arhlcle approaches self-management from behavioris-
tic framework. Requires knowledge of behavioral modification
terms.

Palmer, Ronald A. '"Educated man: a guide to his identity,' College
and University Journal, 13:9-11, January, 1974.
Seven general characterlstlcs which are expected of educated
people. Self-management through goal settlng in an uncertain
future is amphasized. .

Reif, Willaimi E., and John W. Newstrom. 'Career developient by ob- ~ "7~

jectives,'" Business Horizons, 17:5-10, October, 1974.

Frphasis is placed on individual responsibilities for goal
setting. A contingency Planning Model for Career Development
stresses the concept of management by objectives (MBO).

Shaw, Franklin J. '"'The problem of acting and the problem of becomlng,
Journal of Humanistic Psychology, 1:64-69, Spring, 1961.
The inter-relationship between goal—orlented behavior and ''be-
coming' is reviewed within psychoanalytic framework that may have
little meaning for the average reader. Publish or perish article.

Swope, George S. 'What's your leadership style,' Supervisory Manage-
ment, 15:12-17, June, 1970,
Based on author s book, Interpretlng Executive Behavior.
Five models of leadership styles are described to demonstrate
their influences on management attitudes with possible results
from each style of management.

Weaver, Esther. 'Adapting to change " Delta Kappa Gamma Bulletin,
56-59, Spring, 1973.
In quoting several authors on change and one's need for self- -
management, the essay presents three questions for testing how
one's views and objectives are altered over the years.

Welck Karl ‘E. "The management stress, " MBA 9: 37240, October, 1975.
Stress is the scourage of most dissatisfied workers One of
its worse effects is the assumption that it involves a situation
which will go on forever. Action is recommended to break the
bonds resulting in stressful situations.

Zumwalt, E.R., Jr. 'Personal accountability," Vital Speeches of the
Day, 37:605-608, July 15, 1971,
Condensation of address to graduating class of 1.S. Naval
Academy. Message stresses importance of coping with the chang-
ing needs of tomorrow with discipline and social involvement.
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300-302

13

Objective and Action Plans for Positive Attitudes and Motivations

One of the objective setiing nmost critical areas in many people's
lives is the getting off dead-center and moving. purposefully in directions
which will result in desired accomplishments. Positive and strong atti- -
tudes should be acquired by every individual for doing those things which
stem from his aptitudes and interests. Once a person begins to excel in
some field of knowledge, mental ability or a manual skill, he begins to
adopt a preferential or positive attitude to this field of interest. At-
titudes should be encouraged as forces for developing one's aptitudes into
skllls : ’

Motivations are sometimes difficult to understand. They are compel-
ling forces to take action to fulfill one's needs or wants. They rise
from within the individual and not from the outside.  Motivations take the
form of drives to take purposeful actions for accomplishment.of goals.
Individuals with strong motivations outperform others in learning, innova-
tive thinking, and completing their job tasks. Imployers seek these po-

sitive-or ''can do'" attitudes in applicants since they areindicators of - e i

probable success on the Jjob. Leadership, and advancement in an occupation,
also stems from strong motivations success and accomplishments.

A motivated person will generally know himselfl, 'lle will be aware of

his needs and aspirations. Properly utilized motivations become nnjor
"qualities of people who stand out from and above all others. DPositive

attitudes and motivations represent a feeling of being able to win. Men
and women, sometimes with comparatively limited skills and resources, have
accounted for some of the world's greatest achievement.

300: Alston Jon P George D Lowe and Allce ergley "“S6Li6é¢6n6nﬁ¢”"mwnuh

correlates for four dnnen51ons of self-perceived satislaction,"
Human Organization, 33:99-102, Spring, 1974. '

Brief research report on attltudes related to work, 1ncom0
health, and happiness results indicate that happlneSb/satlslmc—
tions are closely associated with income and education of job
holders.

301. Bassett, Glenn A. '"The three L's ~- still personnel basics, still
neglected,' Personnel, 49:49-55, September-October, 1972.
) Failure in the areas of ''listening, lauding, and learning"
‘are cited as reasons for poor employee attitudes. Several tech~
niques are suggested to overcome these weaknesses and improve
both attitudes and performances. '

302. Bell, Daniel. 'The clock watchers: Americans at work,! Time, 106:
55~57, September 8, 1975, ' '
Recommended reading on attitudes towards improving one's use
of time. Provides background on the importance of becoming mo-~
tivated to optimally use time both on the job and in leisure time
activities.
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303.

304.

305.

306.

307.

308,

300.

310.

- 303-310

.Bryn, Katherine. 'Disasters bring out the best 1n people " Sc1ence «

.Digest, 74:29-34, August, 1973.

~ An essay by two sociologists on the "myth of dlsaster be--
havior'' experienced by people. Imagination snd fantasy often
distort realities of disasters which can be handled Mlsfortunes
frequently lead to p031t1ve attitudes. ‘ coo

Budd, J. Mark. ''Employee motlvatlon through job enrlchment,” Jour- .-

nal of Systems Management, 25:34-38, August, 1974. - |

Article reviews the historical concept -of job enrlchment and
studies of employee motivation whlch have resulted ‘in nnproved
work apprec1atlon and performance .

Clark, Herbert H.. '"The power of positive speaklng,” Psychology To-

day, 8: 102—lll September, 1974,
-~ Study in connmnlcatlon reports. indicate afflrmatlves are o
better and more quickly understood than negatives. ' The types
of negatlves are d1scussed w1th examples of "good” negatlves '

Dubos, Rene MOptimism ~~ the creatlve att1tude,” Readers Dlgest
104 61-63, April, 1974. _ g
o Contends ‘that the current phrases "future shock Ly ”cultural
lag,” .etc., indicates an ignorance of history since man has al-
ready. experlenced more . through slower changes than can‘be ex~"
pected in the next hundred years.: Condensed from The Amerlcan
Scholar, Winter, 1973-1974 '

Exton, William. "If a don't care att1tude isn't the problem - what
s7” Administrative Management, 34:67-69, June, 1973.

The problem of 'the impact of systems on people' and result-
ing human error are scrutinized for solutions through LFAR, (Lir-
ror Factor Analysis and Reduction). Two additional approaches

‘.....are._suggested ; A

Ford, Robert N. '"'The obstinate enployer,” Psychology Today, 3:32-
35 November, 1969. _
In exploring the high rate of employee turnover, author sug-
gests that its solution lies in better utilization of employees
which make work more meaningful and results in. improved attitudes.

Frost, Keith R. ''Motivation & career path planning,' Data Manage-
ment, 12:18-22, September, 1974.

Job satlsfactlons, strengths-building, motivational factors,
and career path planning are covered by a series of questions
and brief statements. Readable, recommended and thought-pro-
voking.

Gould, ,Roger. '"Adult life stages -- growth toward self-tolerance,'
Psychology Today, 8:74-78, February, 1975.
A refutation of the myth that one's personality is fully
formed during adolescence. Personality changes through adult-
hood assures prospects for change and development.
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311-318

311.

312.

313.

314.

315.

316.

317.

318,

Hanline, Alan. 'Motivating: so easy for some,' Public Relations
Journal, 31:10-13, October, 1975.

Author redisconvers Maslow. For young readers not acquainted
with Maslow's theory on levels of needs, the article will pro-
vide challenging reading. Bare of case examples Argument is,
"yvou don't motivate anybody." :

Jones, B.D. '"ABC of motivation,' Administrative Management, 31:49-
51, May, 1970. ‘
The traditional '"mechanistic'' organizational pattern is con-
trasted with a recent sutdy based on Maslow's theory which in-
dicates employee productivity is directly related to motivations
needed to satisfy their wants.

Kastenbaum, Robert. '"Age: getting there ahead of tire," Psychology
Today, 5:52-54, December, 1971. R
A review of soine of the attitudes Lhought to be the result
of the aging process and a discussion on how to avoid some of the
pitfalls in growing old before your time. ~

Lawler, Edward E., III. 'Job design and employee motlvatlon,ﬁ Per-m”v".

sonnel Psychology, 22:426-434, 1969.

Structuring job s1tuat10ns so that intrinsic rewards appear
to result from good performance was found to be an effective
motivator for higher performances.

Luthans, Fred, and Robert Ottomann. 'Motivation vs. learning ap-
proaches to organizational behav1or " Bu51nesq Horizons, 16:55-
62, December, 1973.

TTadltlonal theories of motlvatlon are reviewed and criti-
cized in favor of an Organizational Behavior Model. Proposed
model is considered as simpler and more direct for achieving

..changes..in. people. N - - '

Phillips, Walter M., John T. Watkins, and Gary Noll. "Sell-actuali-
zation, self-transcendence and personal philosophy,' Journal of
Humahistic Psychology, 14:53-73, Sumer, 1974.

Article focuses around cultural relativity and the problem
of defining positive values. Theories of Maslow and Frankl per-
vades scholarly effort to study qualities of life and views life
purpose as self-aotuallzatlon ‘

Snith, James V. ''Is everybody happy?" Personnel Journal 53 26-29,
January, 1974,
Explores the ''happy enployee is a better performer' theory
and “ifcorporates suggestions that may help in handling the
"problem people."

Staehle, Jack C. 'How to motivate others,' Administrative Manage-
ment, 35:57-58, May, 1974.
CharacteriSLlcs of good motivators and suggestions for im-
proving skills of motivation are presented in a brief, but con-
cise article. Conclusion: '"Good motivators are people oriented."
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319-323

319. 'Thomas, llobart F. '"Self-actualization through the group experience,"
Journal of Humanistic Psychology, 10:39-44, Spring, 1974.
A strong need exists for modern man to find meaning for his
existence. This can be realized through encounter. groups and
in positive relations to other people.

. 320. Tresemer, Cavid. "Fear of success: popular but unproven," Psycho-~
; logy Today, 7:82-84, March, 1974.

Reviews Matina Hbrner s research in which she argues women
have a "motive to avoid success in intellectual competence or
leadership potential.' Current researchers are finding that this
study is only one explanatlon for fear of success.

321. White J. Kenneth, and Robert A. Ruh. '"Effects of personal values on
‘ the relationship between participation and job attitudes,' Ad-
ministrative Science Quarterly, 18:506-514, December, 1973.

An analysis of the correlations. between participation in de— ‘
cision-making and JOb attitudes. It emphasizes the effects in~’
d1v1dua1 \dlues may have on JOb 1nvolvanent and personal moti-~
“vation. , .

©°3220 'Williams, Edgar G. 'Changing systems" and behav1or " BuSiﬁeéé”Hbril“””'””"””*
zons, 12:53-58, August, 1969.
Handllng fonns of human resistance to change within an or-
ganization requires managers to recognize human needs in accom-
plishing smooth and orderly improvements in behav1or ”Peop]e
can make any change work, if they want it to wor

323. 7ander Alvin F. "Productivity and group success: team spirit vs.
the individual achiever,' Psychology Today, 8: 64 68, . November,
1974.
A description of how individuals can work together and de- »
vmeme . terminants for the productivity _and_success_of any group._ "A_ .
unified group that can set its own goals develops its own as-
pirations and will rise to meet them."
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324-326

14

Objectives and Action Plans for Developing Creative Capabilities

A great deal of emphasis in competitive activities is placed upon one's
ability to do things better, differently or in a more efficient way. Many
describe ‘this as innovation. It represents improvements over ways a thing
has been done or produced in the past.

It is sometimes difficult to distinguish creativity from innovation.
The former is regarded as bringing something new or novel into existence
which did not exist before. Innovation, on the other hand, is an evolu~
tionary and positive process for bringing about higher levels of perfor-
mance or mare desirable results. In personal planning both innovation and
creativity begin with attitudinal qualities of self-management. They are
aimed at utilizing one's resources in a unique.or different way than any
one else for coping with situations, problems and issues that are particu-
lar to the 1nd1v1dua.1

The innovative capability has its origin within one's magmatlon
When properly controlled and used in problem ‘solving processes, one's img-
‘ination and its creative force can become a real personal strength. If un-
controlled and occupied with mere wishful self-glorification, it can easily -
degenerate into fantasies: A directed imagination plus rationality may be
equated with creative ability. Innovation is required for meeting compe-
tition whether it be initially in a classroom or later on in the world of
work. Changes which are made in one's personal behavior are also accom—
pllshed through process of innovation.

324. Alamshah William H. 'Creative living,' Journal of Creatlve Behavmr
4 123—130 Spring, 1970. :

Describes means: for '‘effecting improved realtlonshlps or ~on- .
ditions in the life of man." 'Requirements for conditions for
creativity — motivation, selectivity, receptivity, and compe-
tence are defined.

325. Ashton, Patricia. "Personality characteristics associated with orig-
: 1na.11ty and elaboratlon," Psychological Reports, 34:647-650,
April, 1974.

Article lists various personality characteristics which are
significant in composite studies of creative personalities.
Theoretical study analyzes relationships of traits conducive to
specific kinds of creativity. , '

326. Bernstein, Jeremy. '"The use of wonder, ' Harper's Magazine, 246:8-9,
May, 1973
Popular short artlcle on Newton's and Einstein's questlonlnb
vwhich led to their discoveries in science.
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327-331

327. '"Creativity and cortical arousal," Scicnce News, 108:53, July 26,
1975.
Parapsychological research is breaking new ground in investi~
gating how cortical arousal is directly related to creativity.
‘Nature of creativity is not defined but oondltlons contributing
to it are belng dlsoovered

' . 328. Davis, Gary A., James M. Peterson, and Frank H. Fa.rley UAttitudes

' motlvatlon, sensation seeking, and belief in ESP as predictors
of real creatlve behavior, " Journal of Creative Behavior, 8: 31- '
39, 1974,

Artlcle will prove mterestlng to those WJ.Shlng to- depa.rt _
from the restraints of classical ps‘/chologlcal theories. More
research is needed in fields dlscussed References may lead to
~further reading. L

329. Dutton, R.E. 'Creative use of creative people " Personnel Joumal
. 51:818-522, November 1972.
Reconmended readlng for more etfectlvely v«orkmg w1th people
and recognizing their individual differences, one of. which is '

creativity, so that they may fit into an organlz.atlon for the -

_ 'greater beneﬂ’lt of all concerned

- 330. Guilford, J.P. "Creat1v1ty Yesterday, toda.y, and tonnrrow " Jour=

' nal of Creative Behavior, 1:3-14, Winter, 1967.

- A historical appmach to creat1v1ty with emphas1s on poss1b1e‘
~ways to develop evaluative criteria for ewvaluating innovation and
improving productivity.

331. Hallman, Ralph J. 'Aestheti: pleasure and.the creative process,"
Journal of Humanistic Psychology, 6:141-147,.-Spring, 1966,
A study on unanswered problems of aesthetic pleasure. The

s claim is made that research on creativity will provide new in-

sights on aesthetic experlences which are essential to human be-
havior.

332. Kogan Natha.n "Creativity a,nd sex dltference " Journal of Cre.a.tlve
‘ Behavior, 8:1-14, 1974.
Sex equallty movement has led to the question as to any dif-

ferences in creativity which may exist because of sex. Article

is unable to spe01fy answers but provides background on issues.
'References (

333. MacLeod, Gordon A. 'Does creativity lead to happiness and more en~
Joyment of life?'" Journal of Creative Behavior, 7: 227-230, 1973.
Suggestions are given for becoming more creatlve Thesls of
article is that imagination can help people become more effective
in reaching solutions of day-to-day problems.

334.  Martindale, Colin. ''What makes creative people different," Psycholo-~
' gy Today, 9:44-50, July, 1975. -

"Creativity is a matter of having the right brain waves."
These involve alpha waves for relaxing. ' Increasing the frequency
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of brain waves may cause one's ability for concentration to slip.

Alpha brain waves improve the process of asmmlatmg mformatlon
differently and creatively.

