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Introduction

I. General Instructions

II. Objectives for this Module

a. Learn how to use the DVD

b. State 3 reasons the work of GCDFs is important

c. List the 12 competencies GCDFs should have

d. Relate the curriculum to the competencies (IM 4-6)

e. Understand the modes of learning used in the course

f. Define CDF – list the major tasks of the role and 3 settings in which GCDFS work (video clips:

i. Tasks – Intake interviews, Goal Clarification and Setting, Assessment, Counseling and Coaching, Job Search Coaching and Training, Information Gathering and Presentation, Skills Training, Program Development, Program Management

ii. Settings - Community College, One Stop Centers, Correctional Institutions, Individual Work, Schools

g. State the requirements for certification (CCE website)

III. Activity – complete the worksheets for the NCDA website and the CCE website using the worksheets provided (to be emailed to instructor)

IV. Quiz

a. Which two modules require classroom instruction?

i. Helping Skills and Training Clients and Peers
b. Your e-Instructor will:  

i. Talk with you by phone at times

ii. Respond to emails

iii. Review assignments 

iv. All of the above

c. The definition of a Career Development Facilitator most closely resembles:

i. An individual who works in a variety of career development settings with clearly defined tasks and roles

d. After you complete this course and its assignments, you become certified if you:

i. Are approved by your instructor for certification

ii. Complete an application to CCE

iii. Pay a fee

iv. All of the above

e. The G in GCDF stands for 

i. Global

f. Once you are certified as a GCDF, you 

i. Must complete 75 clock hours of continuing education each 5 years

g. GCDFs can continue to grow professionally by becoming a member of 

i. NCDA

h. There are GCDFs in other countries including

i. Japan

i. All of the following are common work settings except

i. Churches
j. All of the following are common work tasks for GCDFs except

i. Providing in depth counseling
Module One – Helping Skills
I. Developing a Helping Relationship

a. Objectives

i. Define the Helping Skills – attending, listening, reflecting, encouraging

ii. Define Open- and Closed-ended questions and appropriate uses for them

iii. Identify a client’s needs, strengths, barriers

iv. Help a client establish long and short term goals and use them as a basis for an action plan; identify methods to help clients accomplish the plan

v. Know when and how to terminate services to a client

vi. Be able to develop and maintain a comprehensive file of community resources for client referral

b. Assist people with Career Choices and Changes

i. Establish rapport

ii. Have client share ideas and allow clients to provide information and give feedback

iii. Work with a group and address different learning styles

II. Essential Ingredients in the Helping Relationship

a. Acceptance and respect

i. Relating to another without judging

ii. Convey respect by showing interest and concern

iii. Listen carefully and thoughtfully to demonstrate respect

b. Understanding and empathy

i. Exhibit empathy by putting ourselves in our client’s shoes and try to see their lives as they see them

c. Trust

i. Provide a sense of safety to build trust; when clients trust us they will be open and honest in sharing their experience and feelings; assure confidentiality to your clients to build trust

d. Warmth and genuineness

i. Be genuine by being authentic and real in presenting thoughts and feelings – eye contact, tone of voice, attending fully and sharing appropriate humor convey warmth

ii. Activity:  Identifying the components of Effective Helping

1. Same as  ST 1-3 (bring to class to discuss)

III. Important Tools in the Helping Relationship

a. Attending: SOLER –Video of Barbara Suddarth talking about Attending

i. Squarely facing your client

ii. Open posture

iii. Lean in slightly

iv. Eye contact

v. Relaxed

1. Tips – 

a. Have a clock positioned where you can see it without looking away from your client

b. Get up to greet your client – put chairs together

b. Listening – Audio of client saying the same phrase with 3 different emotions

i. Pay attention to content and meaning

ii. Pay attention to body language, facial expressions, tone of voice

c. Reflecting

i. Capture the content and feeling of the client’s words and ‘reflect’ or paraphrase it back to them

ii. Resources: Activity – Choosing and Using Feeling Words 

1. Same as ST 1-6 – bring to class to discuss

2. Note – ask students to do ST-1-7  Reflecting Content and Feeling and ST 1-8 Summarizing and Paraphrasing also and practice them in class

d. Encouraging

i. Use minimal encouragers –‘uhmmm’, ‘uh huh’, or nodding to let clients know you are listening and understanding

ii. Use questions to share more information, explore more deeply, or clarify 

iii. Questioning

1. Closed–ended questions – can be answered ‘yes’ or ‘no’ or with simple answers

a. Pros

i. Easy to answer

ii. Yield information quickly

iii. Useful for clarifying

b. Cons

i. Restrict client to brief answers

ii. Questioner controls the conversation

iii. Feels like an interrogation and generates mistrust or resistance

iv. Sounds like advice or criticism

2. Open-ended questions – ‘what, how, or why’ questions that invite a longer response with more information

a. Pros

i. Invites client to explore their thoughts and feelings

ii. Gives client more control of the conversation

iii. Conveys your interest and respect for the client

iv. Provides information you might not have thought to seek

b. Cons

i. Clients may wander away from the topic

ii. May lead to a series of “don’t know” answers

3. Resources: Activity – Asking Open and Closed-Ended Questions

a. Same as ST-10 – bring to class to discuss

IV. The Intake Interview

a. Purposes

i. Develop and understanding of the client’s history and current situation

ii. Identify and define a client’s career goals

iii. Recognize barriers to and resources for goal attainment

iv. Match the client’s needs with appropriate services offered by the organization and determine if referral to other agencies is necessary

b. Structure

i. Basic client information – age, gender, # and age of children, ethnicity/culture

ii. Work experience and job-related skills

iii. Education/training background

iv. Specific strengths – aptitudes, sources of support

v. Specific challenges – disabilities, financial or other barriers, mental health issues

vi. Client interests and career goals

c. Common Questions

i. See ST-1-12

ii. Use open-ended questions to broach each new topic

iii. Use closed-ended questions to clarify information

d. Follow-up Questions

i. Additional questions prompted by responses to common questions

e. Using Helping Skills

i. Use the Helping Skills to build rapport and trust

ii. SOLER skills and calm tone of voice to convey concern and availability

f. The Intake Experience – Video of Barbara Suddarth talking about importance of Listening for content and feeling

i. Focus on the client – don’t get caught up in worrying about what to say or do next

ii. Clients need you to focus on them to understand their needs

V. Identifying Strengths and Barriers

a. Education and Transferable Skills


i. Identify barriers to returning to school and explore ways to overcome them

ii. Focus on identifying skills and discussing the variety of ways and setting where they can be used

b. Support Systems

i. Assist client in identifying sources of support

ii. Encourage client to call on many people in their support system to avoid any one person experiencing “burn out”

c. Timing

i. Help clients understand how much their career choice or job search process may take

ii. Assist client in managing their time and plan their finances accordingly

d. Decision-Making Skills

i. Ease and comfort of making decisions

ii. Help clients identify alternatives, weigh pros and cons, explore concerns and make choices

e. Finances

i. Assist clients in making a budget

ii. Explore ways to make money during the transition

f. Transportation

i. Identify barriers

ii. Help clients with public transportation or other solutions

g. Child-Care and Elder-Care Concerns

i. Identify barriers

ii. Explore referrals for assistance

h. Mental and Physical Health Issues

i. Chronic conditions

ii. Need for Rehabilitation Services

iii. Legal rights under FMLA, ADA

VI. Making Referrals Effectively

a. Consultation

i. Work with your Supervisor to identify the issues and determine the best referral sources

b. Community Connections

i. Develop a list or community resources that cover various needs

c. Classic Referral Resources

i. ST 1-15 has a list of categories of referral resources commonly needed

d. Referral Best Practices

i. ST  1-15 discusses making connections at various agencies to make referrals more effective

e. Assignment: Visit a Referral Agency and report back to the class

i. Resource: Referral Agency Assignment

1. ST 1-27 pdf or Referral Resource Information Form (Word)

a. To be presented in class with copies for each student

VII. Setting Long and Short Term Goals

a. Long-term Goal Setting

i. Conceivable

ii. Believable

iii. Achievable

iv. Measurable

v. Desirable

vi. Activity: Weight Loss Goal – Action Plan Worksheet
b. Short-term Goal Setting

i. Clarify long term goal

ii. Plan immediate steps with realistic time frames

iii. Stay on track 

iv. Build in review and adjustments

c. Action Planning  --–Click on photo to bring up essentials ingredients of an Action Plan:

i. Well defined long term goal

ii. Alternative goals

iii. Specific resources needed to accomplish goals

iv. Short term goals

v. Realistic timeline

vi. Strategies to combat anticipated barriers to goal attainment

vii. Develop an Action Plan in writing

viii. Resources – Sample Action Plan ST 1-26 to use with client

d. Support Strategies

i. Determine support or resources to stay on plan

ii. Provide support or resources and follow through

VIII. Keys to Effective Action Planning ST 1-19 and 1-20; 

a. Interventions - Click on Keys to see typical GCDF Intervention:

i. Develop a written Action Plan 

ii. Administer tests and inventories with a supervisor

iii. Help clients find, understand and know how to use labor market, job and training information 

iv. Help clients know how to find job openings, develop effective resumes, and participate successfully in interviews

v. Help clients find and keep jobs

vi. Provide instruction to clients on topics related to career planning

vii. Identify agencies to which clients can be referred for further assistance

viii. Maintain secure, accurate and confidential records about clients

ix. Coordinate and collaborate with others to provide the best services for each client

x. Assist supervisors in the development, delivery, and promotion of services offered by the agency

xi. Seek consultation from professional counselors for help with individual cases or for the purpose of professional growth

b. Positive Reinforcement

i. Provide a meaningful reward for a behavior you want repeated

1. Smiles, compliments, attention

2. Build rewards into Action Plans

c. Empowerment

i. Empowering Experiences - Choose tasks to develop and stretch skills

ii. Empowering Role Models – Connect clients with successful role models and mentors

iii. Empowering Messages – Provide positive reinforcement, motivational messages, spiritual or inspirational messages and people; avoid negative critical people and messages