335. Maugh, Thomas H., II "Creativity:  can it be dlssected'> Can it
be taught?" 801ence 184:1273, .June, 1974
A summary and 1ntr0duct10n “to a conference of 21 of the
world's leading scientists on ''the creative process in science
and medicine.'" Emphasis is placed on conditions under whlch
creativity and innovation may be fostered.

336. Overstreet, Bonaro. '"The creative venture " PI‘A Nh.gazme 66: 14-—16
February, 1972,
' Author stresses importance of a rich unaglnatlon and its o
stored up resources for creative activities. Prov1des 1ntroduc-» S
tion for reading Harold Rugg's book, Imgination: an mqun;y '
~into the sources and conditions: that stumlate creat1v1ty

337. Parnes, Sidney J. "Creat1v1ty developlng hunan potentlal " Journal

of Creative Behavior, 5:19-36, 1971.

: ‘ : “"Failing to use mental resources. is wasteful to both somety
T ‘ “and the individual ." Scholarly treatment-of- subJect - Readers--

I may. not agree with author in his use of temms. Stmulatlon a.nd
tho,lght provoking. Excellent blbllography : S

338. Peary, R.V. ”Creatlve helping," Journal of Creative Behav1or 8: 166-— a4
176, 1974. B
Many 1nd1v1dua1s are limited in the1r creat1v1ty by belng
too submissive to technical processes. Little is understood of
the various creative processes. 'Article provides 1ntroduct10n
to varloue activites Whlch promot(, the creatlve set S
339. Ph1111ps Victor K. ''Creativity: performa.nce proflles a.nd per—— S
R ceptmns*''“*Journa.1~of-~Psycho'l 0gy5--83+25-30;=Janmuary,~1973 . —— s
Study investigates‘relationships betWeen creatlve perfor—
mances, personality, profiles, ‘and self—descrlptlons of young
adults. The greater -the self—perceptlon the hlgher w111 be" the
creatlve perfonnances ‘ T IR

340, Samuels, Mike, ‘and Na.ncy Samuels. ‘Seeing with the- inind's eye: the
history, techniques and uses of. v1sualiza.t10n New York Ra.ndom
- House, Inc., 1975. 331 pp. ‘

" "The hun‘an mind is...an 1nsta.nt r( “.:rieva.l system The 1n-
ner Jmages we show ourselves from ourlives.:. supply the creatlve
force...but have never been studied oomprehenswely Vlsuallza.-
tion is tHE ultimate consciousness tool.' Recommended for thoue

wishing to develop their V1sua1111ng and creatlve apilities.

341. Schachtel, Ernest . 'On creatlve experlence " Journal of Hwnanls-.
’ tic ngchology, 9:26-39, Sprlng, 1971, : S
in-depth treatise on creativity —- its causes, . characteris-

tics, place of free play, relationship to logic and reality, and
the 1ntegrat10n of the creative experlences. .
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342.

343,

c46.

Schwartz, Paula. 'Whatever happened to the buttoned-down mlnd’?"
PTA Magazme 68:24~25, May, 1974.

Author contends that "forgetting one's self in one's work is
the best way to unbutton the mind and release its creative ener-
gy." Thesis of article is remark, "I love a fool's experiment.

I am always making them." ‘ ‘

Simonov, Pavel V. "Buotions and creat1v1ty," Psychology To oday, 4: 51~
55, August 1970.

‘ Artlcle argues that emotions play an 1mportant role in *he ,

creative process. Non-raticnal nature of emotions is dicsussed -

and an attempt made to define emotlons themselves :

Stein, I. Morris. Stimulating creat1v1ty, vol. 1. Ne'w York: Aca-" .

demlc Press, 1974 348 pp.
Scholarly study on the extent to w "h creat1v1ty can be
stimulated and.the technlques for improving innovative capabili~

ties. Recomnended . Volume 1T 1s ‘concerned with theoretlcal as-”.- ‘

pectives of the creatlve process. Gomprehens1ve blbllography
Recomnended for advanced reading ‘
’I‘ra.chtman “feon” T, "Creatlve people creatlve tnmes " Journal o['
Creatlve Behavior, 9:35-49, ‘First Quarter, 1975. .
Pleasant and il’lfOITﬂdfthG readlng on .the reasons why some
centuries bring forth more creative thinkers than others Author
raises more questions than he prov1des a.nswers ' '

Ura.neck William- O "Creativity into actlon a creat1v1ty problem
solvmg course," Journal of Creative Behavior, 8:69-74, 1974.

o descrlptlon of a program in a business school des1gned to
improve the creative skills used by executives in problem solving
both as 1nd1v1dua1s and through working in a group. Recommended
for teachers improving their teachlng methodologies.

347.

Walkup, lewis E. "Detectlng creativity: some practlcal approaches,"
Journal of Creat.ive Behavior, 5:88-93,.1971. S :
Practical recammendations for determlnlng people's potentlal
capabllltles for tackling research and business problems through
an innovative attitude for maklng pos1t1ve changes.
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15

Controls Over One's Behavior 15 the Key to Desirab1e-Performances.

~ Control in one's personal life is largely thought of as the use of
will power to regulate behavior. To -many it simply means the power of

-saying '"no" to whatever would cause a person to stray from the chosen path

of a specific direction. Will power is held in some disrepute by certain
psychologlsts However, : it has a force for adhering to day-to-day sched- .

““Ules and budgets of tune and money - It provides a restraint needed for.‘

effective se1f~management

All good personal planning involves the adoption.of controls No one-
will pursue a course of action w1thout/dev1at1ng at times from action plans
leading to intended results. A prlmary purpose. in adoptlng controls is to
reduce weaknesses and errors in one's conduct and to rectify and prevent

their recurrence. They should also provide a form of measurlng one's pro— e

gress towards the achievement of objectives. These measurlng devices. should
be based upon realistic standards of performance which you. are capable of "
meeting. Action plans are muscle—stretchlng and challenging. Standards

" of "performance should acc¢ordingly determine” one S potentials” or the" leve]
- of results to be achieved. :

Controls should be built into one's qpe01flc obJectlves Many con-
trols do not work for people because very few keep a. record of deviations
from their action plans, programs, or projects which ‘are carried out for
the achievement of objectives. This information, if recorded, provides

~ you with a feedback which tells you how you are progressing towards a cer—

tain result which you want to accomplish. Controlling is' a sub-funetion. -
of the planning process. It monitors your behavior to make results happen - -

~ as desired.

SN e

348. Albano, Charles. ""Pransactional analysis on the job, part I: How .. -
we're programmed,' Supervisory Management, 19:2-12, January, 1974.
Part II of this article appears in February issue. The au-
thor stresses the role of TA in. ana1y21ng human behav1or in self-'
management qpnlgcatlon - For ‘those not familiar with TA, these
artlcles p PV1de;an excellent 1ntroductlon

349. Burger, Chester. nMwa to manage 'demon t1me' " Publlc Relatlons ‘
Journal,‘ul 16-18, June, 1975.

"Time" is money” is thes1s of article. Author offers four
rules for maximizing benefits to be derived from heavy work
loads ‘and hectic schedules. Recommended reading as a control
over one's use of time. . -

350. Carlson, Gary B. "A human systems approach to coping with future

shock " Personnel Journal, 53:618-622, August, 1974.

Rapid changes about us often 1ead to confusion and confllct
in values. These in turn are reflected in behavior and Qttltudes.
Motivational techniques are described which are needed in organi-
zational development. :
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 351-358

- 351, "A f1ve year plan for managing your money,'" Readers Dl_gest 104:128~
131, February, 1974.
Discusses budgeting in temms of both short and long~range
planning with charts supporting objective setting and strategies.
Short, simple and to the point. Condensed from the Keglin&ex_'
ine.

. 352. Heywood, James D. "Ma.nage your time by managlng your a,ctiV1t1es L
‘ : ‘Supervisory Management, 19:3-8, May, 1974. »

Excellent description of- controls and steps. to. be taken to
increase results from action’ plans adopted to achieve ob,]ectlves
Ikauxnnanded not only for reading but also for use, of tlne—nmnage-’,,,"
ment chart o

'353. Kanfer Frederick H., and Paul Karoly. "Self-control a behav1erle;,
tlc excussion 1nto the lion’ s den," Behavmr Therapy, 3 398-416
- July, 1972,

KT

A discussion of divergent views of man as related to h1s oon-w_ A
cept of "self" and a review of the: va.rlables Whlch control one' S
behavior. Reconmended reading o : e '

354. Kay, William. - Moral educatlon Hamden, Conn Llnnet Book 19753"’«“-**9:!-‘4 =
379 pp. : IR
' One's moral oode is an effective oontrol for carrylng out
action plans and regulating one's personal behavmr Author re-
views various causes for adopting a moral phllosophy as contri-
buted by the home, society, and the school.

355. Lagemann, John Kord. 'Self fulflllmg prophecy - a key to success, "
Readers Digest, 94:80-83, February, 1969. _
The thesis '"'I am what ‘I think you think I am'"- provides a
- self-fulfilling control which enables one ‘to perform as he be-
lieves others expect him to perform. 'Treat people as if they Sk
~were-what—they-ought—to-be-and-you-heip-themn- to'"become"what they‘““.”*““f”"““"'_*
are capable of being,' Goethe. . C

356. Lakein, Alan. ''The ALC's- of saving time," Readers Dlgest 106:67-69,
Apr11 1975.
A control technlque is described for budgetlng time and set-
ting priorities on its use which will increase accompllshments

357. Luce, Gay, and Erik Peper. 'Mind over body, mind over mind,'" New
York Times Magazine, 34-35, Septembes 12, 1971. -

Article describes much dlscussed sub,]ect of biofeedback.
Same scientists teach that the body's intérnal workings may be
controlled by the mind resulting in relieving ulcers, hyperten-
sion, and mental stress.

© 358, Luthans, ¥red, and William E. Reif. 'Job enrichment: long on theory
short on practice,'" Organizational Dynamics, 2:30-49, Spring, 1974.
Job enrichment is regarded as still being in experimental
ftages with few companies actually practicing it. Reason is the
lag between theory and practice. Job enrichment may be both mo~
tivational as well as a control.
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360.

30l.

362.

363.

359-366 .

Main, Jeremy.: 'Bring your budget back to earth, ""Readera Dlgest
105 147—-150 August, 1974.
‘Traditional advice on personal fi nances in face of difficult
and culrent inflation, - Budgeting is discusses in terms of to-
day's monetary s1tuat10n Condensed [rom Money, May, 1974.

Margiloff, Irwin B. 'Making every minute count " Adm1n1strat1ve -
Management, 33: 60 January, 1972. .- ,
Short article of five rules for establlshlng routlnes for
complex jobs through settlng intermediate goals SO that work
may be measured and one's work paced ,

Mehrabian, Albert. ”Slgnlflcance of posture and pOSltlon in the com-

mumcatlon of attitudes and status relatlonshsm," Psychologlcal
Bulletin, 71:359-372, May, 1969. _ '
A scholarly dlscussmn of body language and non-verbal com—
munication postures which-'effeci ..;tatus. re1atlonsh1ps between
conmu.nlcators and a.dd:rrsberc. Heav11y referenced )

O Donovan, Denis, a.nd T. (‘rale Thompson ‘ "Control freedcm a.nd sci~-
ence, " Journal of Humanistic Psychology;’ 2: 70—81 Fall, 1962 o
Documented study on the restricted psychologlcal control
over human behavior as opposed to freedom. of ‘choice ‘theory re--
presented by the two leadlng theorlsts ‘B. F Skmner and - Ca.rl
Roger.

Oncken, William, Jr., and Donald L. Wasé, "Management. tJ.me who's "
got the monkey"" Harvard Busmess Review, 52 75—80 November—-
December, 1974.

Although an article for managers, the article. prov1des re-
camendations for the effective use of discretionary and self-
imposed time. ''Get oontrol over the- tnmlng a.nd content of what
you do." : ‘ .

364.

365.

366.

Prewitt, Kenneth "From the many are. chosen the ‘few ' Amerlca.n Be-
ha.v10ra1 Sclentlst '13:169-187, November—December,‘1969 ~

Article reviews controls estab] ished in’ the political. system "'":"7'""'}’3

from the highest to theé lowest status citizens. " Author questlons
the processes by which lea.ders in government establlsh controls
over a couniiry. :

- Rotter, Julian B. "External control and 1nterna1 oontrol " Psychology :

Today, 5:37-42, June, 1971.

Author argues that many young adults, be11ev1ng that they
cannot change the world, feel powerless and become allenated
Their feelings. of hostlllty and resentment are causes of ma.ny
critical social problems.

Schein, Edgar H. '"How 'career anchors' hold executives to their
career paths," Personnel, 52:11-24, May-June, '1975.
Motlvatlon/attitudlnal value syndromes are regarded as con-
trol factors which would be recognized and used in decision-mak-
ing after entering a carenv field. They provide stability for
advancement and are consiaered as valuable employee qualities.
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369.

...370. .

- 371.

- 367-372

Selye, Hans. Stress without distress. Philadelphia, Pa.: J B.
Lippincott, 1975. 171 pp.
: Author professes altruistic egotism aimed at del1berately
_helping others in order to gain their goodwill and trust for
your own good. Recommends practical ways to 1ncrease product1v~
ity and overcome feelings of 1nferlor1ty.v : -

‘Shirley, Robert-C. "Values 1n,de01sion mmking: ‘their origin and

effects,' Managerial Planning, 23:1-5, January—February, 1975.

. Author provides description of Spranger s six maJor kinds of
value -orientations which affect not  only bus1ness operations . _
but may have impacts on-the conduct-of one's" personal life. JO T
pha51zes need of resolving conflicting values. o , :

Snith Manuel J. When I say -no, I feel guilty ' New Ybrk Dlal Press,
- 1975 302 pp. ‘
' ' The book, Supported by case stud1es in d1alogue, a1ms at
1mproving assertiveness in people through: cannun1cat1ons self~
‘ control and effectlve people relatlonships Recommended reading

Szasz, . Thonms Our despot1c laws. destroy the rlght to self-control "1;f"ﬁi:

: Psychology Today, 8:19-24, -December, 1974.

Presents a frequently heard argument that 1nd1v1duals should
be free to control ‘their.own behavior so long as. they do not
harm anyone else. Reader may not’ agree “with author but his case '
is well presented on a broad range of . subJects

Thomas Lawrence G. ”A model for naking and testing value. judge-
ments, ' National Society for the Study of FEducation Yearbook
1971, part I, 239-257. :

Essay on the problems of value determination and evaluation
which is one of a series of articles on the social sciences.
Academic in approach, it does not offer any novel approach in the

372,

way of a model which it promises.

Wilson, Robert Anton. 'Where there's a will, there's a way: to rein-
force it," Today's Health, 51:10-11, March 1973. : :
A descr1pt1on of several seli- control techn1ques ‘which have
been found effective in changing one's behavior. Particularly
emphasized are habits which the person wishes to change posi-
tively and permanently.
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373-375

16
Moving Into and Up on fhe Job

Well planned and executed job search strategies will result in em-
ployment. The new job holder, with a post-secondary education and pro-
bably same specialized training, may anticipate some difficulties of ad-
Jjusting to job tasks and responsibilities. Work may appear unrelated to
the education he has received.. - Transition from college to the job may be
only characterized by a satisfaction that one has been able to obtain work.
Job performance satisfactions may not begin to surface until six to twelve
months after the new jobholder begins to assume the colorations and behav-

ioral patterns of the company employing him.

During the first months or even a year of employment, the new job-
holder is effectively on probation. He goes through a trial period when
he is being evaluated as to being able to meet the performance standards
of the employer to his behavior fitting into the personality characteris-
tics of the company. In well organiZzed campanies, the new employee will

be supervised and advised of his progress and how.well he is_adjusting to_ .

his work from periodic evaluation reports jointly prepared by hlS superlor_
and himself.

Companies in hiring individuals with post—sleoondary education recog-
nizes that these individuals have made an investment in their education.’
They are also willing to make further investments in their training if the
new employee demonstrates the qualities they hired him for and if he has
promise of becomning a permanent part of the organization. Specialists in
organizational development will appraise new employees to determine their .
particular potentials, plan programs for their exposure to various business
operations, and layout career pains for the individual's advancement.

-

373. Breitmayer, W.F. 'How to recruit executives for your company,' Ad-
ministrative Management, 31:18-20, February, 1970. ‘ -
Thirteen steps for recruiting management personal applicable.
to.all career fields. Provides useful mformatlon to .those en-
tering the job market although primarily written for personnel
managers.

74. Brewer, Jack, et.al. '"A new dimension in employee development: .a
system for career planning & guidarce," Personnel Journal 54
228-231, April, 1975.

Ca.reer development is recognized as . ‘needed by adults for.
their continual growth needs. A suggested program for career
planning is proposed together with a self-guided career plannmg
m:mual

- 375. D'Aprix, ‘Rogér M. Struggle for identity: the silent revolution

against corporate conformity. Homewood, I111.: Dow-Jones Irwin,
Inc., 1972, 193 pp.
Author contends that a silent revolution is going on within
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mreee e can~ManagementTAssociation 1974194 pp

376—’-182

corporations which will enable technocrats to make demands on
management no less than the industrial trade unions. A thought
provoking bhook on requirements for a new management style.

376. Dore, Russell, and Merle Meacham. 'Self-concept and interests re-
lated to Job satisfaction of managers,” Personnel Psychology,
26:49-59, Spring, 1973.
' Three hypotheses related to Super's self-concept theory of
vocational adjustment and one to Strong's vocational -interest
theory supported by tests for predicting job satisfactions.

377. Drossel, Margaret. 'How Syntax helps its professionals plan their
careers,'' Management Review, 63:55-56, October, 1974. ,
Brief description of Syntax's Career Development Center and
its programs to help managers set goals in eight critical areas
for effective performance. Both the programs and fOIIOWhup«
technlques will be of interest to personnel managers and super-
visory management. . v »

378. Fyffe, Don. 'What's your promotion potent1a1 ”-Sgperv1sory Manage—
. ment, 16:33-36, Fébruary, 1971. e
Tb measure one's promotab111ty (c yardstlck for evaluatlng
employees) five classifications of managers and the characteris-
tics of each group are descrlbed “Condensed from Bell Tblephone

Magazine.

379. Gleason Richard D. ”Plannlng the way to the top," Bu31ness Hbr1—
zons, 14:60-62, June, 1971.
N General plans on how to get to the top in one's work field
»~ ar¢ reviewed with emphasis being placed on the importance of
realistic goal-setting.

380. Haldane Bernard. Career satisfaction and success. New York: Ameris

- Author stresses his process of System to Identify Motlvated
~-Skills (SIMS). This technique is aimed at determining one's
-ﬂreal strengths _for not .only what you can do but the things you 'rg

-good at and reallytllke to do or work on. Understanding one's

motivations, according to the author, leads one to set achievablge

career goals. Ehpha31s is placed upon mid—career change and ad-

vancanent on the job. Ve e

381. Helfrich, Margaret L., and Barbara J. Tootle. 'The executive's
wife: a factor in promotion; what corporations look for,"
Business Horizons, 15:89-95, August, 1972, ' )
The role of the executive's wife in career planning is de-
scribed. Recommendations are suggested on what she can do to -
beoome an ''asset" to her husband.

382. Heming, D.A. 'What the organlzatlon chart doesn't show," Supervi-
sory Management, 18:15-20, May, 1973.
Through use of case stuales, three basic forms of organiza-
tional charts are analyzed. Article also includés.a list of 19
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383.

384.

385.

386.

387.

388.

389.

reasons why people,“channel jump'' or ignore lines of authority.

Holloman, Charles R. ''Mental health on the job: whose responsibil-
ity,' Business Horizons, 16:73-80, October, 1973.

Mental illness is a problem in the world of work. The arti-
cle reviews how management can cope with employee's attitudes
and productivity losses associated with emotional and other
problems.

Johnson, Gary R. '"Conformity vs. non-conformity: are you caught in
the middle?" Supervisory Management, 18:27-30, February, 1973.
Sociological patterns change over periods of time with spe-
cific groups. Non-conformity has been characteristic of young
. people.. Work supervisors and attitudes of employers frequently
" influence enployee s behavior and their productivity.

Jolson, Marvin A., and Martin J. Gannon. ''Wives -~ a critical ele-
ment in career decisions,' Business Horizons, 15:83-88, February,
1972.

The American businessman's wife is observed as critically
shaping the family ethic and husband's decisions. Suggestion
offered to minimize husband/wife conflicts and assist in hus~
band's career development.

Kuhn, David G., John W. Slocum, and Richard B. Chase. 'Does job
performance affect employee’ satlsfactlon,” Personnel Journal,
50:455-485, June, 1971, e

Jtudy examines Maslow's theory of motivation and the rela-
tionship between performance and job satisfaction. Describes
close relationship between performances and incentive pay.

lawler, Edward E., and J. Richard Hackman. 'Corporate ptofits and
enployee satlsfactlon must they be in conflict," Ciiifornia
Management Review, 14:46-55, Fall, 1971.
- The relationship betwezn job satlsfactlon and corporate pro-
fits is studied to see if they must be in conflict or if they
are not really recon011ab1e when employees are fitted into thein
Jjobs.

Lorsch, Jay 7., and Louie B. Barnes. Managers and their careers,
cases and readings. Homewood, I11.: The Dorsey Press, 1972.
277 pp. -

A behavioristic approach to the problems of career develop-
ment and dilemmas caused by occupational and corporate stresses,
changes, challenges, and pressures. Casss are fictional but
true to the facts of the world of work. Limited readings and
references support the case studies. The book is intended for
individuals in process of mid-career changes.

”Managers more mcve to the top," Adnlnlstratlve Management, 35:24-
25, January, 1974. ‘
Fmphasizes the need for managers to improve thelr de01s1on—'
making Skllls to optlmally utilize the resources of people.




390-397

Although a degree isn't necessary, it will be difficult to ad-
vance in professional fields without one.

390. Mansfield, Roger. '"The initiation of graduates in industry,' Human

Relations, 25:77-8G, 1972. -

The initial period of an employee on @ new job is viewed as

a personal identity stress situation. Scveral ways to make the
transition into work less difficult are suggested.

391. Miller, Harold A. '"1,300 presidents and vice-presidents who made
it," Business Ma.nagenent 36:22-23, June, 1969.
Provides answers on questions as to where presidents and
vice-presidents of 1,300 corporations have come from and describgs
some of their characteristics for becoming successful. :

392. Schubert, Richard F. ''We need a rite of passage between school and
work,'" Occupational Outlook Quarterly, 19:31-34, Summer, 1975.
Transition from school to work is a major task facing every
graduate. Author provides an optimistic outlook on the future
which characterizes most writings and spea.kers in government
positions.

393." Senger, John. 'Manager's perceptions of subordinate's competence
as a function of personal value orientation,;' Academy of Manage-
ment Journal, 14:415-423, December, 1971.
Supervisors ranked their subordinates in competences after
making an analysis of their value systems. Subordinates values
were found to be similar to their supervising managers.

394, Sheppard, Thomas  '"Working your way up through the groan, the wolf-
: pack, and the dog and the laup-post,' Management Review, 11:30-
32, November, 1972.
Rules recommended in foreign policy applied to executive
climbing up the corporate ladder. For example, ''never get be-
tween the dog and the lamp-post.'

395. Strauss, George, and Peter Henle. 'Worker dissatisfaction: a look
at the causes and economic effects,' Monthly Labor Review, 97:
57-58, June, 19794.
Excerpts from two papers present_,d at a conference on '"The
Changing World of Work''; one deals with the effect of worker
dissatisfaction, the other with their economic effects.

396. Wittreich, Warren J., and Jotu: B. Miner. 'People: the most mis-
managed asset,' Business Horizons, 14:69-77, April, 1971..
Ways to better manage people more effectively using modern
psychological tools. Article reviews several ways of making
more effective 'people decisions."

397. Zeira, Yoram. ''Introduction to on-the—Job ma,nagement development "
Personnel Journal, 52:1049-1055, December, 1973.
Rationale and advantages of on-the-job training are discuss-
ed with emphasis on techniques of coaching new employees by their
supervisors.
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398-400
17
Making Mid-Career Job Changes

An average person will make a number of job changes durlng his life-
time. These range from three to seven or an many as nine. Some of these
changes may represent advancements within the same company, organization,
or government agency. Others will consist of lateral movements from com-
pany to company or from one occupational field to another. These job
changes lack certain employment advantages including the building up of
pensions, insurance, and other pramotional advantages which are intended
to reduce turnover. Job changes frequently result in some sort of accumu-
lated benefits.

Job changes made voluntarily should be planned from.a position of
strength. During periods of recession many companies cut back their work
forces. Loss of jobs under these conditions burden individuals seeking a -
. new job. Implications for many personnel managers are that unemployed suf-
fer shortcomings in their particular work specializations. Otherwise they
would not have lost their positions. It is always more difficult to obtain
work when a person is unemployed. .

. Mid-career changes should only be made after carefully planning and
carefully. going through the steps of a personal planning process. Insofar
as possible a job change should be mde while a person is still employed.

A higher salary is only one reason for making a mid~career change. It is -

not always the most important. Job mtisfactions, family considerations

and happiness are factors which should be glven greater weight in a deci-

sion to make a.JOb change than simply a higher income. Work represents an

~ important phase in the self-actualization process. Most mid-career changes
are fortunately made' to obtain better job satlsfactlons and non-work re-

lated happiness. - S

398. Anderson, Stephen D.. "Plannlng for career growth " Personnel Jouml
52: 357—362 May, 1973. ‘

. Backgmund reading embodying most- principles required for
objective setting whether for life or career plans. Oriented
largely to ‘people after they have entered an occupation and
seeking advancement. ' ' ’

399. Barlow, Melvin L. 'Just try to find a job without it," Amerlcan Edu—-
cation, 4:8-9, December, 1976~January, 1968. S o
~ A plea for realistic wocational programs to prepare students s

to know their abilities, potentials, and become aware of. nccupa—

tional opportunltles, in other than pmfesslonal flelds o

400, 3Buhler, Charlotte. "Lonellness 1n ma.turlty " Journal of Hurranlstlc L
' Psychology, 9: 167-181 Spring, 1969. -
- An in-depth essay trezting !'normal' as dlstlngulshed from o

'"neurotic' loneliness zs related to man's identity, image, and

values. Thought provokmg and recommended readmg .
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403.

404.

405.

406.

407. -

- 409.

408.

401-409

Collins, Donald C., and Robert R. Raubolt. "A study of employee re-
sistance to job enrichment,' Personnel Journal, 54:232-235,
April, 1975.

An empirical study of the relationships between amnployees’
social backgrounds, job characteristics, education, and their
degrees of resistance to change in forms of job enrichment.

Dressel, Wayne A. "Coping with executive m)bility " Business Hori-
zons, 13: 53—58 August, 1970, .
T A study of several ways in which management can minimize
losses caused by executive job-changing. Suggests means for
keeping qualified individuals for orgamzatlona,l buildlng

Driskill, Thomas M., and Dean C Dauw "Executlve mid-career job
cha.nge," Personnel Journal, 54:562-564, November, 1975.

Authors present a profile of the typica.l eu:ecutive mid-careex
changer, together with a look at motivational factors: volun-
tary and involuntary. Reasons for change are ta‘mlated Good
references.

Dunnette, Marvin, D., Richard D. Arvey, and Paul A. Barnes. ''Why
do they leave?" Personnel, 50:25-38, May-June, 1973.
Empirically based stut study of college graduates. as to major
causes for job changes. The most as well as the least’ important
features of work are analyzed in seeking change in emple ‘ment .
Recommended reading.

Glueck, William F. '"Easing the m'auma of executive transfer," Bus1—
ness Horizons, 12:23-28, December, 1969. ,
Focuses on motives, socio—economic factors, benefits and
problems of executive transfers. Suggests a voluntary pollcy
for relocation of employees as one solution

Glueck, William F. "Managers, mobility, and morale " BuSiness Hori-
zons, 17:65-70, December, 1974.
A study on job mobility and how American managers and their
dependents have adjusted to frequent transfers. Stresses psy-
chological costs to wife’ a.nd family.

"Got an itch to change jobs?" Changing Tlmes, 21:31-32, February, 1967.
Series of questions for analyzing new job s11:uat10ns and fea-
sibility of making a job change. Questions focus personal likes,
dislikes, and past achievements for a pmposed Job situation.

Grossman, Lee. "How to think like a oompany president,' Business
Mana_g ement, 39:37-38, October, 1970. . .
If more managers had a '"'presidential perspective'' they would
become more involved in. effective declsmn—maklng and oormutted
to ‘corporate improvements. . _

'"How Amerlca lives (mld-career change)," Ladles }bme Journal 89:76,
September, 1972.
Short actual account of a mid-career ctnnge from a wh1te~
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410.

411.

412,

413.

4114.

415,

416.

417.

collar to blue-collar job. Happiness was key to successful shift
in occupations.

Kremple, Robert J., and (bleman Colla. "Guidelines for executive job
changes, ' Personnel Journal, 54:29-31, Januaxry, 1975.

"Job value factors" analysis f{or executives considering a Jjob
chanpge weipghs considerations in four areas: personal, financial,
‘personal growth -and company goals. Better decisions are likely
to result from job analysis as outlined in article.

McNulty, Louise A. 'Job enrichment: how to make it work " Super-
visory Management, 18:7-15, Sepwzmber 1973.
A practical plan to put jo~ - . “‘chment to work. Action
plans provide step-by-step procr»;-‘ . -5 for its applications in
lateral and vertical task relateu performances.

Mayhew, B.A. "Standard of living & the life cycle concept," Person-
nel Jourpal, 52:27-30, January, 1973,
Limited to North Amerlcan society, the life cycle as related
to income and expenses, is described with sociceconomic implica-
tions for mld-careel and retirement changes.

Orth, Charles, D., III* "MW to survive the mid-career crisis,"
Business }brlZDl’le. »17:11-18, October, 1974.
Explores factors leading to mid-career crisis. A four-step
process from situational/self analysis to career planning is of-
fered both the professional involved and his manager.

Parsons, George E., and James V. Wigtil. '"Occupational mobility as
measured by Holland's theory of career selection,' Journal of
Vocational Behavior, 5:321-330, December, 1974.

Study investigates relationship between stability in per-
sonality, job changes, and types of jobs available for various
personality types making a mid-career change.

Penzer, William N. Ma_na,gers who don't grow up," Ma.na.germnt Review,
62:2-16, Ja.nuary, 1973.
An examination of dysfunctional behaviors found in business
that contribute to waste, inefficiency, and loss of position.
Recommended reading.

-

Reif, Willism E., David N. Ferrazzi, and Robert J. Evans, Jr. 'Job
enrichment: who uses it and Wh]," Business Horizons, 17:73-78,
February, 1974.

-Not only summrizes advantages of job-enrichment but analyzes

difficulties in making it work. Several tables show its benefits - -

and limitations.

Rhodes, Milton. 'Career switch? How to get started quickly in the
new position,'" Personnel Journal, 51:684-687, September, 1972.

Eight points are recommended for making the crisis of a mid-

career change a smother transition. Includes suggestions for
those entering the job market for the first time. -
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418-424
Robinson, John F. '"Job enrichment: what it is," SupervisorLManage—

ment, 18:2-6, September, 1973.

. Suggests ways to make a job more rewarding by increasing em-
ployees' responsibilities. Includes questions and answers on
Jjob-enrichment and how it works.