IX. Termination and Follow Up

a. Termination

i. Review progress, acknowledge success, and clarify plans for the future

ii. Set guidelines for future activities – meetings, phone calls, emails, surveys

b. Best Practices for Follow Up

i. Clarify how long you can meet and what tasks you’ll be able to help with

ii. Establish healthy boundaries

c. Summary 

i. Employ the Helping Skills throughout your time with a client

X. Quiz

a. All of the following are facilitation skills except:

i. Interrogating

b. For GCDFs, facilitation skills are best defined as:

i. Relationship building skills

c. The ‘L’ in the SOLER model stands for

i. Lean slightly forward

d. Two essential elements of reflecting are

i. Feeling and Content

e. “What do you like best about computers?” is an example of a(n)

i. Open-ended question

f. Which of the following is a benefit of a closed-ended question?

i. They are helpful in clarifying information

g. All of the following are common topics in intake interviews except

i. Unhealthy relationship patterns

h. Which one of the following topics describes the importance of setting goals which the client can reach through his/her own efforts?

i. Achievable

i. An action taken by a GCDF or other helping professional to assist a client to respond in a different way is called a(n)

i. Intervention

j. Typical actions that GCDFs take to assist clients include all of the following except

i. Provide financial planning

Chapter 2 – Using Your Helping Skills with Diverse Populations

I. Introduction

a. Learn about unique characteristics and potential needs that clients from different groups might share and how those factors influence needs and perspectives on career planning

b. Objectives

i. Describe diversity and its role in the US workforce

ii. Describe new attitudes toward and approaches to managing diversity in the workplace

iii. Describe the groups that make up the diverse American workforce

iv. Acknowledge and express you own attitudes toward the different populations described in this chapter

v. Identify both organizational and individual barriers that may affect career planning and success for individuals from diverse backgrounds

vi. Demonstrate CDF skills and attitudes needed to assist diverse groups with career development

vii. Describe laws that relate to diverse populations

c. Understanding Diversity 

i. Definitions

1. Narrow – legally based categories such as race, gender, ethnicity, age, national origin, religion, and disability

2. Broader context – values, beliefs, socioeconomic status, sexual orientation, language, lifestyle, age differences and other ways in which we differ

3. Career Development context – identifiable differences between and among members of various groups.  Which groups you work with will depend on your geographic location and the services your agency provides.

ii. Terms

1. Race – diversity of a biological nature that affects physical characteristics such as skin color, height, and hair color

2. Ethnicity – diversity related to social and cultural heritage, i.e. to differences in language, values, customs

3. Discrimination – when members of minority groups are treated differently from members of majority groups

4. Sexual Harrassment – unwelcome sexual advances, requests for sexual favors, or unwelcome verbal or physical conduct of a physical nature that occur in the workplace

5. Racial-ethnic identity – the degree to which a minority individual views membership in the group as positive and a central core of his or her personal identity

6. Acculturation – the level to which an individual has embraced the values and characteristics of the majority group

d. Considering the diversity of the population with which you work (Resource tab and/or ST 2-2)

i. Gather demographic data for the population you serve.  You may need to talk with colleagues or a supervisor.  Describe your client population by all the areas of diversity used in this chapter

ii. Resource tab – Interactive chart – use the data to complete the chart

1. Race/Ethnicity

2. Age

3. Fill in other diversity categories: religion, national origin, gender, etc.

4. Click on the Resource tab

iii. Activity Worksheet – complete and share with instructor

e. Diversity Trends in the American Workforce

i. Knowledge gauge

1. By 2050, 1 of 4 Americans will be a member of what is considered today to be a minority group: False = 1 of 2

2. Jobless rates have declined dramatically for major race and ethnic groups over the last 25 years: True

3. The percentage of women working in managerial and professional specialty occupations has risen 2% since the 1980s: False = 12%

4. The real earnings of women (adjusted for inflation) have increased 77% since1970: False = 27%

5. Educational attainment has risen significantly with nearly 83% of adults over 25 now having completed high school:  True

6. Baby boomers are expected to retire earlier than other groups and to lead calm, quiet lives in senior centers : False

7. Most American adults believe that discrimination does not occur in their workplace: True

8. White women earn close to 80 cents for every dollar earned by white men: True

9. People with disabilities are nearly 25 percent as likely to be looking for work or on layoff as people with no disabilities.  Those with severe disabilities are nearly 3 times as likely:  False – nearly twice as likely

10. Half of the total American Indian workforce is unemployed: True

ii. Diversity Management vs. Managing Diversity 

1. Managing diversity – approaches in the workplace to including educational programs, emphasis on the strengths of diverse workers, appreciation for diverse customers, inclusiveness, changes in rewards, recognition and benefits

2. Diversity management – broader approach to changing an organization’s culture to incorporate diversity in all its dimensions.    It requires information and experimentation to find procedures that work for each group.  More complex than conventional management that can result in a more effective organization.

iii. Differences between Managing Diversity and AA/EEO (same as ST 2-3 and 2-4)

II. Working with Clients from Diverse Ethnic Groups

a. General Best Practices

i. Consider world view, level of acculturation, racial identity, experiences with discrimination as they affect real and perceived options

ii. Some groups and individuals prefer a collectivist approach – consider family involvement in decision-making

b. African Americans  ST 2-5 and 2-6

c. Asian Americans  ST 2-6

d. Hispanic Americans  ST 2-6 and 2-7

e. American Indians/Alaskan Natives  ST 2-7 and 2-8

f. Resources

g. Quiz

i. Which of the following is true?

1. Both a and b

ii. Diversity of a biological nature that affects physical characteristics such as skin color, height and hair color is referred to as

1. Race

iii. Acculturation is defined in your text as

1. The level to which an individual has embraced the values and characteristics of the majority group (ST 2-16)

iv. According to the BLS, what percentage of Americans will be considered a minority group by the middle of the century?

1. One in two

v. According to the 2004 US Census, the largest minority group in the US is

1. Hispanic Americans

vi. Cultures that value a group identity over an individual one are described as

1. Collectivistic

vii. According to your text, all of the following may be helpful in working with Asian Americans except

1. Focus on feeling over thought

viii. In Hispanic culture, personalismo refers to the belief that 

1. It is important to be warm and friendly

ix. Which of the following is true of the American Indian/Native Alaskan group?

1. The group is highly diverse with over 500 distinct tribes

x. All of the following are best practices for working with diverse groups except

1. Facilitators should assume that there is considerable similarity among people within diverse groups

III. Working with Clients from Other Diverse Groups

a. Women ST  2-8

b. Gay, Lesbian, and Transgendered ST 2-9 and ST 2-10

c. People with Disabilities ST 2-10 and ST 2-11

d. Older Adults  ST 2-11 and ST 2-12

e. Dislocated or Downsized Workers  ST 2-12 

f. At-risk Youth  ST 2-12 and ST 2-13

g. Ex-offenders  ST 2-13

h. Persons from various religious groups  ST 2-13 and ST 2-14

i. Quiz

i. Which of the following statements is true?

1. Women are considered a minority because they are underrepresented in positions of power and experience discrimination

ii. All of the following are suggested guidelines for working with gay and lesbian clients except

1. Encourage them to choose careers where there are already substantial populations of gay and lesbian individuals

iii. The term which refers to an employer’s legal responsibility to modify the workplace on behalf of individuals with disabilities is

1. Reasonable accommodation

iv. According to your text, which group may need help in managing anger, depression or anxiety in addition to assistance with job search?