Root, ‘William,E. "The ten commandments of upper level recruiting,"
Admlmstratlve Mnnagement 34:61-62, September, 1973.
A professional recruiter examlnes ten basic commandments for
recruiting executives. . Informative for both personnel officers
and applicants for employment.

Rosen, Dan. 'How-and how not-to change jobs," Dun's, 101: 107-108,
March 1973.
Pinpoints four to six major factors which should be analyzed
before an executive makes a decisior to change jobs. .

Saunders, Dero A. "Executive discontent,'' Fortune, 54:154-—156,
October, 1956.

A study of the executive mid-career years analyzmg business,
home, and environmental factors which lead to various:dissatis-
factlons Five suggestions are given for handling these discon-
tentments. They are applicable to others than in busin'ess.;r.

Schappe, Robert H. "Twenty-two arpguments against job er .chment , "
Personnel Journal, 53:116-123, Felruary, 1974.
An enwnera.tion and d1scuss1on of common arguments offered by
management and labor against job enrichment through the process
of organizational change.

Scott, Richard D. "Job enlargement -- the key to increasing job
satisfaction?"' Personnel Journal, 52:313-317, April, 1973.

A theoretical discussion of worker motivation and job satis-
faction resulting in improved employee performances. Cultural
backgrounds of employees play a major role in the ways they will
react to job enlargement proposa.ls by employers.

Stewart, Nathaniel. '"How to help your.boss get back on the ball,"
&Jpervmory Management, 19:9-19, May, 1974,
Based on AMACONM txok, Help your boss and help yourself
Recommended reading for everyone. Practical and down-to—earth
- treatment of superior-subordinate relationships, symptoms of
stress and techniques for improving outputs from both.
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Sources of Information on Occupations and Career Fields

An essential part of elfective personal planning is building up an in-
formation bank on selected occupations. 'These will initially be those you
have become familiar with because of friends, or parents ewployed in them,
your having worked in certain jobs yourselfl, or informmation abour cureer
fields acquired from friends or individuals whom you admire.

There are three ways to become acquainted with and selecting an oc-
cupational field for which you can qualify: (a) Reading and compiling
written data on occupations described in current literature; (b) Inter-
viewing people working in various occupations as to ¢nnditions and re-
quirements for employment in their job fields; and (c) Obtaining a part or
full time work in a job field of interest to you. This will enable you to
obtain insights and knowledge required for making an intelligent decision
as to a choice and entry into a particular occupational field.

In reading and collecting information on occupations, significant
data on a particular job requirement, earnings, number employed, annual
openings, rate of turnover and retirements, unionization, certification
or licensing, employers and persons to contact, etc., should be summarized
in written form. '

Initially your collection of occupational information will poss1b1y
be haphazard and not too systematic. You will probably start with read-
ings about .occupations from various series of books or pamphlets about .
jobs available from several publishers, associations, or agencies. These
general books may describe more than one occupational field or concentrate
1 "n a broader career-area. As your readings and collectior of hackground
»-iormmation on specific work fields increase, you should move toward cur-
rent articles on employment requirements and data which will give you more
_detailed facts. This information may be obtained from the trade press or -
- associations concentrating on a particular cluster of jobs, and career
fields within a particular trade, agribusiness, general business or ser-
vice-area. Generally this 1nforuat10n will be current and relevant to de-
T e cisions you will make on options under consideration for pursuing your
oA v~ eareer development. '

Let your search for a career begin in your library or in interviewing
people in work fields of interest to you. Your library should have various °
books and references which will provide you with the data and descriptive
materials for building your information bank on work fields you wish to
explore. These will consist of: .

° Books on more than one occupation. ‘
e  Series of reference books on various occupations.

° Artlcles from periodicals on speclflc Jjob flelds occupatlons, or
career fields. S
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Books on More Than One QOccupation

Duckat, Walter. A guide to professional careers. New York: Julian
Messner. 1970. 285 pp. '
Eighty career fields requiring post~secondary education are

detailed as to duties, outlook, training and educational require-~

ments. Work with Federal government, based on college majors,
is included.

Forrester, Gertrude. Occu upational literature: an annotated biblio~
- graphy. Bronx, N.Y.: H.W. . Wilson Company. 1971. 619 pp.
Outstanding bibliography of publications and sources of in- )
formation on all aspects of occupational information. Invaluable
tool for counselors and essential library reference.

Hopke, William E., ed. Encyclopedia of careers and vocational guid-
- ance. Chlcago I11.: J.G. Ferguson Co. 1967. 1500 pp.

T Volume I is des1gned for career planning, setting goals, in-
terpreting test data, finding a job and description of occupa-
tions by leaders 'in thelr fields. Volume II descrlbes nature
and quallflcatlons for jobs. ,

Hughes, Everett C., et.al. Education for the professions of medi-
cine, law, theology, and social welfare. New York: McGraw-Hill.
1973. 273 pp.

: Collection of scholarly essays on educational proflles of
four professions from their historical as well as present socio-
logical roles. Standards for educational Ppreparation and the
professionalism of the occupational groups in society are also
examined from a philosophical veiwpoint. Selected groups of re--
ferences are included for further re&dings

Moore, Mary Furlong. Career guide for young ;Qeople. .‘Garden,-City,« s

New York: Doubleday and Company. 1963. 262 pp.

An older but reliable guide on wvurious joh descriptions in
the professions, arts, sciences, and business. - Job requiremei:ts
and opportunities for advancement described by ea.rning Scales
need updatlng

Peterson, Clarence C. Careers for aollege ggaduates New York:
Ba.rnes and Noble, Inc. 1968. 334 pp.

First part of book is devoted. to planning for a career and

entry into the job market. Eighty-two kinds of work described.

Lists recommended readings.

[P

Rossi, Alice S., and Ann Ca.lderwood Aca,demlc women on the move.
New York: Rl.lSuell Sage Foundation. - 1973. 560 pp. '

A systematic study of the pos1t10n of wamen in hlgher edu-
cation. The three parts of the book of essays treat of the re-
cruitment, training and employment of women:on the contemporary
academic scene, and their actions towards change. Scholarly,
factual, a.nd supported with extens1ve blbllographles
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507-512

~507. - U. S. Civil Service Cammission. Federal career directory: a guide
for college students. Washington, D.C.: Govermment Printing
Office. 1968. 87 pp.

Ninety-two ,]obs are summarized as Lo neture of work and
qualifications requ1red to apply for federal work. ‘Job descrip-
tions ure indexed by position, title, and major fields of col-
lege stuides.

508. U.S. Department of Health, Education, and Welfare. Earnai degrees
conferred: bachelor's and higher degrees. Washington, D.C.:
Government Printing Office. 1968. 289 pp.

Degrees earned data are reported for 200 major fields of
study in over 1500 colleges by type of institution-and region.
Trend lines are established for graduat% enter1ng ‘anployment .
Publication needs updating.

509. U.S. Department of Labor. Bureau of Enployment Security. Health
careers guidebook. Washington, D.C.: Government Printing Office.
1965. 204 pp.

Over 100 health occupations are described as to educat10na1
or special training requirements. Thirty-two career fields are
treated in greater detail as to qaulifications for entry and
advancement. ‘

510. U.S. Department of Labor. Bureau of Labor Statistit:s Occupational
: outlook for college graduates. Washington D.C. Govermnent :
Printing Office. 1974. 258 pp.
Brief descriptions of over 200 jobs" requ1r1ng a college back— o
ground. Employment opportunities through 70's together with edu- *
cational requirements, earnings, and areas for employment make
it a valuable reference for college students.

511. U.S. Nepartment of Labor. Bureau of Labor Statistics. Occupational .~ '™
outlook handbook. Washlng'ton D.C.: Govermment Printing Office
1974. 859 pp. = -
Most' current and rellable reference on over 700 occupatlons
and thirty major industries as to profess1ona1 opportunities,
skilled -trades and various clerical, service and sales jobs.
Trends, earnings, and working condltlons are descrlbed for- var1—
ous f1e1ds of work. =~

512. U.S. Department of Labor. Enployment Service. Dictionary of occu-
. pational titles,-(DOT). Washlngton D.C.: Government Printing
Office. 1965 and 1968. 1901 pp.
Two revised volumes of 1456 pages and two supplements of .
436 pages code and define over 35,000 job titles. The’ supple—. AR
ments ‘déscribe worker traits for” varlous ~job” f1e1ds "and the~ T
grouping of comparable job fields: Although very impressive in. = o
its collection of information, the DOT is not- popular w1th the
majority of students as a. reference work o . Sl
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513-520

513. U.S. Department of Labor. Women's Bureau. dJob horizons for college
: women. (Bulletin 288). Washington, D. C : Government Printing
Office. 1967. 91 pp.

Brief descriptions of 32 career fields of partlcular interest
to women. Provides good overall description of work fields
which may be investigated by vrecommended readings following job
briefs. Cont.nuing education programs are recommended for many
-of the occupations.

Series On Various Occupations

514. B'nai B'rith occupational brief series, B'nai Brith Vocational Ser-
vice, 1640 Rhode Island Avenue, N.W., Washington, D.C. 20036.
The service has issued over 65 illustrated descriptions of
various career fields. Briefs vary from four to eighteen pages.
Majority are revised and updated. Oriented to profess1ons and
Jewish service.

515. . Career briefs, Careers, Inc., Box 135, Largo, Florida 33540.
Two hundred titles are included in this series on occupations
and jobs. Each work field is described in eight pages. They are
particularly recommended for senior high school students.

516. Careers for tomorrow series, Henry Z. Walck, Inc., 19 Union Square
West, New York, N.Y. 10003.
Twenty—flve books, written by experts in each fleld provide ., el

factual data on prores51onal_occupat10ns of interest to college 7
students. Illustrated. Popular reference source for students.

517. Careers in depth series, Richard Rosen Press, 29 East 21st Street,
New York, N.Y. 10010
N1nety—three fairly well updated books which describe career
fields with emphasis on the individual's interests and qualifi-
cations to be successful in them. Limited illustrations. Self-
evaluation tests are part of the books.

518. Career pamphlets, Veterans Administration, Publications Department,
: Arlington, Virginia 22206.

Thirteen pamphlets, many with emphasis upon rehabllltatlon
training, provide background information on work fields of in-
terest to all mature young adults. Several pamphlets written
particularly for veterans.

519. Chronicle occupational brief service, Chronicle Guidance Publica-
tions, Inc., Moravia, N.Y, 13118,

Total nunber of briefs contain information on almost 400
different jobs and occupational fields. Well edited but many
briefs need updating. Recommended for high school senior and
~Junior college students.

520. Dutton books on careers, E.P. Dutton and Company, Inc , 201-Park’
' Avenue South, New York, N.Y. 10003. ‘
Detailed 1nfonnat10n on occupational f1e1ds of particular
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521-526

521.

522.

523.

524,

525.

526.

value to anyone making a serious choice on a career field: Il-
lustrated. Especially recommnended although series contains
only twenty~four professions.

Macmillan career books, Macmillan Company, 866 Third Avenue, New

York, N.Y. 10022.

Although consisting of only ten professional fields, the
series consist of about 200 pages each on the professions of
architect, career diplomat, journalist, lawyer, minister, nurse,
physician, professor, scientist and social worker. Although re-
quiring updating, they are recommended.

Mademoiselle college and career reprints, Alumnae Advic.:ry Center,

Inc., 541 Madison Avenue, New York, N.Y. 10022.

'One hundred and two artlcles w1th statistics and charts have
been especially written for women and originally printed in Made-
moiselle. Largely aimed at women living in New York City, they
will be stimulating for all women professionals with college
backgrounds.

Messner career books, Julian Messner, 1 West 39th Street, New York,

N.Y. 10018.

The thirty-five books in this series canprehens1ve1y describe
post-secondary educational and other requirements in each of their
respective fields. Well illustrated. Bibliographies.

The vocational guidance series, Rochester Institute of Technology,

65 Plymouth Avenue, South Rochester, N.Y. 14608.

Ten pamphlets written for students interested in obtaining
technical education in two- and four-year post-secondary insti-
tutions. Although limited in number, the pamphlets provide
abundant 1nformat10n

Sextant series for exploring yonr future, Sextant Systems, Inc.,

3048 North 34th Street, ‘"ilwaukee, Wisconsin 53210.
Sixteen books with i describing around 80 job fields.
"Personal Profiling'' tecinique helps individuals determine .
' p01nts of entry and career ladders for advancement.

xocatlonal guidance manuals, Universal Publlshlng and Distributing

Corporation, 235 East 45th Street, New York, N.Y. 10017.

Each of the fifty manuals‘on'different occupational fields
consists of approximately 120 pages. Various occupations are
broken down into various job fields with data on varlous work
fields.,
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527-536

Articles From Periodicals on Jobs, Occupations, or Career Fields

The following lists of references is only partial. Occupatlonal ar-
ticles for 'individuals with two, four, or more years of post—secondary‘
educational training should also be searched out, reference c1ted and in-
cluded in your personal notes @n life/career plannlng The f0110w1ng col-
lection of references will help you get started. This is not intended to
be a comprehensive list of all available reference materials or sources
for career information selected for each of the occupational fields listed
alphabetically. Older articles have been includ: 1 (or descriptive infor-
mation although certain elements, as salary fig 3s, may no longer iw: ac-
curate. Associations are listed to whom you may write for additiow:i in-
formation.

ACOOUNTANT/ AUDITOR

527. Anderson, A. ''Bookkeeping and accounting,'' Business Education Forum,
28:36-42, October, 1973.

528. Beeson, Lynda J. ''An accounting internship in industry,“ Management
Accounting,l56:59~61, March, 1975.

529. Chsnbers, Andrew. "Education and training for the internal audit,"
Accountant's Digest, 39:73-74, September, 1973.

530. McFarlan, F.W. 'Management audit of the EDP department," Harvard
' Bu31ness Review, 51:131-142, May-June, 1973.

531. National Association of Accountants (NAA), 919 Third Avenue, New
York, N.Y. 10022.

532. Porter, W. Thomas, Jr. '"Growth of the CPA profession,' California
CPA Quarterly, 42:28-36, December, 1974.

533. Watson, Charles H. ''"The accountant in educatlon,” Accountant s Di-
gest 39:21-22, September, 1973.

ACHORS/ACRESS, see ENTERTAINMENT

ACTUARY

534. Bussewitz, Walter. ''Exciting, rewarding actuarial career is described
to black math students,' National Underwriter, Life Ed. , 16-24-25,
. September 9, 1972.

535, Society of Actuaries, 208 South LaSalle Street Chicago, Illinoi~

60604

ADVERTISING

536. Alshul, I'., Jr. '"Advertising in the life of the journal,' Journal
of Chemical Education, 50:808-810, December, 1973. ° -
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537-549

537. American Association of Advertising Agencies, 200 Park Avenue, New
York, N.Y. 10017,

AEROSPACE

538. 'Aerospace employment outlook mixed,'' sviation Weekly, 99:25-26,
October 15, 1973.

539. American Institute of Aeronautics and Astronautics, Inc., 1290 Ave-
nue of the Americas, New York, N.Y. 10019.

AGRIBUSINESS

t:r,  American Society of Agronomy, 677 South Segoe Road, Madison, Wis-
consin 53711.

531. American Society of Horticultural Science, 914 Maln Street, P 0. Box
109, St. Joseph, Michigan 49085.

542. Goldberg, Ray A. '"U.S. breaks sut of isolation," Harvard Business
Review, 53:81-95, May, 1975. .

543. . "Increasing needs for professional manpower; opportunities in agri-
culture and natural resources,' Intellect, 103:76, November, 1974.

544 McAdams, Christian. ''Frank Perdue is chicken,' Esquire, 79:113—117,
. April, 1973, '

~ 545. Marshall, Patricia. "Moving up down on the farm,'" Manpower, 5:2-8,
May, 1973.

546. National Poultry Producer Federation, 10 Rutgers Place, TTenton,
New Jersey 08618.

AGRONOMIST, see AGRIBUSINESS

AIR CONDITIONINQ/REFRIGERATION/HEATING

7. Refrigeration Serv1ce Engineers Society, 2720 DePlalnes Avenue, De-
Plaines, Illinois 60018. ,A&

548, Toner, J.P. '"Careers for the 70's in heating/air conditioning,"
Industrial Education, 63:22-23, May-June, 1974.

AIR FORCE, see ARMED FORCES

ATR TRANSPORTATION, see TRANSPORTATION |

ANTHROPOLIGIST

' 549. American Anthropologlcal Association, 1703 New Hampshlre Avenue
N.W., Washington, D.C. 20009.
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550-563

550. Willner, Dorothy. 'Anthropology: vocation or camodity?'' Current
Anthropology, 14:547~555, December, 1973.

ARCHAROLOGIST

551. Archaeological Institute of Amerlca 206 West Broadway, New \)rk,
N.Y. 10013.

ARCHITECT i
952. American Institute of Building Design, Union Bank ﬁlaza, Suite 408,
15233 Ventura Blvd., Sherman Oaks, California 91403.

553. The A55001at10n of Collegiate Schools of Archltecture Inc., 1735
New York Avenue, Washington, D.C. 20036.

ARMET) FORCES

534. Larson, Wil'. and G.L. Xaden. 'Women with navy wings,' All Hands,
pp. 32-3¢, April, 1975. :

555. Occupations _ military/civilian dccupational source book. Univer-
‘ sal City, Texas: Armed Forces Vocational Group, 1975. : R

556. Sterba, J.P. '"In the (volunteer) army now " New York Times Maga21ne
pp. 8-9, June 15, 1975.

957. Stevernson, Gloria. 'Women: Uncle Sam wants you," Occubational Out-~
lock Quarterly, 17:2-9, Winter, 1973.

958. Streeter, Tan. ''Women power in dungureés and in navy blue " Naval
Aviation Views, pp. 22-24, February, 1974.

559. U.S. Department of Defense. Work in the Navy. Arlington, V1rg1n1a
Navy Recruiting Command, 1975. 543 pp.

ARTIST

560. American Artists Professional Leaguz, 112 Fast 12th Street, New
York, N.Y. 10003.

961. National Art Education Association, NFA, 1201 16th Street, N.W.,
Washington, D.C. 20036.

ASTRONOMER ' et

562. American Astronomlcal 8001ety, 211 Randolph Road, Princeton, N.dJ.
08540.

- ATHELETIC RELATED OCCUPATIONS.

563. Blitz, Harold. 'The drive to win: careers in professional sports,
Occupational Qutlook Quarterly, 17:2-21, Sumer, 1973.
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564577

564. National Alliance of Athletic Associations,:c/o National Federation
7 South Dearborn Street, Chicégo, Illinois 60603.

565. '"Pro sports'' road to riches or dead end?" Manpower, 3:15-21, De-
cember, 1971.

ATOMIC ENERGY

566. 'Employment grows in atomic energy field,' Occupational Outlook
Quarterly, 15:34-35, Summer, 1971.

567. Maylan, M. "Atondc workers," Monthly Labor Review, 95:47-49, Septem~
ber, 1972. '

, 568. U.S. Atomic Fnergy Commission, Washington, D.C. 20545, ]

AUTOMOTIVE, see MIICHANICAL TRADES

‘BANKTNG

Pumptuluniiatngraitnd

569. American Bankers Association, Bank Personnel Division, 1120 Connec~
ticut Avenue, N.W., Washington, D.C. 20036.

570. Doyle, P.W. ''Employee earnings in commercial and savings banks,"
Monthly Labor Review, 98:59-61, May, 1975.

571. Hayes, S. 'Investing banking: power structure in flux,'' Harvard
Business Review, 49:136-152, March-April, 1971.

572. '"What banking is all about," Forbes, 116:59~105, July 1, 1975.
BIOLOGIST

573. American Society of Biological Chemists, 9650 Rockville Pike, Bethes~
da, Md. 20014. ’ :

BOTANIST

574. Botanical Society of America, c/o B.F. Palser, Botany Dept., Rutgers
University, New Brunswick, N.J. 08903.

BUILDING OCCUPATIONS, see CONSTRUCTION

BUSINESS MANAGEMENT

575. Kiesey, D.T., and E.J. Pavlock. ''Trends in management education for
CPA's,'" Journal of Accountancy, 139:48-53, May, 1975,

576. Miner, John B. "The real crunch in menagerial manpower,'' Harvard
Business Review, 51:146-158, November-Decetiber, 1973.

577. Minicucci, Rick. 'What's happened to the administrative manager's. - .. .-
Job description?'' Administrative Management, 36:20-22, March, 1975.
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578-591
578. Perham, J.C. "Scramble for MBA's,' Dun's, 105:87-88, June, 1975.

579. Stevenson, Gloria. 'Working for yourself: what's it like," Qccupa—
tional Outlcok Quarterly, 17:20-30, Spring, 1973.

580. Stull, Richard Allen. "A view of managoment Lo 1980," Business lor lg—

zons, 3:5-12, Junc, 1974,

- CARTCGRAPHER

581. _A_merican Sociely of Cartographers, P.0. Box 1493, Louisville, Ky.
~ 40201.

582. Bress, D.L. '"Computers and cartography,' Oomputers and Automation
: a.nd People, 21:25-zg, August 1972.

583. Warfel, W.W. '"Pictorial maps,'' Graphic Arts Monthly, 44:98, Novem-
ber, 1972. '

CARTOONIST, see ARTIST

CERAMIC OCCUPATIONS, see CHIMICAL OCCUPATIONS

CHEMICAL OCCUPATIONS

584. American Ceramic Society, 65 Ceramic Drive, Columbus, GChio 43214.

585. American Chemical Society, 1155 16th Street, N. W. Washington, D.C.
20036.

586. ''Career opportunities in chemistry: chemical business,' Chemistry,
: 47:3-4, November, 1974 :
587. '"Employment outlook brlghter for chemist,' Chemical and Englneerlng
News, 51:6~9, June, 1973.

588. Mueller, James L. ''Ceramic engineers -- suppiy and demand," Aneri-
can Ceram1c Society Bulletin,. 54:668-672, July, 1975.

CHIROPRACIOR

589. American Chiropractic Association, 2200 Grand Avenue, Des Moines,
Iowa 50312. )

590. "Chlropractors -~ healers or quacks," Oonsumer Report 40:542-547,
September, 1975.

CITY MANAGER/PLANNER R

591. American Institute of Planners, 917 15th Street N.W., Washington,
D.C. 20005.
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592-606

592. Clark, Donald. 'City managers -- proflessionaliam in urban govern-
ment.,' Occupational Outlook Quarterly, 15:32-36, Fall, 1971.

503. International City Management Association, 1140 Connecticut Avenue,
N.W., Washington, D.C. 20036, ‘

504. "Job with a future: professional Tuturist," Newsweek, 85:83, June
16, 1975. |

CIVIL ENGINEER

595, American Congress on Surveying and Mapping, Woodward Building, 733
15th Street, N.W., Washington, D.C. 20005.

596. American Scciety of Civil Engineers, 345 East 47th Street, New York, |
~N.Y. 10017.

CIVIL SERVICE EMPLOYMENT

597. Armmstrong, A. '"Progress in role of women is stea,dy and sure," U.S.
News and World Report, 74:66-69, May_ 14, 1973.

598. '"Beefing up the federal jobs program," Business Week, 80, Fehruary
24, 1975.

599. Gentz, Susan. ''Career opportunities in the postal service,' Occupa-
tional Outlook Quarterly, 16:2-9, Winter, 1972.

600. Kasunic, Kevin. "They fill the skyways,'' Occupational Outlook Quar—~
terly, 15:22-23, Spring, 1971. '

601. Kling, Joyce. ''The gatekeeper,' Occupational Outlook Quarterly, 15:
- 16-23, TFall, 1971.

602. '"Pay for federal workers -- too much or too little?'" U.S. News anc
World Report, 79:70-71, August 25, 1975.

CLIRGY AND RELIGIOUS VOCATIONS

603. Johnson, P.E. 'New light on a Christian vocationm,' Christian Voca~
tion, 91:174, Felruary 13, 1974.

604. Maher, M. "What's happening to religious vocations?'' Momentum, 6:
436-446, February, 1975.

CLOTHES DESIGNER

605. 'Career apparel seeks growth in new types of markets," Industrial
World, 176:35, March 19, 1973. ’ ,

606. "Earning growth accelerating for Oxford industries,' Financial World,
T 138:18, July 26, 1972.
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607.

607-622

International Association of Clothing Designers, 12 South 12th Street,
Room 1512, Philadelphia, Pa. 19107.

CDAST GUARD, see ARMED FORCES

COLLEGE/UNIVERSITY ADMINISTRATION AND TEACHING

608.
609.
610.

611.

American Association ol University Professors, 1 Dupont Circle, N.W.,
Washington, D.C. 20036.

Joesting, Joan. ''Women in academe,' American Psychology, 29:520~
523, July, 1974.

Sharpham, J.R., and C.L. Pritner. ''Professional actors in the uni-
versity classroom,' Phi Delta Kappan, 55:267, December, 1973.

Switzer, L. 'Who's being paid what; administrative salaries,'' Nations
Schools and Colleges, 2:33-37; May, 1975.

COMPUTER REIATED OCCUPATIONS

612.

6lo.

616.

617.
618.

619.

620.

621.
622.

Association of Computer Progranmers and Analysts, 2 Penn Plaza, Suite
1500, New York, N.Y. 10001.

Couger, Daniel. 'Pitfalls and potentials of EDP training,' Data Maga-
zine, 12:33-37, November, 1974.

Croisdale, D.W. 'DP people —- who do they think they are?'" Datama-
tion, 21:61-62, July, 1975.

McGuinness, James. ''Top~down programmer training,'' Data Management,

13:14-16, March, 1975.

McLaughlin, Richard A. 'DP salary survey,' Datamation, 21:40-46,
January, 1975. .

1975 Salary Survey, Infosystems, 22:34-43, June, 1975.

Rooney, Joseph J. ''The computer manpower evolution,' Occupational
Outlook Quarterly, 19:25-29, Summer, 1975.

Scriven, Donald D., and others. 'The responsibility of the simmla-
tion project manager,'' Data Management, 13:27-31, June, 1975,

Sommers, Dixie. "Computer technicians -- three new jobs a day,"
Occupational Outlook Quarterly, 16:18-20, Fall, 1972.

"What is a programmer?" Journal of Accountancy, 138:98, October, 1974.

Yourdon, Edward, and Robert Abbott. ''Programmers are'paid to program —-
enter program librarian,'" Infosystems, 21:28-32, December, 1974.
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623-635
CONSEHRVATION AND EQOLOGY

623. FEeological Society of America, Department of Botany, University of
: North Carolina, Chapel Hill, N.C. 27514,

624. Nature Conservancy, 1800 North Kent Street, Suite 800, Arlington,
Va. 22209.

625. Plater, John. "Safeguarding our water — pollution control workers,"
Occupational Outlook Quarterly, 14:30-33, Fall, 1970.

"626. "Pollution control and public jobs," Manpower, 6:27-31, March, 1974,
QONSTRUCTION (QONTRACTOR AND RELATED OCCUPATIONS

627. Associated Gemeral Contractors of America, 1957 E Street, N.W.,
Washington, D.C. 20006.

628. Roberts, Higdon C. "Stronger foundation for construction laborers,"
Manpower, 3:18-20, February, 1971.

COSMETOLOGIST/BEAUTICIAN

629. National lHairdressers and Cosmetologist Association, 3510 Olive Stneet
St. Louis, Mo. 63103.

COUNSELOR, see PLRSONNEL, TEAGHING

CRIMINOLOGIST, see LAW ENFORCEMENT

DENTIST AND REIATED OCCUPATIONS

630. American Dental Assistants Association, 211 East Chicago Avenue,
‘ Chicago, Illinois 60611

631. 'New educational - sta.ndards for dental auxiliary education program,'!
Journal of the American Dental Association, 88:1043-1061, May,
1974 .

632. Schmidt, P. 'Expanded duties of auxiliaries: a hygienist viewpoint,'
American Journal of Public Health, 62:54-56, January, 1972,

DIETETTAN

633. American Dietic Association, 620 North Michigan Avenue, Chicago,
Illinois 60611.

634. Johnson, Doris. !'"The dietetian —-- a translator of nutritional iufor-~
matlon " Journal of the American Dietetics Association, 64:609,
1974,

635. ‘''Perspectives 1974: Unusual positions and Inewer dietic specialities,"
Journal of the American Dietetian Association, 64:649, 1974.
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636-648

'636. "Titles, definitions, and responsibilities for the profession of
dietetics," Journal of the American Dietetian Association, 64:
661, 1974.

DISPLAY MEN (Retail Trade)

637. Cbarnovitz, Diane. 'Displaymen in retail trade," Occupational Out—
look Quarterly, 16:18-21, Summer, 1972. ‘

DRAFTSMAN

638. American Institute for Design and Drafting, 3119 Price Road, Bartles-
ville, Oklahoma 74003.

639. McClain, G.R. "Traveling laboratories for technicians training,''
Industrial Education, 62:109-110, November, 1973.

EQLOGY, see OQONSERVATION

ECONOMIST

640. American Economic Association, 1313 2lst Avenue South, Nashvilie,
Tennessee 37212.

641. "Economists go for the money and get it," Business Week, pp. 60-62,
January 29, 1972, ,

642. 'Rate of return to the Ph.D. in economics," Industry and ILabor Rela-
tions Review, 28:288-292, January, 1975.

EDITOR, see JOURNALISM

ELECTRICAL ENGINEER AND RELATED OCCUPATIONS, see also ENGINEERING, GENERAL

643. Institute of Electrical and Electronic Engineers (IEEE), 345 East
47th Street, New York, N.Y. 10017. :

ENGINEER, GENERAL

644. ''Comeback of the engineers," Dun's, 102:77-78, July, 1973.

645. Copeland, Norman A. "Technical education and careers in industry,"
Manpower, 7:8-13, October, 1974.

646. "Engineer supply down; demand remains high," Industry Week, 184:23-24,
January 27, 1975.

647. "Engineering demand outstrips enrollment," Intellect, 101:350, March,
1973. 1 o

648. Engineers' Council for Professional Development, 345 East 47th Street,
New York, N.Y. 10017. ‘ ,
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649-644

649.

650.

651.

652.

653.

655.

656.

657.

658.

Gooding, Judson. '"The engineers are redesigning their own profussion,"
- Fortune, 83:72-75, June, 1971.

leeper, E.M. 'More S/E hired on local level; scientists and engineers
employed by state and local governments, " Bioscience, 25:533, Au-
gust, 1975

Naughton, Kathy. 'Help for the unemployed engineer and scientist,"
Occupational Outlook Quarterly, 15:34-38, Winter, 1971.

Plater, John. “Career in biomedical engineering,'' Occupational Qut-
look Quarterly, 14:26-30, Fall, 1970.

"Red carpet out for engineers,' Chemical Week, 116:13-14, June 4, 1975.

Rudoff, Alvin, and Dorothy lLucken. ''The englneer and his work: a -

......

socmloglcal perspective,' Science, 172:1103-1108, July 11, 1971

Russell, C. '"Ph.D. manpower predictions,'' Bioscience, 25:397, June,
1975.

Templeton, Robert E. ''The engineer: yesterday's hero - today's
forgotten man,'' Management Review, 61:11-19, June, 1972.

"Wanted: black engineers,' Manpower, 3:8-10, June, 1971.

"Where will the engineers come from?' Cherhical Wéek, 112:43-44,
January 27, 1973.