1. Dislocated or downsized workers

v. According to your text, when working with at-risk youth, you should

1. Relate to them as adults, not children

vi. All of the following are suggested guidelines for working with ex-offenders except

1. Assure clients of confidentiality

vii. When working with clients from diverse religious groups, it is important not to

1. View them primarily through the lens of their faith affiliation

viii. Stereotyping, racism, bias and discrimination are described in your text as

1. Organizational barriers

ix. Poor career planning, inadequate skill preparation and and lack of proper education are described in your text as

1. Individual barriers

x. All of the following are suggested barrier management strategies except

1. Acknowledging that organizational and individual barriers are an unavoidable part of life in a changing society

IV. Organizational and Individual Barriers

a. Organizational barriers  ST 2-14 and ST 2-15

b. Individual barriers  ST 2-15

c. Barrier Management Strategies (DVD only)

i. …Work within the client’s frame of reference to understand opportunities and barriers as he or she sees them before working together to move forward

ii. Recognize that you may be in a position to advocate on behalf of the client…

iii. Identify and encourage mentoring relationships …with supportive individuals within their own group or the majority culture

iv. Use role playing…to gain practice and confidence to manage potentially challenging situations…

V. Important Skills and Attitudes for GCDFs

a. Introduction   ST 2-16

b. Specific challenges for facilitators  ST 2-16

c. Building your cross-cultural competencies  (DVD only)

i. Because assessments have built in biases, use interviewing to learn about life and work histories, values and goals

ii. Challenge your own assumptions…

iii. …consider your client’s world view, level of acculturation, racial identity and experiences with discrimination have impacted their career development

iv. …read professional journals, news and cultural publications to learn more about relevant events, cultural trends, and community influences to promote understanding…

v. Video clips of CDFS discussing strategies

1. Understand where they are coming from and helping them understand the cultural differences

2. Introducing people to strategies when writing resumes, preparing for interviews, your personal marketing skills and knowing how to use technology effectively use online resources, resumes, applications

3. African Americans and Hispanics largest groups, understand legal options and how to problem solve issues of discrimination; women – strategies to maintain employment and problem solve hostile environment; become an advocate for themselves and resolve issues – racism, sexism, criminal record; identify track record of employer to identify friendly work environments; understand rejection and learn persistence and resilience

4. Use good listening skills, treat everyone fairly, respect, don’t impose ideas and culture on others

vi. Resource – Your Feeling and Reactions to Diverse Groups  (DVD and ST 2-26 and 2-27

VI. Relevant Legislation

a. Introduction  ST 2-19 and ST 2-20

b. Civil Rights Act of 1991 (CRA)  ST 2-20 and ST 2-21

c. Americans with Disabilities Act (ADA)  ST 2-21 and ST 2-22

d. Family and Medical Leave Act (FMLA)  ST 2-22

e. Resources – see US Dept. of Education website, EEOC

f. Activity – Applying Legislation to Sample Cases  ST 2-28

g. Quiz

i. Which of the following statements are true?

1. Most career development  theories are based on White middle class American values

ii. According to your text, some of the values from the White middle class culture that may not be shared by members of other groups include competition, the worthiness of affluence, and 

1. Time consciousness

iii. According to the text, the helping skills you have learned may not be effective with some groups or some individuals within groups.  Because of this, one of the SOLER skills you may need to modify is

1. Eye contact

iv. The cross-cultural competencies outlined in your text include all of the following except

1. Making a concerted effort to become an expert…..

v. The legal term which refers to actions which unlawfully result in unequal treatment of persons or groups is

1. Discrimination

vi. The most comprehensive piece of legislation designed to protect the rights of American citizens  is the

1. Civil Rights Act of 1991

vii. All of the following provisions are included in the ADA except that

1. Employers must require pre-employment physical or mental exams

viii. One of the provisions of the CRA of 1991 is

1. Disparaging terms about members of diverse populations are not tolerated in the workplace

ix. Which of the following is true about the FMLA

1. It is designed to enable both men and women to balance the obligations of work and family more easily

x. Which of the following are true about the CRA, ADA and FMLA

1. They were all passed in the early 1990s

h. Summary and Integration

Chapter 3 – The Ethics of the Career Development Facilitator

I. Overview

a. Objectives

i. Objective 1 – be able to apply the ethical standards for the behavior of GCDFs to specific cases

ii. Objective 2 – be able to describe methods that GCDFs can use to decide if they are getting outside the limits of their knowledge and scope of practice

iii. Objective 3 – be able to identify a consultant/supervisor they can call on to assist with decisions about ethics and how to deal with specific clients

b. What is scope of practice?

i. The arena in which you are qualified to work

ii. GCDFs – defined by two parameters 



1. Your competencies

2. Your employer’s definitions of your role

c. What is the purpose of having ethical guidelines?

i. They define your scope of practice

ii. They define for you how you are expected to behave as a professional

iii. They define for your clients how they can expect you to behave as a career development professional

d. What is the role of supervision and consultation?

i. A supervisor oversees and manages your work

ii. A consultant is designated as a guide and a helper – someone with whom  you can discuss difficult cases or ethical dilemmas, but does not supervise or assume responsibility for your work

iii. Both can provide important support for you in knowing how to do your work, helping you determine the boundaries of your scope of practice, and/or helping you recognize ethical concerns and dilemmas and how to deal with them.

iv. Peers can sometimes help serve in this role.

e. What are the primary areas of concern that may require consultation?

i. Violating a GCDF ethical standard.

ii. Using tools or techniques that are outside your training.

iii. Providing services that are outside agency mission or your job description.

f. What are some clues that you may be close to an ethical breach?

i. Considering using assessment tools or techniques for which you have not been trained.

ii. Breaking confidentiality by talking with others about a person or case.

iii. Feeling emotionally concerned or stressed about how you are dealing with a client.

g. What are some good questions to ask your consultant or supervisor?

i. What is your immediate reaction to this situation?

ii. Do you know of any way I can handle this situation within ethical and scope of practice guidelines?

iii. What ethical or scope of practice guidelines are at stake?

iv. What kind of referral, if any, should I be making?

h. What can you do if you think a colleague is breaking an ethical standard?

i. First, you want to be very sure that you understand the ethical standards and the facts of the situation.

ii. Your first step is to talk with your colleague openly and honestly and  discuss the concern.

iii. If the ethical breach is not corrected, talk with your supervisor or the colleague’s supervisor

iv. If no correction is made, report the case to the CCE which will have the ethics committee investigate

v. If there is sufficient documentation, your colleague may lose certification

II. Ethical Guidelines  ST

a. Personal standards of conduct

b. Knowledge and scope of practice

c. Relationship with clients

d. Relationship with supervisors

e. Video clip

i. Know your limitations

ii. Use consultation to check out ideas and issues

iii. Personal crisis or deeper issues – seek help

III. Practical Problems  ST – 20 situations

a. Case 1 – No, violates Section A, item 2

b. Case 2 – Yes, violates Section 1, items 2, 4

c. Case 3- Yes, Section b, item 7

d. Case 4-Yes, Section a, item 6

e. Case 5-Yes, Section b, items 3,5,9,10

f. Case 6-No, Section A, item 5 and Section B, items 1,4,5

g. Case 7-Yes, Section A, items 2,4


h. Case 8-No, Section A, item 8 and Section B, item 2

i. Case 9-No, Section B, item 8

j. Case 10-Yes, Section B, item 6

k. Case 11-No, Section B, item 9

l. Case 12-Yes, Section A, item 2 and Section B, item 3 and Section c, item 1

m. Case 13-No, Section A, item 4

n. Case 14-Yes, Section A, item 6

o. Case 15-Yes, Section B, items 1,4

p. Case 16-No, Section A, item 4 and Section C, item 1

q. Case 17-Yes, Section A, item 8 and Section B, item 2

r. Case 18-Yes, Section A, items 2,3,4

s. Case 19-Yes, Section A, item 3

t. Case 20-Section B, items 4,5

IV. Resources tab is a link to the CCE website

V. Quiz

a. The purpose of having a code of ethics is to

i. Do all of the above

b. If a GCDF were to make and distribute copies of a copyrighted interest inventory, he or she would

i. Be unethical unless he/she had permission from the publisher

c. For a GCDF providing in-depth mental health counseling would be

i. All of the above

d. If there is a conflict between the best interests of a GCDFs client and his or her employer, ethical guidelines ask the GCDF to 

i. Attempt to balance the needs of both

e. Ethical guidelines prohibit GCDFs from all of the following except

i. Following through with a client after using a computer based system or site

f. When a client needs services that are beyond a GCDFs training or scope of practice the GCDF should

i. Refer the client

g. When using computer applications with clients, a GCDF is obliged to 

i. Do all the above

h. Under the GCDF code of ethics, all of the following are prohibited except

i. Administering an inventory under the supervision of a counselor or boss

i. One tool that can be used to make ethical decisions about how to deal with a given case is called the

i. Role Boundary Chart

j. Of the following list, GCDFs are fully qualified to 

i. Provide extensive career information 

Chapter 4 – Career Development Theory and its Application

Introduction

I. Objectives (see text)

a. Be able to define nine specific terms – occupation, job, career, career development, career counseling, career assistance, career guidance, vocational choice theorist, career development theorist

b. Be able to state 3 reasons why an understanding of career choice and development theory is important in your work as a GCDF

c. Be able to state 3 limitations of career choice and development theories

d. Be able to state the assumptions that underlie each of 5 different types of theories – trait and factor, learning, developmental, life as career, and transition

e. Be able to describe in detail the theory of 5 individuals – John Holland, John Krumboltz, Donald Super, L. Sunny Hansen, and Nancy Schlossberg

f. Be able to describe specific ways each of these theories can be applied to client cases

II. Definitions

a. Occupation – a defined set of work tasks commonly performed for the purpose of making a particular product or performing a specific service

b. Job – the performance of an occupation in a specific place for a specific employer

c. Career – the combination of activities performed at any given life stage in all roles of life, including the role of worker.

d. Career development – the sequence of career-related choices and transitions made over the life span

e. Career counseling – the process by which a professional counselor provides assistance to an individual client or small group of clients so that they can make informed career choices and transitions

f. Career assistance – the process by which a GCDF provides defined kinds of support to an individual client or a small group of clients, including helping to find career information or conduct a job search

g. Career guidance – a planned, sequential program of services provided to individuals or groups for the purpose of assisting them in making informed career choices and transitions.

h. Theory – a set of propositions made by a knowledgeable person that attempt to explain some phenomenon, in this case, the phenomenon of how and why people make the career choices that they do.  Ideally these propositions are based upon research that documents the statements of the theory.