ENTERTAINMENT OCCUPATIONS

862,

659. American Educational Theater Association, 1317 F Street, N.W., Wash-
ington, D.C. 20004.
660. Ritchey, D. 'Maryland company of comedians," lducational Theater
: A ~Journal, 24:355-362, December, 1972.
661. Sharpham, J.R., and C.L. Pritner. 'Professional actors in the uni-
v versity classrooms,' Phi Delta Kappa, 55:267, December, 1973.
ENTOMXLOGIST ‘
Entorno" uizical Society of America, 4604 Calvert Road, College Park,
Md. 20740
EXTERMINATOR
663. National Pest Control Association, Inc., 250 W. Jersey Street, Eliza~-
beth, N.J. 07207.
664. Werner, Elliot. "To kill a bug," Occupational Outlock Quarterly,

16:14-17, Fall, 1972.
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6565-677

FINANCE
665. 'Finance: the bottom line...and beyond," Industry Week, 186:46-49,
August 18, 1975,
~ 666. 'Financial counseling," Dun's, 102:37-39, July, 1973.
667. Ginther, Steve. '"Giving credit where credit is due," Occupational
Outlook Quarterly, 16:28-31, Sumer, 1972.
668. The National Consumer Finance Association, 1000 16th Street, N.V.,

Washington, D.C. 20036.

FISH AND GAME, see OONSERVATION

FIORAL DESIGNERS

669.

-Eck, Allan. '""The foral designer,' Occupational Outlook Quarterly,

16:2-5, Spring, 1972.

FOOD, SERVICE, see HOI‘EL

FOOD TECHNOLOGIST

670.

- 671,

Institute of Food Technologists, Suite 2120, 221 North LaSalle Street,

Chicago, Illinois 60601.

Naughton, Kathy. ''Food scientist and food processing techniciahs —
giving us our daily bread,' Occupational Outlook Quarterly, 15:
27-32, Spring, 1971.

FOREIGN LANGUAGE OCCUPATIONS

672,

American Translators Association, P.0. Box 129, Croton-on-~Hudson,
New York, N.Y. 10520. :
673. Delavergne, Mary. *'Interpretation, please,' Occupational Outlook
: Q1arter1y, 16:6-9, Fall, 1972.
674. Honig, Lucielle T., and Richard S. Brod. "Foreign language and ca-
reers," Occupatlonal Outlook Quarterly, 18:26-36, Winter, 1974,
FORESTRY
675. Bingham, C.W. 'Forestry to fit the future," American Forest, 80:30~
31, November, 1974.
676. Cipperly, R. "Managing the forest," Conservatlonlsts 29:15-17,
: October, 1974.
677. Craig, J.B. 'Why foresters are reeded," American Forestry, 80:7,

l_)ecember , 1974.
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678-692

678.
679;
680.
681.

682.

McCarthy, Tom. 'Lamar Cantelou and the three C's,' American Forests,

80:28-29, November, 1974.

Mash, Morris. "Into the forest and out of the woods,' Manpower, 3:

13-15, February, 1971.

Neary, H. James. ''The fellers of the forest," Occupational Outlook

Quarterly, 17:10-15, Fall, 1973.

Richmond, Charlotte. '"Logging —— a job for the handy,' Occupational

Outlook Quarterly, 15:2-7, Sumer, 1971.

Society of American Foresters, 1010 16th Street, N.W., Washington,

D.C. 20036.

FURNITURE RELATED INDUSTRIES

683. Southern Furniture Manufacturers Association, P.0. Box 951, High

Point, N.C. 27261.

GHOGRAPHER

684. Association of American Geographers, 1710 16th Street, N.W., Wash-

685.

686.

ington, D.C. 20009.

James, Preston E., ed. '"Geography as a professional field,' Associa-
tion of American Geographers and the National Council for Geo-

graphic Education, 93 pp.

Natoli, Salvadore J., ed. '"Career in geography," 1974, Association

of American Geographers, 1710 16th Street,
200009,

HEALTH CARE OCCUPATIONS

687.

- 688.

689.

690.

691.

692.

N.W., Washington, D.C.

American Medical Association Council on Medical Education, 535 North

Dearborn Street, Chicago, Illinois 60610.

American Society of Radiologic Technologist, 645 North Michigan Ave-

nue, Chicago, Illinois 60611.

Beckhard, Richard. "A B.S. in health care systems: who needs it?"

Journal of Applied Behavioral Science, 10:

93-106, January, 1974.

Campbéll, G. Ricardo. "Art therapist,'' Occupational Outlook Quarter-

ly, 16:14~17, Summer, 1972.

Campbell, G. Ricado. ''Smoothing the savage beast: music therapy as

a career,' Occupational Outlook Quarterly,

Cooper, L.G. '"Continuing medical education:
Adult Leadership, 23:221, January, 1975.
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19:23-23, Summer, 1975.

a changing perspective,'



693,

6%4.

695.

696.

697.

698.

699.

700.

701.

702.

703.

704.

705.

706.

- 707.

" 708.

693-708

Danziz, M.li. "Lducation of the eunmunity menlal health assistant,”
Mental Hygiene, 94:357-363, July, 1970.

"Doctors and nurses -~ a Study in professional manpower shortage,"
Occupational Outlook Quarterly, 14:4-5, Fall, 1970, ,

Duffin, Sharyn. 'Specialist in life and breath " Manpower, 7:26-30,
October 1975.

Koslow, Sally P. 'A healthy future," Mademoiselle, 77:214-215,
October, 1973.

Lefkowitz, Annie, and Marlene Ausmus. ''Opportunities in sub~profes-
sional health occupations,' Occupational Outlook Quarterly, 14:
6-19, Fall, 1970.

Marston, John, ed. ''Health careers; educational programs in North

Carollna f North Carolina Hospital Association, Health. Careers,
P.0O. Box 10937, Raleigh, North Carolina 27605.

Morgan, Margaret K. ''Research needed: to identify criteria for
selecting health care leadership personnel,'' Adult FEducation,
24:143-148, Winter, 1974.

Nelson, Eugeiie C., Arthur R. Jacobs, and Kenneth G. Johnson. 'Pa-
tients acceptance of physicians assistants,' Journal of the
American Medical Association, 228:63-67, April, 1974,

Notman, Malkah T., and Carol C. Nadelson. 'Medicine: a career con-
flict for women," American Journal of Psychiatry, 130:1123-1127,
October, 1973.

Pilot, Michael. ''Health manpower in 1980, ' Occupatlonal Outlook
Quarterly, 14:2-3, Winter, 1970,

Plater, John. 'Careers in biamedical engineering," Occupablonal
Outlook Quarterly, 14:26-30, Fall, 1970.

Plunkert, Icis. 'Medical record technicians and clerks," Occuga-
tional Outlook Quarterly, 16:20-22, Winter, 1972.

Sinick, Daniel. '"Rehabilitation counselors on the move,' Personnel
and Guidance Journal, 52:167-170, November, 1973. o

Stevenson, Gloria. '"The paraprofessions,' Occupational Outlook
Quarterly, 17:2~9, Fall, 1973.

Stevenson, Gloria. "Phys101an S assistant -~ medical occupation in -
the making,' Occupational Outlook Quarterly, 15:8-13, Summer, 1971

Thomas, Barbara. 'Predictions of success in a graduate nurs1ng ser-
vice administrations program,” Nurs1ng Research 23:156-159,
March, 1974.
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709-719
GEOLOGISTS T

709. American Geological Institute, 2201 M Street, N.W., Washington, D.C.
~20037. -

GEOPHYSICAL OCCUPATIONS

710. American Geophysical Union, 1701 L Street, N.W., Washington, D.C.
20036.

HISTORIAN

711. American Historical Association, 400 A Street, S.E., Washington, D.C.
20003,

HOME ECONOMIST

' 712. American Home Economics Association, 2010 Masqichusett% Avenuo

Washington, D.C. 20036.

713. ”Supermarket home economist,' Home Economics, 66:31-32, May, 1974.

HORTICULTURIST, see AGRIBUSINESS

HOSPITAL OCCUPATIONS, see HEALTH CARE OCCUPATIONS

HOTEL,/MOTEL/RESTAURANT OCCUPATIONS

714. The Educational Institute of American Hotel and Motel Association,
77 Kellogg Center, Michigan State University, EFast Lansing,
Michigan 48823.

715. National Restaurant Association, 1530 North Lake Shore Drive, Chicago,
I1linois 60610. .

716. Williams, H.B. 'Wages anhd tips in hotels and motels,” Monthly Labor
Review, 98:60-63, March, 1975.

INDUSTRIAL DESIGNER/ENGINEER

717. InduStrial Designers Society of America, 1750 Old Meadow Road, Mclean;
. Va. 22101.

INSURANCE REILATED OCCUPATIONS

718. DiCesare, Constance Bogh. '"Insurance adjusters and examiners,' Oc~
cupational Outlook Quarterly, 15:25-30, Summer, 1971.

719. DiCesare, Constance Bogh. ''The insurance underwriter makes risks
his career,' Occupational Outlook Quartierly, 15:24-26, Sprlng,
1971.
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720~734

720. Insurance Information Institute, 110 Williams Street New York, N Y.
s 10038.

721. *”It's up to you — a guide to a career in life and health insurance,"
Institute of Life Insurance, 277 Park Avenue, New York, N.Y. -
10017, 1973. 36 pp.

722. "A life career,'' Institute of Life Insurance, n.d. 17 pp.

INTERIOR DESIGNER/DECORATOR

723. National Society of Interior Designers, Inc., 312 East 62nd Street,
New Yrok, N.Y. 10021,

JEWELER .

724. Kline, Joyce. 'Diamond cutters: fashioners of firey ice," Occupa-
- tional Outlook Quarterly, 14:11-13, Spring, 1970.

725. Retail Jewelers of America, 1025 Vermont Avenue, N.W., Washington,
D.C. 20005.

JOURNALISM

'726. Association for Education in Journalism, 425 Henry Hall, Unlver31ty
of Wisconsin, Madison, Wisconsin 53706 :

727. "Just one of the boys; female sportswriter,'' Newsweek, 80:43, July 3,
1972.

728. "More qualified news reporters,'' Intellect, 104:11, July, 1975

729. Naggar, J.V. '"Is there a job crisis in trade publlshlng7” Publisher's
Weekly, 207:18-21, June 2, 1975.

730. ''Rise of women in publlshlng,” Publisher's Weekly, 199:66, February
15, 1971 ’

731. Smith, C.M. “Strange relationship between author and editor," Pub—
11sher s Weekly, 207:50-51, January 20 1975.

LAW ENFORCEMENT OCCUPATIONS

732. American Society of Criminology, 800 Fourth Street, S.W., Washington,
~ D.C. 20024. A

733. Brantingham, Paul J. "Model curriculum for interdiSciplinary edu-
: cation in criminology,' Criminology, 10:324-337, November 3, 1973.

734, Davies, G. ''Criminalistics educational and scientific progress "
Analytlcal ChanlstAy, 47 318A—321A March 1975 :
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735-749
735,

736.

737.

738.

Galvin, John J.

19 January, 1971,

Marshall, Patr1c1a.

October, 1973.

Stevenson, Gloria.

”Tralnlng correctlon11 nanpower 4 ggwer, 3:14-
"Policewanen on patrol " nger, 5:14-20,

"The force of change: new. opportunitlee for

wamen in police,' Occupational Outlook Quarterly, 16:10-15,
Winter, 1972.

Wilson, J.Q. '"Crime Ccr.
ntarx 58 47 . 2 1974,

s st ey i L e

LAWYER/LEGAL OCCUPATIONS

739.

740.

P DO O R NN

- 741,

.ogist: adaptation of eddress,”

The American Bar Ass001at10n Informatlon Serv1ce, 1155 East 60th

Street, Chicago, Illlnols 60637

Fellers, James D.

"The challenges of supplying legal services,"

" American Bar Asscciation Journal, 60:43-46, January, 19740

Fountain, M., and K. Hoyle.

‘ "Law, school graduates face‘tlght Job

market," U. S. DeparUnent of Labor, (75—637 ), 3 pp., November 16

new career in the making,” Occupa—

tional Outlook Quarterly, 19:8-11, Fall, 1975.

Amerlcan Library Association, 50 East Huron Street Chlcago 1111n01s

"A paralegal is not a lawyer in a wheelchair,"

Beckman, Margaret, and Nancy Ann Brown. 'The role of the librarian
in management,' Special Libraries, 66:19-26, January, 1975.»

'"What's happening to jobs in the.library field?" Occupa-

tlonal Outlook Quarterly, 18: 20—25 Winter, 1974

"Library manpower study now avallable from GPO o

ALA spotllghts job leads," L1brary Journal

-1975.
742. Kacen, Alex. ''Legal assistant:
743. Manikas, William J.
Manpower, 7:11-14, October, 1975.
LIBRARIAN
744.
60611,
745,
746. Kahl, Anne.
747. '"Labor Deparbnent
American Libraries, 6 338 June, 1975.
. 748. '”Tlps for job hunters:
100:1174, June 15, 1975.
749. Yourdon, FEdward, and Robert Abbott

”Progrmnners‘are paid to pro-

gram -- enter program librarian,' Infosystems, 21:28-32, Decem-

ber, 1

974
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a AACHINIST see MECHANICAL TRADES

omem

'/MANAGEMENT

762.

750. Carter. J.T. '"Operations manwger,'" Banking,-66:73, May; 1971,

751. Costell, J. '"Managerial job market: quallty counts "' Nations Busi-
ness, 62:58-60, December, 1974.

752; Hunt, B. '"Filling an executive's chair isn't easy,'" Industry Week,
177:47-48, May,7 1973.

753, "Is management a n;dféééionM”‘Industrw weok, 176 40—44 February 19, 1975

754. Milliken, J.G., and E.J. Morrison. 'Management methods from aero-
space,' Harvard Business Review, 51:6-17, March-April, 1973..

755, Overbeke James E. ”Forenan - who d want the Job°” Industry Week

756. Pascarella, Perry. ''What makes a good manager°" Industry Week, 186:

- 3342, September 1, 1975.

.MATHEMATICIAN » ‘ »

757. American Mathematical Society, P.O. Box 6248, Providence, RI 02904.

- MANUFACTURING 7

758. Armknecht, A., Jr. "Job vacancies in manufacturing,' Monthly Labor
Review, 97:27-33, August, 1974. °

759. 'Labor turnover rates in manufacturing,”_Monthly.Labor Review, 97:.
104~105, February, 1974,

760. Murray, T.J. "New men in manufacturing," Dun's, 100:58-61, October,

' 1972, . .

761. National Association of Manufacturers, 227 Park Avenue, New York,

N.Y. 10017.
Phillips, Irving. ”Bus1ness machine and.computer manufacturlng -

career opportunltles are excellent," Occupatlonal Outlook Quar-
terly, 156:14-19, Sumer, 1971

MECHANICAL ENGINEER

763.

764.

American Society of Mechanical Engineers, 345 East 47th Street, New

York, N.Y. 10017.

Mantell, E.H. 'Labor markets for engineers of differing ability and
education,' Industrial and Labor Relations Rev1ew, 27:63-73,
October, 1973.

.
...

T
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765-778

765. '"Room at the top in engineering: opportunities for black stﬁdents," N
Ebony, 30:66-68, .March, 1975. - ‘

MICHANICAL TRADES

766. Automotive Service Industry Association, 230 N. Michigaa Avenue,
Chicapo, Illinois 60601,

. 767. Dillon, Hall: - "Boat — motor mechanics keep the pleasure [leet a
float,'" Occupational Outlook Quarterly, 16:10-13, Summer, 1972.

768, Carey, Max. 'Motncycle mechanics -— they keep the. 'wheels' turnlng,”

Occupatior utlook Quarterly, 15 12-16 Sprlng, 1971.

769. Internatic ..l As: -.iation of. Machlnlsts and Aerospace Workers, 1300
Connecti ' .nue, N.W., Washington, D.C. 20036.

770. Louviere, Y. 'Vehicle for flndlng good auto mechanlcs " Natlon =
Bu51ness 62:71-72, November,. 1974.. S —

. 771. '0's goal: more mechanics," Modern Packaging, 44:56-57, February,‘
1971. ' . . .

772. Sheet Metal Workers International A55001at10n 1000 Connectlcut Ave—
nue, N.W., Washington, D.C. 20036 ;

773. "Training methods provides instance detallers,” Industry Week 174:
60, September 18, 1972.

774. United Association of Journeymen aand Apprentices of the Planning and
Pipe Fitting, Industry of the U.S. and Canada, 901 Massachusetts
Avenue, N.W., Washington, D.C. 20001.

MERCHANT MARINES, see TRANSPORTATION

METALLURGICAL ENGINEER

775. American Society for Metals, Metals Park, Ohio 44073.

776. "Iron ore miners face tight money ,- engineer shortage,'" Industry Week,
168:13, January 18, 1971,

METEROLOGIST

777. American Meteorologlcal Society, 45 Beacon Street, Boston, Massachu~
setts 02108.

MINING ENGINEERS AND MINING OCCUPATIONS

778. Kaye, Terrence. '"Learning the job from the job down,'' Manpower,
7:28-31, March, 1975.
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782, National Funeral Directors Association of the U.S. Inc. , 135 W Wells

: 779-791

L 779. _Slowitsky, Joap. '"Coal mining," Occqpatlonal Outlook Quaruerly,

17:10-15, Winter, 1973.

780. The Society of Mining Engineers of the American Institute of Mining,
Metallurigical & Petroleum Engineers, 345 Last 47th Sitreet, New
York, N.Y. 10017.

MORTICIAN

_'781. Hough, Steve. ''Funeral directors and embamlers '"" Occupational Out-

look Quarterly, 16:32-35, Winter, 1972.

Street, Milwnukee, Wisconsin 53203.

783. Campbell, G. Ricardo. "The art gua.rdla.n " Occupatlonal Outlook

MUSICIAN AND RELATED OCCUPATIONS ‘

784 Campbell, G. Ricardo. ‘Soothlng the eavage beast: nmusic therapy as
a career," Occupatmnal Outlook Quarterly, 19:23-24, Sumner 1975

785. Hough, Stephen. '"Man behind .the keyboa.rd plano and orga.n service-
ment" Occupational Outlook Quarterly, 16:22-27, Summer, 1972,

786. National Association of School of Mus1c One Dupont Circle, N.W.
Washington, D.C. 20036.

NURSERY AN 'LANDSCAPING OCCUPATIONS

787. Amewdizan Society of Landscape- ‘Architecture, Ir:.., 1750 Old Meadow
:@.d McLean, Va. '22101. '

NURSING see’ HEAL’I‘H CARE OOC[IPATIONS

O&UPATIONAL THERAPISI‘

'788. American Occupatlonal Therapy Association, 6000 Executive Blvd.,

‘Rockville, Md. 20852.

789. Mitchell, Marlys M. '"Oecupational therapy and special educatlon "
Ctuldlxen 18:183-186, September, 1971.

790. Momgyen, Edward C. '"Training for physical oceanographers,' Physics
“_1'121 foday, 25:9, November, 10'72

791. Natugmal Oceanic and Atmosphellc Adrnlmstratlon 6010 Executive
Boulevard, Rockville, Md.: 20852.
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702-805
OFFICY, OCCUPATIONS

792. Ausmus, Marlene. 'Put this under 'T’ for file clerks," Occupational
Outlook Quarterly, 15:33-34, Spring, 1971.

793. Bienstock, Herbert. 'Technology in the office -~ bane or boon,"
Occupational Outlook "-arterly, 14:24-28, Spring, 1970.

794. Ginther, Steve. '"Count on these jobs,' Occupational Outlook
Quarterly, 17:36-37, Sumer, 1973.

795, National Secretaries Association, 616 63rd Street, Kansas City, Mo.
64110.

OPTOMETRIST

796. Amerlca.n Opt. wetric Association,. 7000 Chippewa Street, St. ILouis, Mo.
63119.

797 "Ass1st1ng manpower in optometry " Amerlcan Vocat10na1 Journal 46
36~39, December, 1971.

‘PACKAGING RELATED OCCUPATIONS

798. Lindbeck, Joim. 'Is mackage design your student's bag?" Industrial
Azes and Vocatiomsl Education, 61:30-31, February, 1972.

PAPER AND FfAF (CCUPATIONS

799. Ameruvan Taper Institute, 260 Madison Avenue, New York, N.Y. 10016.

800. Doyle, Phrilip M. 'Wages in paper making vary by grade of product,"
Montily Labor Review, 97:58-59, April, 1974,

801. Estep, §{,%. ''Are pulp and paper workers satisfied with their jobs,"
Pplp and Paper, 49:78-81, April, 1975.

802. Paper. Indu«stry Management Association, 2570 Devon Avenue, Des Plaines,
¥ 1Xinoiz 60018.

PERSONNEL . :: sMPLOYMENT MANAGERS

803. Americun feiciety for Personnel Administration, 19 Church Street,
Berez, Onio 44017. .

804. Delwortn, Irsula, and Marv Moore. 'Heiper plus trainer: a two-
phase program for the counselor,' Personnel and Guidance Journal,
52:4238~133, February, 1974. :

805. Francis, i+, and R. Jotmson. '"Training to advise," Personnel Manage-
meyrs, $:36-39, July, 1973.
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'806-820

Guthrie, Robert R. 'Personnel's emerging role,'" Personnel Journal
53: 657—661 September, 1974. L

807. Johnson, Rossall J. "The personnel administrator of the 1970's,"
Personnel Journal, 50:298-305, April, 1971.

808. King, P.A. 'Personnel trends '73: will the executive go AWOL?"V
: Administratcion Management, 34:20-24, January, 1973.

809. Murray, Thomas J. ''It's hell in personnel,' Dun's, 97:40-43, March,
1971.

810 "Personnel management: from work to quality of workiife,” Industry
Week, 186:30-33, August 25, 1975. :

811. Taylor, Benjamin' T. "'People specialists' in the personnel office,"
- Business Educational Forum, 28:24-25, May, 1974.

_PETROLEUM RELATED OCCUPATIONS. .. . oo e

812. Americah Association of Petroleum Geologists, P. O Box 979, Tulsa,
Ckla. 74101.

PHARMACEUTICAL RELATED OCCUPATIONS

813. Coakley, Norman, Jr "The drug industry -- ounce of prevention,
pound of cure,'{ Occupatlonal Outlook Quarterly, 14:20-25, Fall,
1970 RCED ]

814. Pharmaceutical Manufacturers Assomatlon, 1155 Fifteenth Street,
N.W., Washington, D.C. 20005.

815. National Pharmaceutical Council Inc. , 1030 15th Street, N.W., Wash-
ington, D.C. 20005.

PHOTOGRAPHER

816. TFolders, J. '"To become a photographer, "' Popular Photographer 68:
72—75 March, 1971.

'817. Frandwich, A. "Study craft: working for a professional photographer, "
Popula.r Photography, 74:40, February, 1974.

818. ‘Nathan A. 'Money, money, money - amateur vs. professmnal photo—
grapher,' Popular Photographer, 68:50, June, 1971, - ,

819. Professional Photographers of America, Inc. , 1090 Executive Way,
, - Oak Leaf Commons, Des Plaines, Illinois 60018

820. Rothschild, N. 'Taking a long way around to a career in photo-~
graphy may be best approach.' Popular Photographer, 71:34,
October, 1972.
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821-835
PHYSICAL THERAPIST

821. American Physical Therapy Association, 1156 15th Street, N.W., Wash-
ington, D.C. 20036, _ '

PHYSICIAN/SURGHON/PARAMEDIC

822. American Medical Association, Council on Medical Education, 535 N.
Dearborn Street, Chicago,flllinois 60610.

823. Aring, Charles D. ''The place of the physician in modern society,"
mn ... Journal of the American Medical Association, 228:177-179, Apr11
1974,

824. Association of American Medical Colleges, One Dupont Circ™ » N,V |
Washington, D.C. 20036.

825. 'Doctors and nurses —— a study in professional manpower shortage "o
Occupational Outlook Quarterly, 14:4-5, Fall, 1970.

826. Endicott, Kenneth M. "The doctor dilimma," Manpower, 4:2-9, April,
1972. _ .

827. Toughmiller, Gover C., and others. 'Predicting career performance

of physicians usmg the biorgraphical approach,' Jouranl of Vo-

cational Behavior, 3:269-278, July, 1973.

Mg

828. ''Making doctors (M.D.'s) of doctors (Ph.D' s) " Manpower 3: 8-12
Noveanber, 1971.

829. Marshall, Patricia. Military medics - will we use thelr sk111s "
Manpower 6:14~21, December, 1974,

PHYSICIST

830. American Institute of Physics, 335 East 45th Street, New York, N.Y.
10017.

831. 'Bachelor degrees grades-find more jobs and higher pay,' Physics
Today, 27:79, March, 1974.

832. Freeman, R.B. ''Supply and salary adjustments to physics," Ameri‘can T
Economic Review, 65:27-39, March, 1975.

833. 'Needed: more physicist in 1ndustry " Physics Today, 26:96, Octo-
ber, 1973.

834. Strassenberg, A.A. 'Preparing students for physics related jobs,'
Physics Today, 27:13, May, 1974.

¥35. '"Tradition and change in physics graduate education,' Physics Today,
27:91, November, 1974.
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836-847
836. ''U.S. govermment foresees 800 physical science job openings,' Physics
Today, 27:85-86, Novamber, 1974.

PHYSIOLOGIST

837. American Physiologist Society, Department of Botani, University of
North Carolina, Chapel Hill, N.C. 27514.

- 838. American Society of Plant Physiologist, 7720 WlsconS1n Avenue, Wash-
o ington, D.C. 20014.

_ PLASTICS RELATED OCCUPATIONS

839. 'Plustics outlook: fast growth," Industry Week, 177:71-72, June 11,
1973. ' :

840. BSociety of Plastics Engineers, 656 W. Putnam Avenue, Greenwich, Conn.
06830.

 841. Toner, James P. ''Careers for the 70's in plastics," Industrial Edu—
cation, 62:14-15, May-June, 1973.

PLANNER, see CITY MANAGER/PLANNER

POLITICAL SCIENTIST/POLITICIAN

842, American Political Science Association, 1527 New Hampshire Avenue,
' N.W., Washington, D.C. 20036.

PLUMBER AND PIPE FITTER, see MECHANICAL TRADES

PRINTING/GRAPHIC ARTS

843. Bratland, Rose Matie. "Growth of women's employment in the printing
-and publishing industry,' Printing and Publishing, 16:14-15,
July, 1975.

844. Printing Industries of America, Inc., 1730 North Lynn Street Arling-
ton, Va. 22201. .

PSYCHIATRIST
- 845. American Psychiatric Assoclatlon 1700 18th Street, N.W., Washlngton
‘D.C. 20009.
846. Cottle, Thomas J. "A view of the conch,'" Harper's, 247:90—95, Septem~
ber,. 1973.
PSYCHOLOGIST

847. AmericanPsychological Association, 1200 17th Street, N.W., Washing-
ton, D.C. 20036,
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848-860

848. Goldman, Leo, and others. 'Outlook for the counseling sbecialities,””
Personnel and Guidance Journal, 52:138-183, November, 1973.

849. Joesting, Joan. 'Women in academe," American Psychology, 29:520-523,

July, 1974.

850. Kinmel, Ellen. ''Status of wamen in the psychclogical esmmunity iv the
southeast: a case study," American Psycinlogy, 22:019-520, ...y,
1974.

851. Krauskoff, C.J., Richard W. Thoreson, and Charles A. McAker. ''The
_who, what and where of our professlon,” Journal of Counseling
Psychology, 20:370-374, July, 1%73.

852. Pendergrass, Virginiz E. 'Women as clinicians in private practice,'
American Psychology, 29:533-53%, July, 1974.

PURLIC ADMINISTRATION

853. American Society for Public Administration, 1225 Connecticut Avenue,
Washington, D.C. 20036.

854. Chapman, Richard L., and Frederick N. Cleaveland. 'The Changing"
character of the public service and the administrator of the
1980's," Public Administration Review, 33:358-365, July-August,
1973. ‘ o .

855. Lundberg, James W. ''Managing human resources in the public sérvice,”
Manpower, 3:23-26, April, 1971.

PUBLIC RELATIONS

856. Anderson, Judith H. 'Thoughts on being a woman in public relations,"
Public Relations Jourpal, 31:25, June, 1975.

. 857. CGorney, Sondra. 'Status of women in public relations,' Public Rela-

tions Journal, 31:10-13, May, 1975.

858. DPublic Relations Society of America, Career Information, 845 Third
Avenue, New York, N.Y. 10021.

PURCHASING AGENT

859. National Association of Purchasing Management, 11 Park Place, New
York, N.Y. . 10007.

860. 'Purchasing: keeping the lines supplied,' Industry Week, 186:32-35,
August 4, 1975.

RADIOLOGIST, see HFALTH CARE OCCUPATIONS

RATLROAD OOCUPATIONS, see TRANSPORTATION
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861-873
REAL ESTATE

861. National As: 0 ol Realtors, Depa: ont of Edroution, 1556 K.
' Supei 10 seot, Chicago, Illinoi: ST IS

RECREATION
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307, 383, 406
engiloyer 267, 268
“measurement of, p.41, 131
social 69, 144, 233, 239, 249

to occupational cholce 128, 133 -

‘changes—im;-5;-123;195; 2115271
410, 413, 417, 420

choice 103, 195, 265

definition 220 _

development 7, 141, 99, 208, 250,
278, 377, 4.06

educai:ton 10 189, 209, 216

goals, p.l8, p.38

ladder 11, 378 382, 404

mobility %8 :391 402 4GE,. 408,
494

obJectlvaa 5, X0, ¥39, 17,. 271

opportunmtles 23, 118, 123

‘paraprofessionsils 104

planning; p.19), 2, 4, 8 11, 25

112, 239, 2585, 399

N“seemlso-'VALUES-

208

- predlctklonv : f~£11




peparation for, 123, 2IQ 232,
397 .

peomoticn 379, 381, 384, 398

wrertzaties of, 11, 107, 2144,
Z71

urbamn: 2%

values iu, 58, 218

v=. Jjols 220

. cecdvations 220

‘CHAN®=

acrenrsee-e of, 85, 100, T
BE:, 207, 322
agments of, 181, 186, 305, =&
atititzades towards, 85, 17, 284
culftreza? 62,145
famidy 740
mortivation 403
philosaphy of, 132
ses also ENVIEONMENT
CHOICE . 362
se=a .also DECISTION MAKING
CHARACTER..23
see:also THATTS
CLUSTERS, OCCURATIONAL, p.19, 272
componerss of, 105
desdign of;, 115
COLLEGE (Umiversity) 211, 38¢
-adaption-to, 178, 179, 191
Fimances. 222
Tpes oF, 180

COMMINICATION 307, ‘314

Feadback 411
moenverbal 41, 361
=%il1ls in, 14, 19, 277 305, 369

CPREINITY COLLEGES

ti:ons

-1 EDUCATEON 182, T893, 232,

mnm 351 % %9 362

M:BS&

Hrmeneial | 35y

Jm’:kmm 365, 370

'peﬂx”z)nnance*mings, 307, 3&D

politcies 364

seIﬁ'S147, _292 299, 353, 357,
64,

CORRUPTION, POLITICAL 238, 242
OOUNSELOR SERVICES 213
CREATIVITY

characteristics of, 150, 192, 326,

330, 331, 333, 335, 337, 339,
340, 341, 343, 347
conditions for, 325, 332, 342
definition of, 340, 345
encouragement of, 342, 344
formula for, p.52
predictors for, 328, 332
research for, 327 :
CULTURE 6, 77, 137
CYCLE ‘OF LIFE see LIFE CYCLE
CYBERNETICS 19