III. Purposes, Strengths and Limitations of Theory

a. Purpose of theory – theory vs. practice.  “There’s nothing as practical as a good theory.” Lewin

b. Strengths – 

i. A theory helps us understand how and why people make the career choices that they do.  Understanding these factors can help you know how to assist your clients to identify the things they need to consider when making career choices.

ii. Career theories attempt to predict future events such as satisfaction or dissatisfaction with specific kinds of work tasks and activities.  Understanding the factors that may result in dissatisfaction in work or other life roles is an important asset for clients.

iii. Most career theories offer specific tools, such as inventories or activities and techniques that a GCDF or counselor can use in working with a client.  Theories give us a framework for practice.

c. Limitations

i. Each theorist reviewed in this lesson views career choice and development from a different perspective.  Each theorist focuses on specific pieces of the career choice or development process.  No one theorist presents a totally comprehensive picture, but rather leaves it to us to pull together the various pieces of the puzzle.

ii. Though all of the theories reviewed in this lesson are supported by research, the approaches used, the number and diversity of subjects, the kind of data collected and the kind of tests applied to the data vary widely across theorists.  Further women and minorities may have been inadequately represented in some studies.

iii. Career development theories and practices are based on the culture of a specific country.  These theories were based on US and Western culture.  As a result they need to be re-tested and examined when used with clients who are not acculturated to the Western culture.

IV. Types of Career Theories

a. Trait and factor

i. Stress that individuals have characteristics such as interests, skills, abilities, values and personality traits that can be measured by tests and inventories.  

ii. Affirm that occupations and the world of work have differing characteristics and that these also can be measured.  

iii. The goal of a GCDF or counselor would be to make a suitable match between the characteristics of a person and those of an occupation.

iv. First proposed by Frank Parsons, the founder of modern career development.

v. John Holland’s theory falls into this category of theories.

b. Developmental

i. Concerned about lifetime development and how it progresses.

ii. Divide the lifespan into specific ages and stages and assign some important personal development tasks to each of those stages.  An individual may be called mature or immature dependent upon how well these tasks have been completed.

iii. Donald Super’s theory can be classified in this category.

c. Learning

i. Stress that behavior is caused, maintained or eliminated by what an individual learns.

ii. Learning takes place through a sequence that includes positive or negative reinforcement.

iii. John Krumboltz is a learning theorist.

d. Transition

i. Focus on how people make life changes and why some are able to do this more effectively than others.

ii. Study the dynamics of change and what variables will support it positively.

iii. Nancy Schlossberg’s theory can be classified into this category.

e. Life as Career

i. Theorists include Donald Super

ii. View career as one’s total life, not just work.  

iii. Though interests, skills, and values are important factors related to career choices, one’s family, culture, and spirituality are also important factors.

iv. Career choices may seem less logical and systematic because they go with the flow of these influences.

v. L. Sundahl (Sunny) Hansen’s theory is an example of this type.

V. The Theory of John Holland

a. Overview

i. See Power Point slides from Instructor set

b. Core concepts

i. Person – Environment fit

ii. People have personality characteristics and seek out others who share them in work and create characteristic work environments

iii. Holland developed personality types and corresponding work environments

iv. Assessments help people identify their preferences and help evaluate work environments

Work environments that are congruent with your personality characteristics will be supportive, comfortable and you are more likely to be successful and satisfied

v. People understand this pretty easily and can see it at play in work environments

c. Holland’s terms

i. Congruence – the degree to which the personality code matches the environment or any other comparison of any two Holland codes, e.g person to person

ii. Consistency – certain kinds of personality codes go together more commonly than others – they are adjacent on the hexagon; inconsistent means the codes are not commonly seen together – these are opposite on the hexagon.  These people have more difficulty finding satisfactory work environments because real work environments tend to be very consistent.

iii. Differentiation – how ‘spiky’ is the profile.  If the frequency of choice of each of the types is too similar, don’t get a clear picture of preferred type.  If scores are very different, can clearly see the preferred type.  High flat profiles often show people who have tried many things, liked and succeeded at them and haven’t sorted out preferences.  Low flat profiles are most difficult – either haven’t tried out many options or have not liked or succeeded at many, and don’t have a clear idea of their preferences.

d. Strengths of the theory

i. Elegant in its simplicity

ii. Heuristic value – if you learn it, you see the organization of work in a meaningful way as can personality types; gives you a vocabulary to share between client and practictioner

e. How GCDFs can use the theory

i. Works well with broad range of client types – older, career changers

ii. Transparent and self scoring – demystifies the process and creates comfort

iii. Brings order to concepts

f. How the theory can be applied

i. Criticism that it is not developmental – but is very practical and does relate to development

ii. Easily understandable and supports what you are doing in career counseling

g. Practical guidance

i. Familiarize yourself with the Holland instruments – take it yourself

ii. Get the professional manual to learn how to use the instrument

VI. The Theory of Donald E. Super

a. Overview of theory – see PPT slides

b. Core concepts

i. Life span, life space, self concept

ii. Comprehensive – expression of career behavior across the lifespan i.e. life stages

iii. Shift from focus on point in time event of career choice

iv. Life space – unique feature – one’s career is comprised on total constellation of roles across a lifetime; can’t assume everyone has same values attached to life roles; be sensitive to a person’s choices based on values

v. Self concept – 

1. objective elements – psychology of possession – how much interest or aptitude a person possesses

2.  subjective elements – the thematic patterns in their life, how they make meaning out of their life experiences; uses a narrative approach to career intervention

vi. Relevant to persons of all ages with all kinds of concerns

1. Studied this concept across the lifespan

2. He developed theories about how children were patterned into having good or poor career development

3. His life stages cover the whole life span

4. Life space – he liked to represent ideas in a graphic way

5. Theory helps address all life roles

6. Self concept – how you describe yourself, and the degree of realism and detail you can do it

c. Strengths of the theory

i. Richness of the theory – works with clients from many backgrounds and ages

ii. Structure for career guidance in the schools and developmental tasks at different ages and grade levels

iii. Provides useful tools for the practitioner but also adaptable to using additional subjective such as values inventories

iv. Example – think of your life as a book, Title it, divide it into chapters and title them, and look at lessons learned from chapters lived and look for thematic patterns; understand what gives meaning and purpose to help client move forward with passion and purpose

v. Overarching framework, flexibility to use formal and informal assessments, and provides a framework for career guidance activities and tasks across life stages

d. How GCDFs can use the theory

i. There is no quick fix, it’s a lifelong task, developmental process; Self concept is central – begins when child can distinguish self from other

ii. Practical tools – career rainbow to give serious thought to life roles; work values inventory  - consider the values that are most important

iii. Super also acknowledged the importance of external variables – Archway of Determinants – the things that affect people’s ability to make the choices 

e. Dr. Super discusses his theory

i. Rainbow – life span, life space approach

1. Life span = age, experience influence events and choices

2. Life space = roles make demands that affect life and work

VII. The Theory of John Krumboltz

a. Overview – see PPT slides

b. Central focus

i. People learn from the multitude of their experiences and develop beliefs about themselves

ii. Beliefs influence what they do, which is most important

iii. Focus is not on making a career decision, but plan and execute an action they are ready to make next

c. Strengths of the theory

i. Very practical and useful

ii. A theory is an oversimplification of the complexity of life so we can understand them 

iii. A theory needs to be understandable and useful for helping clients advance in a way that clients want

iv. The learning theory or Happenstance approach is useful 

v. Radical because we do not ask people to make a career decision

d. Clients who benefit from theory

i. People who are able to learn – everyone

e. Guidance for practitioners

i. Career practitioners should keep in mind that the goal of career counseling is not to make a career decision but to help people take actions that will create a satisfying life for themselves

ii. Not just work, but life concerns

iii. Not a one time decision

iv. “Ok, you want a change.  What can you do in the next 24 hours that would be one step toward finding out more about what you would really like to do?”

f. Instrumental and associative learning

i. Instrumental learning – take action and see consequences; get positive feedback from my actions, observe behavior

ii. Associative learning – observe a role model and learn from the model’s behavior

g. Happenstance

i. Unplanned, unexpected events happen to people

ii. Take action to encounter and take advantage of those events

iii. Be alert to the opportunities

VIII. The Theory of Nancy Schlossberg

a. Overview of theory – see PPT slides

b. Core concepts

i. Transition theory – how do you negotiate transitions and make the process more effective for yourself

ii. Degree of coping is related to how much change there will be in your life

iii. Even desired transiitions can be stressful because they change so much in your life

iv. Where are you in the transition process?

v. Transitions can also be non-events – expected, but don’t occur; sometimes are hidden and more difficult

vi. Need to acknowledge both events and nonevents

vii. Decide whether to give up the dream or keep on

c. Strengths of the theory

i. Builds on resources

ii. Structure for handling change

iii. Individual differences enter in – take a look at your resources – Situation, Self, Supports, Strategies

iv. Based on your own assessment of these four resources, select a strategy and make an action plan

d. Guidance for practitioners

i. Supports Career Development theorists – helps determine if you are ready to implement a plan, or help you analyze your strengths and deficits and figure out what you need to do to make the plan work

e. Where the theory is most useful

i. Not good with devastating crisis

ii. Useful for ordinary changes and transitions or how to work within an overwhelming situation

IX. The Theory of Sunny Sundal Hansen

a. Overview of theory

i. Integrative Life Planning ILP

ii. Expand the concept of career due to

1. Rapidly changing contexts of people’s lives

2. Changing definition of career

3. Changing demographics

4. Changing roles and relationships of men and women

5. Changing organizations and workplaces

6. Changing work patterns

7. Changing concepts of community & spirituality

iii. ILP combines personal development and the context in which we live

1. Life should be viewed holistically

2. Consider goals that promote community and relationships as well as personal achievement

3. Attempt to find and accommodate linkages between work and family roles

4. Proposes spirituality, meaning & purpose as key aspects of life planning

5. Recognizes the need to help people manage change and recognize personal choices within a societal concept

iv. 6 Critical tasks for career and life planning

1. Find work that needs doing

2. Weave your life into a meaningful whole

3. Connect family and work, negotiating roles and relationships

4. Value pluralism and inclusivity – social justice, multicultural counseling

5. Explore spirituality and life purpose

6. Manage personal transitions and organizational change

b. Core concepts

i. 6 Critical life tasks

ii. Built on concept of Donald Super

iii. How to find and land a job

iv. Managing or attending to health – emotional and physical

c. Strengths of the theory

i. Looking at holistic picture of life – quilt is a metaphor – putting the pieces of your life together

ii. Resonates with women

d. Guidance for practitioners

i. Departure from other approaches to career planning

ii. Economic self-sufficiency is necessary as a base

iii. Work life balance

iv. Strategies for working with clients and groups

1. Finding work that needs doing – 233000 challenges in society that need to be met – eg human rights, preserving the environment, work toward peace, etc.

2. Weaving lives into meaningful whole – life roles, sipsec areas of development – spirituality, intellectual, physical, social, emotional, career; assess and decide what to do

3. Connect family and work – identify the issues of each and both in a couple

4. Value pluralism and exclusivity – multicultural counseling – sensitive to differences

5. Managing transitions and organizational change – Schlossberg’s theory

e. Role of spirituality

i. Explore spirituality, meaning and purpose in our lives, doing things that matter

ii. Support group is important to cope with difficult situations

f. Applications of theory

i. US – ILP with community based program for low income women

ii. Counseling education

iii. S. Africa – incarcerated women

iv. HR  - train employees

v. Japan – CDF program

vi. Circle of Life – think about life in a circular dimension and plot themes from life and what we want to be remembered for; in center draw something that represents what was most meaningful as life purpose or path; include influencers, decision points, roles, identity

X. Summary and Integration

a. Impact of heredity –All touch on this, but Holland and Krumboltz emphasize this most – heredity is one of several factors that guide career choices

b. Impact of environment – All touch on this, but Holland and Krumboltz focus on this more than others.  

i. Holland indicates that an individual’s type is formed because specific activities are reinforced in and by the environment.  He also proposes that environments can be coded by the same types as individuals and that a match between the two is important for career satisfaction.

ii. Krumboltz stresses that individuals can gain new skills when positive reinforcement occurs in the environment.

c. Other major influencers

i. Super – Self concept and accomplishment of appropriate developmental tasks.

ii. Holland and Krumboltz discuss the reinforcement of role models.

iii. Krumboltz stresses the importance of  learning – skills and knowledge possessed – and beliefs.

iv. Hansen proposes family needs and societal needs as influencers.

v. Schlossberg proposes inner resources and external support systems as influencers.

d. Best conditions for satisfying career choices

i. Holland – consistent, well-differentiated profile – one area of interest higher than others

ii. Super – well defined, realistic self-concept that includes knowledge about values, and how one wishes to attain them in various life roles.

iii. Krumboltz – absence of negative beliefs, presence of logical decision-making skills, and availability of an environment that supports exploration and the development of new skills and behaviors.

iv. Schlossberg – clear understanding of the situation one faces, good self-knowledge, strong and solid support system, and the capability to develop and follow an action plan

v. Hansen – the capability to make choices and compromises that support one’s self, one’s family, and the society at large and that have personal meaning.

e. How professionals can help

i. Holland – assist individuals to know and understand their interest codes and how to match them to occupations, jobs, majors, and leisure activities

ii. Super – assist individuals to clarify and strength their self-concepts including knowledge of their interests, skills, and values.  Help individuals determine desired life roles – including their width and intensity – and live out their self-concepts through them.

iii. Krumboltz – encourage broad exploration and teach new skills and behaviors by providing appropriate learning experiences, reinforcement and role models

iv. Schlossberg – apply the 4 step cognitive model to assisting people with career transitions

v. Hansen – encourage individuals to make career choices with the context of family, society and life meaning

f. Tools and techniques

i. Holland – assessment, e.g. SDS, to identify a Holland code, which can then be translated into options related to occupations, majors, and leisure activities

ii. Super – assessment using Career Rainbow

iii. Krumboltz – DECIDES decision-making model and Career Beliefs Inventory CBI

iv. Schlossberg – 4 step Model

v. Hansen – various activities in her book Integrative Life Planning

g. Being eclectic – you can use all of these tools and theories at different times with different clients as determined by their needs 

i. Super – best for career guidance spanning many years of development

ii. Holland – short term change in career or job choice

iii. Schlossberg – adult going through significant transition

iv. Krumboltz – person who needs to learn new skills and behaviors

h. Application of theories to a case study

i. Kendra’s Case Study – pulls up pdf of Kendra

ii. Analysis by Dr. Krumboltz


1. Kendra has a lot going for her

2. Summarizes the positives

3. Think of one thing you could do in the next 24 hours that would enable you to find out more about some possibilities.

4. Allow Kendra to define it, make a contract to do it, and come back to tell about it

5. Find out about Kendra’s concerns – personal, professional – help her figure out something she could do soon to clarify the situation, e.g. talk to her husband, parents, - help her rehears what to say

6. Get her involved in taking actions to move one step closer to facing the problems

iii. Analysis by Dr. Hansen

1. Ready for ILP – many pieces apparent in her life

2. Needs to find work and may like the idea of work that matters

3. Task of spirituality

4. Work and family issues

5. Wants a holistic life

6. Has biological clock regarding childbearing

iv. Analysis by Dr. Oatis Skinner

1. Start with Circle of Life

2. Kendra has sense of what she wants to do

3. Has recognition for her Director level talents

4. Interesting to see her influencers

5. Crossroads with children work – balance of work and role as mother – talk to people who are doing this; e.g. managing social services, nurse practitioners, women who are doing these roles; will also help her identify the training she might need

6. Ask her what she feels most needs doing – what draws her to social services; find sense of purpose or passion

v. Analysis by Dr. Niles

1. Look at Kendra’s situation in light of Super’s theory – life span, life space, self-concept

2. Self-concept evolves over time, making choice and adjustment a continuous process

3. Situational determinants occur that require change

4. Kendra is in exploration phase – understanding self now, use that information to specify a new choice and implement it in work and other life roles

5. Career adaptability – Kendra acknowledges that previous work has not met her need to serve others

6. Demonstrates importance of life space – new home, children – becoming a parent- need for quality time with family

7. Help Kendra help understand her values, opportunities for expressing her  values in life roles, identify key concerns, managing the roles, develop  a strategy for developing skills and knowledge to achieve roles

vi. Analysis by Dr. Harris-Bowlsbey

1. Case for a counselor in a number of sessions

2. CDF could assist with schedule time to take inventories, assessments – prepare her for the assessments – explaining why she is taking them, explaining how to take them, put her at ease.  Administer interest, skills, work values inventory.  Score and provide to counselor.

3. Put together information about interests, skills, values related to family and work and citizen.

4. CDF could assist with Career Rainbow – maybe in a group setting.  Present and future Career Rainbow – dream about future and how to distribute her roles and then give the info to the counselor to discuss and set steps to move forward.

vii. Analysis by Dr. Schlossberg

1. Contemplating a big change that they’ve been anticipating for a long time – parenthood and career change

2. Look at their resources – joint desire, family support, 

3. What is the degree to which she has been pessimistic or optimistic in the face of family intimidation – does she need assertiveness training, coping strategies – difficult and stressful to manage work and life

viii. Analysis by Dr. Rayman

1. Try to establish rapport to gather more information

2. Expand the information to clarify and add 

3. Apparent she’s been in a conventional work setting – not much autonomy; relationships with people have been business oriented – no passion for her work.  She’s a social person, cares about social justice, has passion around this.

4. Look at impact of parents – lifestyle expectations did not mesh with Kendra’s – may have influenced her choice of business as a major.  Lifestyle issues are important to them and drove their advising to her.

5. Environment in terms of people has been conventional and enterprising – father, brothers.  Mother is entrepreneurial and social, but without social justice element.  Kendra may be rebelling against this.

6. Take the SDS to learn about herself and work;  the Occupational daydreams and fantasies are great predictors of where people will be successful and satisfied.  Compare to Holland Code with those occupations.  Indicates sense of direction and purpose if they are close; confused and unsure if they aren’t.

7. Ask husband to do the SDS on behalf of Kendra to give different perspective.   Congruence between self view and view of others – if not consistent then you have a problem and may need to address issues through therapy.

8. Personal issues are intertwined with career issues.  Parenthood would fit into her social interests.   Perhaps social advocacy combined with parenthood would be an interesting fit.  Provide her with reassurance that it’s okay to do what she wants to do.