DECISION MAKING 2, 9, 17, 346, 408

definition 206

difficulties in, 151, 172

for career choice 156, 160, 199,
385

models for, 169, 172, 207, 219
321

options-to, 159

for objective:setting 155

philosophy 12

problem related 151

skills 389

uncertainties 11, 107, 164

values, and 57, 65 368

DEFENSE LECHANISMS 35 .137, 298

depression 37, 43 :

fantasy (daydreaming) 303

frustration 365 o

use of alcohm, drugs, and to-
bacco 21, 46, 148

DEVELOPMENT
career 276, 374, 377, 378, 381
402, 406
1ife 167 310
DEVELOPMENTAL , b.32, 311, 312

| DISCRIMINATION see. EQUAL CPPORTU-

NITIES
DISSONANCE, COGNITIVE 27
Drucker, Peter pz5l

- DRUGS, see DEEENSE hﬂBCHAﬁISMS
ROOLOGY,- See “ENVIRONMENT, FUTURISM )

ECDI\DMIC SCIENCES.:351, 358

“ EDUCATION, OCCUPA'EI@NS 1IN, 223

EDUCATION
adult 182

- ot ﬁme 302"“"34[9‘,~ 352 356, 363

‘See::alliso  ENVIROMENT

cdreer 105, 114, 115
sée CONTENUING EDUCATION

208




degree of need for, 2=, 180

earnings related to, z-38, 176,

187, 289, 293, 412
4-year institutions IT7, 178,
204, 212
importance of, 182, 389
inequalities in, 175, 241
liberal 125, 173, 202, 233
objectives 60, 243
professional 243
relesance 179
specinlized 212
training, on the job 1'%
2-year institutioms 16, 125,
178, 204, 212
values from, 53, 74, I3, 191,
157, 198, 287
wvocaiional 125

EMDTIONS 50, 283, 343

adjusted 131, 138
disturbed 146, 147

'EMPIOYMENT, p. 37 A9

.advancement in, 379, 58, 394
398 _

agencies 250

applying for, :p.86, 259, 270,
‘393, 417

“T“entry into, p.ZZ, 251, 264,

390, 393
experienre anti 269
dnmerviews 259, 268& 265
market, see JOB, Murket
opportunities in, 262
aualifications for.,, 280
r=cruitment for, 2&1. 264, 273,

EQUAL, OPPGRTUNITIES 194, 204, 217
" discrimination 121
education 210 - ‘
employment 121
ESTEEM, see SELF, esteam; HUMAN WORTH
ETHICS 62, 66, 77 78, 137, 198, 242

FAMILY INFLUENCES 381
values 38%

FEBPBACK 47

FINANCIAL AID 138
grants, p.Hl.

FREE WILL 12, ‘372

FUTURISM 51, 90, 221, 239, 246, 266
zssumptlons 78 81 86 83, 91 -
coping with, - 350
forecasting 83, 84, 89, 93, 100,

132 .

see also ENVIRONMENT

GENERATION:GAP 148, 188, 221

fENETICS JARD: OCCUPATIONS 15

GIFTED, see INDIVIDUAL DII"EEBENCES

GOALS, se= OBJECTIVES: '

£ROUP _SES 319, 323, 408

GRADUATE STUDIES, @ee QBRTINTING.
EDUCATTON

GHOWTH, :p.40, "p.77

GUIDANCE, TABEFRS 10

“E."APPINESS 66, 129, 131, 133 147, 300

317 -
HEIPING SERVICE 227, 230, 238, FHBT
HUMZEN RELETIONS 128, 161
improvesents for, 396

SOSEE—

373, “4.&." ”4ZLU T
; B T+, 15, &7, 90, 92, 94,
98 127, .‘}& E{% 313
analvses,, wZG
camtrals 96, 353

economic 95, 100, 117, .245, 389
energy and ‘nuclear power 81, 91

foreca=sting and trends ‘88, 89,
93

politixal 84, 87, 92, 94, 97,
41

popilation: Bellutien/Focd
m 80, 87, 96;,/99-

CESOmTRES;,. na:tm:al 88,541, -96

smrio-~rstipious 79, BEI

SETvvaET 23577287

| ““““““”“'”‘INCENFIVE&“‘JOB*%G
210

“Interpexsonm] ¥=1ations 14, ¥81, 7
284, 310
with peer-groups: 44, 174
superiorsy/subordinates 181, 267,
393, E06, 408, 424
HUMAN RESOURZES 408
‘abilitieszand skills 278, 309, 329
aptitudes 192
HUMAN WORTH, "pil7, 98
see also SELF, esfteom

lmowledgewof sself~-400;
. _searchifor; J2 .
IMAGE sCEBI‘
IMAGINATI@F p”.ﬁ2 333, 336




INDIVIDUAL DIFFERENCES
abilities 36
INQOOME, see COMPENSATION
INFERIORITY, PROBLEMS of, 42
INNOVATION, p.S51, p.91, 325, 335,
337, 340, 344, 346, 347
INTELLIGENCE 281
creativity 330
INTERESTS 8
-exploring 380
related to-aptitudes Z3, 380
for vocational choices .29
INTERNSHIPS, see WORK, experience
INTERVIEWS, see EMPIOYMM!I‘I‘

JOB
advancements 207
alienation from, 215, 404
assignments 25

changes in, 122, 40&, 407, 410,

417, 420
families of, 217, 272
enrichment 304, 358, 387, 401,
—-411, 416, 418, 42%, 423
interviews..251, 259, 264, 265
market, p. 45, 'p.83, 109, 122,

211, 251, 262

performance 257, 258, 30W, 317,
323, 35%, 358, 360, 366, 377,

383, 39%:

preparation for, 122, 123, &58,

397
roles 260; .263

marriage 129, 138
negativism of, 23
objectives 5, 14D, 152, 154
planning of, 3, 4, 129, 152, 153,
167
purpose of, p.16, p.35, 152, 316
style 1, 62, 98, 114, 126, 130,
138, 147, 188, 198, 246, 273,
324, 331, 359
values: of, 140
LIEE CYCIE, p6 153, 310, 412
m:LNFSS 16, 31
LOVE 42, 50, 137 297

MAN _
nature of, p.17, 16, 22, 156
MANTPULATION, human 44
MARRTAGE, see LIFE, marriage
Maslow, Abraham, p.22, 311, 312
MATURATY, see LIFE CH¥CLE
MIDNCAREER CHANGE AND PLANNING 374,
388, 403, 407, 409, 4{0, 413, 420,
421
MINORITIES 24, I24. 144, 227, 238
MODELS H Pm\IALPLﬂNNING p.9,
20 2719, Togr
IVUZITZHFIOV P.xI3,, 2.50, p89 23, 64,
145, 166 31, 34, 315, 317, 318
'386, 418
abilities -amd, 2¥3, 279, 323
= controls: 366
career choire for,, 7, 304, 320,

satisfactions from, 85, 106, 1I1&, 374, 38w, 395

124, 130, 181, :203, 278

see zlso: NEEDS, satisiaction

search and. applying, p.&7, 208, teriniques Tor, *128; '2[69 “‘309

- 2562, 254259, 270, &7
selection 109, 119
specifications 268, 34, 401
stresses and challepgss 388
test 253, 254

JUNIOR OOLLEGES, see: FHINCATION,
2-year institutions-

KEY RESULT AREAS, p.32
_ measurement, p.34

LEADEBSHIP 235, 260, 288
. ‘characteristics. 282 296
. government 364
‘qualities of, 288, 375, 378

- tralnmg for, 285 T 2%

,mneatlvrty =i, ‘330
psachology of, 338, 137, 143 311

350, 355

FMEEDS. 312, 322
herarchy of, p-32
ipmiftwidusl amd sacietal 108
sx=tisfactior -of,. 301, 118, 271,
300, 309, 31, 374, 376, 387,
390, ‘395, 45, 418, 421, 423
See also B, msatisfaction - -

fezfinition, p.&H. ‘ N T
empamples, p.68 T o
amocess, p.4, pisa7

ok




OBJECTIVES, PERSONAL 5, 163 PERSONALITY, 8, 184, 285, 289

characteristics of, 166, 239, assesasments, p.13, p.34,-215
- 376 - a,d,]ustments 44 146 148 171,
criteria of, p. 64 306, 310
definitions of, p.6 creat;ve 325
examples, p.68 ' development 137, 310
general goals 161, 254, 360 . occupations, and 29, 414
380 theories of, 134, 146
goal settmg process, p 61 3 traits 290
219 types of, 200, . -
key result areas for p 32, understandmg one's, p.10, 134
p.34 : PERSONNEL MANAGER- 265 278 373
- long range 9, 168 379 - PHILOSOPHY ; ' PERSONAL
- results frcm, 158 . of life 490 . ‘
specificity of goals, p. 62 . process of. bu11d1ng 316
~ 159 - PLACEMENT OFFICE 10, 250 256 392
values, and 54, 71 PLANNING,  PERSONAL"
OCCUPATIONS, CHANGE OF, 117 analyses, p.7
objectives for, 106, 379 benefits of, p.7
strategies for, 176, 189 ~definition, p.l ‘
OCCUPATIONAL 220, 248 flex1b111ty of, p.3, 162 ;
changes in, 117 123, 252, 271 = model, p.9, 20 e
~ choice of, 107, 108, 111, 156, , .mndelegable p.5 - .
175, 196 201, 376 : objective settlng 167 398 -
cla.ss1flcatlon of 270 . process, p.l, p.9- \
clusters 105, 115, 271 A self—organlzatlon 138 284 :
entry into, 207, 252, 270 ' controls over one's. resources 366“‘4;, .
exploring 111, 115, 214, 269 span,. p.2, p.46; steps 1n, p.8 .
information 399 POPULATION - - . ’ IR
motivation for entry 199 ' changes in, 76 78 ‘86
objectives 5, 106, 139 demographlc ShlftS 1n 83 86 98
qualifying for, 123, 214, 280 world 18, 76, 80
sex differences in, 190, 217 - see also ENVIRONMENTAL FAC'IORS
social status of, 220 ’ PREDICTION, see ASSUMPTIONS
sterotyping 103, 121, 210 'PREFERENCES 67
success in, 135, 190, 215 PROBLEM: SOLVING 155 .
theories of, 200, 213 “ereativity; and 3337
trends in, 122 : identification of, 151 - :
see also CAREERS methodologies for, 150, 151
ONTOGENY 6 PSYCHOILOGY, HUMANISTIC: 40
ORGANIZATIONAL CHART 382, 424 : PUBLIC SERVICE OmUPATIONS 272
T PARENTAL INFLUENCES 21, 183, 195, RE(DGNITION 14
- 255 : RECRUITMENT, see MIOYMENT
- PATRIOTISM 237, 238 '~ REJECTION 31 '
PEER . INFLUENCE, see’HUMAN RELATIONS RESENIMEN’I‘ 26 - o
PERFORMANCES - RESOURCES; PERSONAL p 11
‘employee 25 REI‘IREMIR\IT PLANNING 25 - I
© job 31 R * RETRAINING, ‘see” CDNTINUING EDUCATION :
" substandard. 32 S ' RESUMES ‘See. EMPIDYMEM‘ :

PERSONAL DEVELOPMENT ' o f,RISK FAC'IORS OF 162 164 319
‘assets, p.21 _ - :
Tgrowth; P40 T T : bATISFACTION see Nh.hm ‘
life enrlchnent p 40 A SCIDOLING "see EDUCATION :




actualization 44, 102, 140,
152, 295, 312, 315, 316, 319
analysis, p.10, p.15, 4, 5, 29,
38, 44, 72, 130, 134, 163,
2561, 309 _
awareness of, p.5, 47, 111,
200, 206, 227, 390

concept (image) of, p.5, 3, 26, -

38, 39, 136, 149, 184, 261,
277, 355, 376, 400
confidence 286
creativity and, 339
definitions of, 134
development of, 173, 177, 278,
- 291 _
-direction 295 .
esteem and respect, p.17, 28,
30, 38, 228, 271
evaluatlons of, p.15, 154, 286,
2%
identity 1, 49, 101, 136, 142
initiative 264
performance 34
strengths and weaknesses, p.14,
p.21, p.54, 290, 309
support, p.36, p.72
see also PERSONALITY
SELF-MANAGEMENT, p.47, p.85, 147,
- 166, 275, 279 280 286, 292,
293, 296 301, 357, 358
behavioral capabllltles p.49
- conceptual capabilities, p.50
definition of, p.48
dysfunctions of 415
- funections of, p.48 '

141,

148,

voluntarism 236
work, and 231
STATUS RELATIONSHIPS 361
STRATEGIC ACTION PLANS p.6, p. 94
-150, 170, 207 ‘
characterlstics of, p.63
control over use of resources 351,
352, 34
personal policies as, 277
risk factors of, 162, 164
strengths and weaknesses 170, 219,
‘ 380 - :
synergy of;-337
STRESS 26, 30, 35, 303 :
SUCCESS 190 275 289, 291, 320
characterlstlcs 290 323 391
vs. satisfactions 380

TECHNOLOGY 18, 51, 61, 75 7, 79, 82,
89, 92, 97, 235 247 338

TESTING INSTRUMENTS p. 4 178, 253

TIME, USE OF, 165, 258 266 302 349,
352 356, 363

. TRAITS 290, 401

TRANSACTIONAL ANALYSIS 348
UNIONS 263, 375

VALUES, p.22, 27, &4, 144 163, 194
239
behavioral 60, 69, 71 136
changes of, 50 51 56 59 63, 73,
183, 287 » :
class1flcat10ns of 52, 59 65, 70,
- 185, 371
conillcts.ln,M14,~350,_368 :

innovative capabilities, p.51
objectives for, 157, 276
- * technical capabllltles p.50
SERVICE OCCUPATIONS 236

- "SKILLS, see ABILITIES, APTITUDES

SOCIAL SCIENCES 93.
. SOCIAL SERVICES 227, 230
. SOCIALIZATION
of youth 21
SOCIETY 240
changes in, 126, 229, 233 234,
_ 240 -
classes of, 228

‘responsibilities to, p.41, p.79,

- 97,.160; 224, 226, 229, 236,
241, 246, 299

values, and 45, 52

228

213

criteria for, p.23 A

definitions of, 56, 61

-and experience, 59 -

beroes 45

hierarchy of, 18, 140.

history of, ,65

as ideals 237

interests-and, 69 L
- job related 63 110, 111 113, 273
Judgments and, 22, 78 " :
nature of, 16, 52, 55, 67, .68, 69,

72,73, 283 o

_phllosophy of p 16 12 55 56 68‘::" -
' ‘policies, as,’p. 24 , :
‘religious, p. 16 26 138 143

service.- 227,¢230 7
sexual 21, 33, 76




social 50, 52, 57, 78, 174, 188,
225, 234
synthesis of, 60

WILL
behavioral process 22
WOMEN 190, 191, 320, 381
career roles 28, 104, 120, 210,
223
changing roles of, 210
liberation of, 120, 385
as managers 223 ‘
opportunities for, 116, 121
"WORK 269
attitudes toward 75, 82, 101, 119,
128, 133, 249, 252 261
antnrhnent to, 308
definitions of, 101, 102, 263
demands of, 281
_ ethics of, 62, 63, 101, 110, 181,
258, 308
experience and, 214 -
man's need for, 248
measurement of success in, 274,
300
objectives for, 254
. roles in, 260
technology and, 75

YOUTH

- motivation of, 145 :
problems of, 183 ’ .
protest of, 234 : -
revolution of, 21, 62, 188
sex education and, 148
socialization of, 21, 244
values and, 59, 140, 144, 160
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