XI. Quiz

i. Career development is: The sequence of career related choices and transitions made over the life span

ii. A limitation of career development theory is that:  in related research, women and minorities may have been underrepresented

iii. Trait and factor theory focuses on the : matching of the characteristics of people with those of occupations

iv. Holland’s Realistic environment: can be described by all of the above (unlike Social, contiguous to Investigative, and involves working with hands.)

v. Holland’s theory and related assessments are particularly helpful when dealing with a client about: how to relate his or her interests to specific occupations or jobs.

vi. The core statement of Holland’s theory is that: both people and environments can be described as a combination of six different types

vii. The theory of Donald Super could be used to: build a sequential career guidance system

viii. Super’s concept of the life-career rainbow is similar to : Hansen’s concept of love, labor and leisure.

ix. Super’s early work focused on: developmental stages and tasks

x. Krumboltz comes from the perspective of: learning theorists

xi. Krumboltz believes in the power of: all of the above – happenstance, associative learning and positive reinforcement

xii. Krumboltz would not applaud: Super’s concept of planfulness

xiii. Schlossberg proposes that transitions: have all of the above characteristics – can occur in many areas of life at once, can be controlled by cognitive processes and can…

xiv. More than other theories studied in this module, Hansen’s theory give more attention to:  the impact of diversity and global issues.

xv. Being an eclectic practitioner means: selecting tools and theory that will best serve a given client.

b.  Resources


i. CareerNet – page no longer found

ii. Texas A&M University - Commerce  - Overview of Contributions of Donald E. Super

Chapter 5 – The Role of Assessments in Career Planning

I. Introduction

a. O bjectives of this module

i. Be able to state general guidelines for the appropriate use of assessment techniques and list five ways they can be used

ii. Be able to distinguish between formal and informal assessments, list common types of each, and identify appropriate uses for each type

iii. Be able to define validity, reliability, and bias as they relate to assessment

iv. Be able to describe the portfolio method for organizing assessment results

v. Be able to list the steps GCDFs take when preparing clients for assessment

b. Key concepts and definitions

i. Key concepts

1. Assessments are used to help clients learn more about interests, values, skills

2. Help clients understand their career needs and possibilities so they can make well-informed decisions about their future

3. GCDFs play an important role in this process by orienting clients to assessment procedures, answering their questions about the purpose of specific instruments and following through to help them find information about occupations and jobs suggested by the results.

ii. Definitions

1. Instrument - includes both tests and inventories

2. Test – a scientifically developed instrument that measures ability (the potential to learn something) or achievement (something one has learned.)  Items are usually right or wrong.  Example is SAT or ACT.

3. Inventory – less formal questionnaire designed to help individuals learn more about themselves.  No right or wrong answers.    Most Career Development assessments are of this type.

c. Basic uses of assessment

i. Career Exploration – explore interests, skills, preferences and values in order to better understand strengths, needs and challenges.  Examples include Holland’s SDS and Super’s Work Values Inventory

ii. Career Decision-Making – characterize clients’ decision-making styles to provide them with insights into their career choices and help them make better informed decisions in the future.  Examples include Career Beliefs Inventory and Career Thoughts Inventory

iii. Educational Planning – help clients identify educational needs and chart their progress toward learning goals.  ACT assessments – EXPLORE, PLAN, AND ACT Assessment – are the best known examples of this type.

iv. Plan for Training – enable clients to identify their needs for continued training and provide insights into their learning styles.  SkillScan is one example of this type of assessment.

v. Career Adjustment – support clients in making their current jobs as satisfying and productive as possible.  Examples are the Minnesota Importance Questionnaire and the Myers-Briggs Type Indicator.

II. Common Assessment Pitfalls

a. Overdependence on tests

i. Clients often believe that a test will tell them which career to choose

ii. Career professionals may rely too much on assessments in their work with clients

b. Inadequate interpretation

i. Some clients misunderstand or misuse career assessments because the results have not been explained to them clearly or thoroughly

c. Inappropriate use

i. Career service providers, including GCDFs need to draw on their knowledge to recommend assessment instruments appropriate for the needs of their clients.  They also need to know how to administer, score, and interpret assessments correctly.

d. Inadequate client preparation

i. Clients need to know what to expect before, during and after taking career assessments.  They are much more likely to benefit from the experience if they understand the purpose of the assessment, what it will be like to take, what the results my look like, and how they will be able to use the information.

e. Videos

i. Know the content of the assessment, practice it themselves, have a repertoire of assessments that work well with your client base.  Keep it simple, especially at first and move to the more complicated ones.

ii. Know what you are looking for and why to choose the appropriate assessment. Be familiar with it to explain it to the client so they know why they are taking it.

iii. Review the assessments clearly, know what they provide that will be most useful.   And know your clients to see how the assessment can contribute to addressing their needs.

iv. Match the assessment to the client needs – age, style, background.

III. Informal Assessments – less structured

a. Forced-choice activities

i. Clients are asked to choose from two or more alternatives in response to a specific questions

ii. Then discuss how and why people made their choice

iii. Usually simple to set up and facilitate and can be good ice breakers for groups.

iv. Can be useful in helping clients begin to understand their decision-making styles and clarify their values.

v. Most effective for groups but can be adapted to individuals.

vi. ST has a simple forced choice exercise

vii. Resource button links to:

1. Example of Forced choice activity (from ASVAB) – provides RIASEC codes

b. Card Sorts

i. Card sorts are quick, initial assessments of client interests, skills or values.  Each has its own set of instructions and guidelines but tend to be similar in the way they are used.  

ii. Clients get a set of cards, each with the title of a different career skill or value on it, and are asked to arrange them in stacks from most to least preferred.  

iii. This activity raises awareness of important career issues like interests and values so that they can make better use of time spent in a career counseling session

1. Resource - Print out Card Sort Activity

a. Very Important, Somewhat Important, Unimportant

b. Prioritize the cards in VI and SI from most to least

c. Debrief:  

i. What was this activity like for you?

ii. How easy or difficult was it?

iii. Why do you think that was the case?

iv. Looking at the values in the unimportant pile, what were common themes?

v. What do these themes tell you about yourself as a person

c. Structured worksheets and checklists

i. One stop centers and career centers in educational setting often use simple checklists and structured worksheets as informal assessments of interests, skills and values.  

ii. The tools are easy to use and understand and are simple and inexpensive to administer.

iii. Sometimes given as part of intake process.

iv. Resource 

1. Link to structured worksheet does not work

d. Guided imagery

i. Often helpful to clients who need to claridy what they are looking for in a career or job

ii. Clients are asked to relax and close their eyes as they imagine some aspect of their lives.

iii. Usually a group exercise in which a leader guides participants in picturing or imagining career-related scenes

iv. Audio/Script  – can play audio

1. What was this activity like for you?  Was it easy? Difficult? Why do you think that’s the case?

2. What did you imagine that stands out most in your mind?

3. What surprised you most about your future?  Your career?  Your lifestyle?

4. Did you find anything unsettling or disquieting?

e. Interviews

i. A series of questions about work histories, likes and dislikes and what has led them to seek career services can be used to assess client needs.

ii. Some career centers standardize the interview process by developing a uniform list of questions that is used with every client – even, perhaps in the same order each time.

iii. Resource - Standardized list of interview questions

1. List of intake oriented questions

f. Group discussions

i. One way to stretch an organization’s resources and maximize the use of staff time is to conduct an informal assessment with more than one client at a time

ii. A common way to do this is to conduct group discussions, facilitated by a GCDF or counselor.

iii. The group leader might invite clients to sit informally in a circle and respond to a question designed to encourage discussion and sharing.

IV. Comparing Formal and Informal Assessments

a. Subjectivity 

i. Informal assessments are subjective – not developed around scientific guidelines – norms, means, scoring – in the same way that standardized tests have

ii. Results should be interpreted in a less formal context

b. Time

i. Informal assessments can require more time to administer or to customize than formal instruments.

ii. They may have to be tailored to meet the special needs of an individual or group and customization takes time and effort.

c. Interpretation

i. When used properly, informal assessments demand thoughtful interpretation.  

ii. Without standardized guidelines for administration and scoring, counselors and GCDFs must rely on careful observation and judgment when using and interpreting these types of assessment activities and their results.

d. Validity

i. Validity- the degree to which the activity measures what it is supposed to measure has not been studied and may be questionable. 

ii. Results  should be viewed in combination with other information, e.g. you would want to use caution before identifying a client’s Holland type from his or her response to the Holland Party Game described.  It would be more accurate and ethically sound to consider the Holland Party results along with the results of a standardized interest inventory based on Holland’s theory.

e. Using formal and informal assessments with clients

i. Video clips

1. Correctional setting is similar to community colleges to make them familiar

a. Try to provide career assessment according to setting

b. Choose assessments standard to the community

c. Like paper version of assessments – can be manipulated and placed in portfolio

d. Use card sorts to explore things they’ve never considered before

e. Build on entrepreneurial skills evident in some crimes

f. Provide examples of what the RIASEC codes mean in terms of actual skills and jobs

g. Finding the right instrument for the setting and resources

h. Training of staff is a challenge to identify staff members who can work with CDF or Counselor

i. Information may be available online, but institution may have limited access to online resources

2. Informal and formal assessments

a. Informal assessments get you on a more personal level with clients

b. Formal assessments let you go to the next step with clients – find out abilities and interests, etc. and get a good picture of the client

c. Start with building trust and empathy and get client to point where they are happy to assist with setting goals

3. Assessments

a. Use SDS the most; user friendly, clear understanding of interests and career goals, businesses and industries; more familiar to most people

b. Informal assessments elicits an overview of self; how they see themselves makes them comfortable in talking about themselves and clarify goals

c. Formal assessments give structured instrument gives effective tool to look at themselves, maybe reappraisal of self; exposing people to formal assessments

4. Assessments

a. Skills, interests and values first; card sort, SDS; 

b. Challenge is people think the assessments will give them the answer; need to tell people it’s a way of learning about self to give basis for further research

c. Informal assessments like interviews or genograms gives broader background

d. Formal assessments – research and validity give reassurance to clients about the results

5. Assessments

a. Informal assessments give lots of information about client; clients may not see the value as clearly

b. Simplify the career field options

c. Interviewing people can be very useful

d. Challenge is the belief that one test will tell them what to do; must invest time with themselves to get value

e. Some clients are intimidated by formal assessments;  use informal assessments with them

V. Formal Assessments

a. Understanding formal assessment

i. Formal assessments are inventories or tests that have been developed by experts according to scientific principles of test construction – aka standardized

ii. Range from hands-on skill demonstrations and computerized inventories to paper and pencil tests

iii. Resources - chart

1. Formal: 

a. tend to be more objective

b. standardized

c. typically produce scores or profiles

d. may raise client concerns

2. Informal

a. Tend to be more subjective

b. Non-standardizeds

c. Typically used to start dialog

d. Seldom raise client concerns

3. Both

a. Require careful thought for selection, administration, and interpretation

b. Factors to consider

i. Type of assessment/purported use

1. Some client fears about assessment can be traced to a simple misunderstanding of the specific purpose of an instrument

2. For example, clients relax when told that the MBTI is not a test of normal vs. abnormal personality

3. Helping clients understand the type of assessment and what it will be used for will be one of the most important parts of your role as a GCDF

ii. Administration time

1. Some standardized tests are timed

2. Estimated administration time is usually discussed in the test manual or on the instrument itself

3. Good practice to let clients know how much time it is likely to take; helps clients relax

4. Resource

a. Level A – SDS, SkillScan require no qualifications for administration

b. Level B – MBTI, Strong Interest Inventory (SII) require Bachelor’s degree in psychology, counseling or closely related field in addition to specialized training in assessment

c. Level C – Minnesota Multiphasic Personality Inventory 2 (MMPI) require graduate degree in psychology, education or closely related field including advanced training in the administration and interpretation of psychological tests

iii. Types of scores

iv. Level of difficulty

v. Credentials needed to administer

c. Interest inventories

i. Developed to help clients identify and understand their interest patterns or themes.

ii. Can link results to vocational options that match interests

iii. ST lists several popular interest inventories

iv. Resource – link to ONet Interest Profiler

d. Abilities tests

i. Offer client information on how well their abilities match the demands of occupations they may be considering

ii. E.g. a test of manual dexterity may help a client considering a career in dental assisting

iii. Resource – link to ONet Ability Profiler

e. Skills inventories

i. Help client identify specific skills or sets of skills they may not be aware of

ii. Can aid in career exploration, decision making or job searching (writing a resume, responding to interview questions)

iii. Examples include Campbell Interest and Skills Survey, SkillScan

iv. Resource – link to sample of SkillScan

f. Work values inventories

i. Like values cards sorts, work value inventories can help clients identify and describe the underlying values that influence decision making and career satisfaction

ii. Examples include the Minnesota Satisfaction Questionnaire, the ONet Work Importance Profiler, the Values Scale, and Super’s Work Values Inventory

g. Personality inventories

i. Help clients understand and describe their preferences in a work setting

ii. Might help them clarify how much contact they need or want with others, how they deal with information or how much structure they would like

iii. Examples include MBTI, California Psychological Inventory (CPI) and the Sixteen PF Career Development Profile

h. Career thoughts and beliefs inventories

i. Can help clients identify and understand internal barriers to the career exploration and decision making process; by completing the inventory, clients may learn that they have set unrealistic expectations for achievement in their career

ii. Examples include Career Beliefs Inventory, Career Thoughts Inventory, 

iii. Resource – 

1. Krumboltz Career Beliefs Inventory (CBI) is designed to measure a wide variety of beliefs that can influence individuals’ career decisions; helps clients and career professionals to become aware and to better understand beliefs that may be unrecognized or unconscious obstacles to career growth

2. CBI 25 scales are organized into 5 categories: 

a. Client’s current career situation

b. What factors are necessary for the client’s happiness

c. Factors influencing the client’s decisions

d. Changes the client is willing to make

e. Effort the client is willing to take

3. More information is available in The Journal of Counseling and Developent (72, pp. 424-428) “Career Beliefs Inventory”

4. Career Thoughts Inventory (Sampson, Peterson, Lenz, Reardon, Saunders) identifies irrational thoughts that may affect clients’ career decisions

5. Three scales – help clients and career professionals better understand the sources of tension or problems that clients are experiencing in the career decision making process

a. Decision making confusion

b. Commitment anxiety

c. External Conflict

6. Resource – link to FSU site with detailed information about the CTI

i. Career maturity inventories

i. Measure the degree to which an individual or group of individuals have completed specific activities or tasks considered to be important for a given life stage or stage of career planning process

ii. Examples include Adult Career Concerns Inventory (ACCI), Career Development Inventory (CDI), Career Maturity Inventory (CMI)

iii. Resource – list of topics

1. Donald Super – vocational or career maturity has 5 major components

a. Awareness or concern about career choice

b. Information gathering and planning about an occupation that a person plans to enter

c. Consistency of career preferences over time

d. Crystallization of interests and traits, including attitudes toward work

e. Ability to reason through the relationship between choice and abilities

f. Read “Personal integration through vocational counseling” in The Journal of Counseling Psychology, 2, 217-226.

VI. Characteristics of Assessment Instruments

a. Validity

i. An instrument is valid if it measures what it is designed to measure

ii. Not a property of the test itself, but a characteristic of a particular use of a test

iii. ST discusses different kinds of validity and how validity is established

b. Reliability

i. An instrument is reliable if it provides an accurate and consistent measurement over time

ii. Numerous types of reliability, but most common is test-retest reliability – the consistency of scores obtained by the same individual each time the assessment is given

iii. Measured by the correlation coefficient – shows the relationship of scores received on different administrations of a test or inventory; correlation coefficient, aka alpha, of 1.00 indicates the scores on the assessment were exactly identical from one administration to another.  This is a perfect correlations.

iv. Rare to get perfect correlation, so researchers  strive for .80 or higher

c. Application activity – test of understanding of validity and reliability

i. Scale – is it valid? It depends – if it is used to measure weight in pounds it is, but not if it is used to measure height, intelligence or interests

ii. Measuring cup – is it valid?  It depends – if it is used to measure liquids for cooking, but can vary depending on how the user regards the height of the liquid against the marks on the cup and how the user is viewing the liquid against the mark 

iii. Thermometer – is the instrument a valid measure of body temperature in degrees Farenheit when used according to packaged directions?   Yes – barring unforeseeable factors such as a defect, it should be a valid measure for this purpose

d. Bias

i. Bias has to do with whether the scores on a test could be affected by factors other than the real differences in what is supposed to be measured.  E.g.  a test item is biased if it is less valid for clients in some cultures than in others

ii. Tests can be culturally biased (many have been developed using white Americans as the audience) age biased, or gender biased (often favoring males.)

e. Types of results

i. Norm-referenced tests provide scores that describe a client’s results in relation to the results of other test-takers in a given population

ii. Percentile ranks – a score in the 63rd percentile means that the score is higher than those of 63 % of the individuals in the norming group.  Scores are only meaningful in terms of the norming group, so clients need to understand this to make sense of their scores

iii. Raw scores – simply the number of items on a test answered correctly, e.g. 97 on a 100 item test means that 97% were correct

iv. Stanines – scores on a scale of nine values, with 1 as the lowest and 9 as the highest; a stanine score of 2 on a reading test means a low number of correct answers at the lower end of a nine point scale

f. Methods of administration – paper and pencil, internet, computer software; ST discusses factors to consider when using the newer technologies

VII. Steps in Working with Assessment Instruments

a. Step 1 – Determine whether assessment would help the client

i. What purpose will it serve

ii. Discuss the results of the intake interview with a counselor to arrive at a mutual understanding of the client’s current situation

b. Step 2 – Select the appropriate instrument

i. If a formal assessment will be helpful, select those best suited to the client’s needs

ii. Consult with a counselor who has in depth knowledge of assessments

iii. Make sure counselor is aware of any special needs or issues the client has – see ST

c. Step 3 – Prepare the client

i. Establish rapport with client and build on the relationship during the assessment process

ii. Think about the information you have already gathered in order to anticipate any special concerns the client may have

iii. Resources – video clip

1. Name and type of instrument

2. Types of questions the instruments will include

3. What information the instruments will and will not produce

4. How long the assessment will take

5. Video – no right or wrong answers; natural to feel a bit nervous because of concern about surprises

d. Step 4 – Administer the instrument

i. Schedule the assessment session

ii. Send a reminder to the client by telephone or email

iii. Prepare the testing room and materials

iv. Administer the assessment

v. See ST for specific suggestions

e. Step 5 – Check the scoring (if appropriate)

i. May need to score the assessment for the client to assure it is scored correctly

ii. Help the client use the print materials that come with the self-help instruments to identify possible occupations to explore

iii. Learn about the inventories you use so you are comfortable with scoring procedures and can assist clients with the next steps in career planning

f. Step 6 – Support the interpretation

i. Interpretation and use of the results and occupation information may be GCDF responsibility

ii. Clarify the meaning of a test result or correct a misconception about an assessment 

g. Step 7 – Manage the assessment records

i. Recordkeeping must ensure that the assessment results are kept in a private, secure place that staff members can access as needed.  

ii. Provide client with copies of their assessment results, as appropriate, and that they keep these close at hand in a portfolio

VIII. Uses and Benefits of Career Portfolios

a. Uses of career portfolios

i. Chronicle a client’s career journey and job search process

ii. Store clients’ assessment results, resumes, work samples, etc.

iii. File relevant occupational and labor market information

iv. Store relevant client information

v. Assist clients with decision making and action planning

b. Benefits of career portfolios

i. Promote clients’ ownership of their career decisions

ii. Provide documentation of self-assessment, career progress and goals

iii. Help clients relate self-knowledge to educational and occupational choices

iv. Enhance clients’ sense of accomplishment

v. Organize information related to job search

c. Resources 

i. A Practical Application Brief – Michael E. Wonacott

1. Link to Ohio State – page not found

ii. Starting your career portfolio collection

1. Page not found

iii. Portfolio Library – by Martin Kimeldorf

1. Portfolio Samplers

a. Kimeldorf’s portfolio

b. Aaron’s Bike

c. Elaine’s Portfolio

IX. Quiz

a. Most assessments used in career development are referred to as:  inventories.

b. An assessment method in which clients are asked to choose from two or more alternatives in response to a specific question is called a(n):  forced choice activity

c. All of the following are true of informal assessments except: they have strong validity

d. Another term used to describe formal assessments is: standardized

e. Instruments that typically require a graduate degree to administer are referred to as: Level C

f. The Myers Briggs Type Indicator, the California Psychological Inventory (CPI) and the Sixteen PF Career Development Profile are examples of: personality inventories

g. When an assessment provides an accurate and consistent measurement over time it can be described as: reliable

h. The number of items on a test answered correctly is a calculation known as: raw score

i. The first step in working with assessments is to:  determine whether assessment would help the client

j. All of the following are benefits of career portfolios except: involve the counselor more closely in decision making

Chapter 6 – The Role of Information in Career Planning

I. Objectives

a. Objective 1 – be able to describe the career planning process and how information relates to it

b. Objective 2 – be able to explain the responsibilities of the client and the GCDF in this process

c. Objective 3 – be able to describe at least five different kinds of career decision-making styles clients may use and how information may be used by each

d. Objective 4 – be able to identify criteria for judging the quality of informational databases

e. Objective 5 – be able to define labor market and labor market information

f. Objective 6 – be able to describe three major government and three other sources of occupational information and demonstrate the capability to use them with clients

g. Objective 7 – be able to describe at least three ways occupations can be classified 

h. Objective 8 – be able to explain how clients can research occupations and training opportunities

II. Role of information in career decision making

a. Career Planning Process – 7 steps

i. Become more aware of need to make career decisions

ii. Learn about and/or reevaluate self – interests, aptitudes, abilities, talents, skills, work-related values, and goals

iii. Identify occupational alternatives – that relate to your abilities, interests, values

iv. Obtain information about identified alternatives – good decisions are based on accurate and timely information; learn about the details of occupations of interest – tasks, job enhancement, education required, employment outlook, salary, positive and negative aspects of the job.

v. Make tentative choices from among available occupations – prioritize choices – they should be plural and tentative in the changing 21st century; consider with values in mind

vi. Make educational choices – decisions about educational paths and majors should relate to occupations being considered

vii. Get a job – stay in a job until external or internal conditions or changes make you aware of the need to make new choices

viii. Resource – central to the process: web sites, databases, print materials, software – Resources are used from step 2 through step 7.  

1. Assessments may enter into step 2

2. At step 3 a tool that lists occupations related to information from assessments may be used

3. At step 4 the client needs high quality, recent occupation and labor market information 

4. At step 5 the client needs to select occupations to consider and prioritize them and learn more about them

5. At step 6 the client is ready to plan a course of study from high school through college or training options.

6. At step 7 the client prepares for job search 

7. It is the CDF’s role to help clients find and select good quality information sources

III. Occupational information – using these three sites, look up Counselor of Vocational Counselor on all three sites then complete the worksheet provided.  Each site looks different, has different focus.  Worksheet in Word or PDF – savable; website print button included – complete and send to instructor

a. The Occupational Outlook Handbook – Counselor in general with some info on specialties

b. America’s Career InfoNet – Educational, Vocational, School Counselors grouped together then by state

c. O*Net – Educational, Vocational, School Counselors grouped together

IV. Education and training information

a. Overview

i. Career technology (vocational-technical) schools – 65% of jobs in the future will require this  or community college

1. Focus on preparing student for specific occupations like network administration, x-ray technology, food service management

2. Typically 6 months to 2 year preparation

3. May offer Associate’s degree or certification of completion or professional certification

4. Public or private 

ii. Community colleges – see above

1. Usually tax supported

2. Offer wide variety of majors

3. Low tuition, commutable, welcome students of all ages and academic background

4. Two types of programs 

a. Transfer – for students going on to 4 year degree programs; Gen Ed, receive an Associates of Arts degree

b. Career – for students preparing for a specific occupation; usually earn an Associates of Science in their field

iii. Four year college and universities – 20% of jobs in the future will require this

1. Public or private, may have religious affiliation

2. Have a wide range of quality and academic background requirements

3. 4 year degree usually has higher per year salary and less unemployment over life span

4. Only 50% of those who start finish a 4 year degree

b. National career-technology school databases – Worksheet of Career Technology Schools;  instructions tell student to search for Culinary Arts – need to change instructions – complete and send to instructor
i. All Career Schools – no culinary arts, limited states

ii. Career Education – Culinary Arts is divided into sub areas by state

c. CareerColleges.com - allows you to pick Culinary Arts, can also choose by state

d. National community college database –

i. The University of Texas at Austin – has list with links to Community Colleges around the country

ii. American Association of Community Colleges – has community college finder

e. National four-year college databases – Worksheet for Four Year College Search;  all the sites have search capabilities – complete and send to instructor

i. Thomson Peterson’s 

ii. CollegeBoard.com

iii. ACT

f. Combined school database (all of the above) – US Office of Education, National Center for Educational Statistics; all accredited post-secondary schools

i. IPEDS (link did not work) http://nces.ed.gov/IPEDS/ - has college navigator feature for finding schools

ii. Worksheet – complete and send to instructor

V. Financial aid information

a. Overview

i. How is financial need calculated?

1. Cost of schooling for one year minus expected family contribution

2. EFC is the amount that you and/or your family is expected to be able to pay toward one year of school

3. EFC is assessed by completion of FAFSA

4. Cost of schooling is tuition, fees, room & board, books, allowance for travel

5. Cost of the college produces variance in amount called unmet need

ii. What is a scholarship?

1. An award for college attendance based on grades and test scores, regardless of need and does not have to be paid back

iii. What is a grant?

1. An award for attendance based on financial need, does not have to be paid back

iv. What is a loan?

1. An amount provided for expenses by a lending institution, has to be paid back

2. Payments usually begin after graduation, interest fees may be low

3. Sometimes loans are forgiven is a graduate enters a field in high demand

v. What is a work-study program?

1. Part-time job that a college provides for students and earnings are applied toward cost of attendance

vi. What kinds of cautions should a GCDF give to students?

1. Encourage students to apply for financial aid

2. Consider how much debt they are taking on

3. Be well informed about what must be paid back and what does not have t o be paid back

4. Understand the terms of the loan

b. FAFSA form – Free Application for Federal Financial Aid

i. Link to FAFSA site

ii. Worksheet for FAFSA – complete and send to instructor

c. Federal programs of financial aid

i. Link to Student Aid on the Web

ii. Worksheet – complete and send to instructor

d. Private programs of financial aid

i. Link to Get Ready for College 

VI. Apprenticeship information

a. General overview

i. What is an apprenticeship?

1. Combination of 144 hours of classroom study and supervised work

2. Classroom study may be sponsored by a local union and often offered locally free of charge

ii. What kinds of occupations can be entered through an apprenticeship?

1. Hundreds of occupations can be entered through apprenticeships, e.g. carpenter, plumber, tile mason, optician, jeweler

iii. How much does an apprenticeship pay?

1. Half the rate of a master

2. Beginning salary is increased over time of training until it reaches master level after completion of supervised work

iv. How does someone get into an apprenticeship?

1. Apply through the local apprenticeship office or through an employer that offers apprenticeships

b. Information from the Federal level

i. Link to US Dept of Labor Employment and Training Administration – Registered Apprenticeship site – general information

c. Information from the State level

i. US DOL E&TA - Directory of state websites with information available in each state

VII. Military information

a. General information about education and training in the military

i. What kinds of training can individuals get while in the military?

1. Approximately 150 civilian occupations for which you can receive training while in the military – electricians, construction equipment operators, plumbers and pipefitters, broadcast journalists and newswriters, graphics designers, interpreters, and more

ii. What are ROTC programs?

1. Associated with specific colleges.

2. Students enrolled in ROTC train to be officers in the various branches of the military

3. Receive scholarships and monthly stipends – information on www.todaysmilitary.com
iii. What kinds of educational benefits are available to veterans?

1. Veterans are eligible for tuition and fees for pursuing an educational degree or certificate while in the military or after leaving the military.

2. Benefits are described in www.gibill.va.gov.

b. Combined information about military occupations (all branches) – link to www.militarycareers.com  - page not found, but individual branch links are on the page delivered and Home page to Today’s Military works

c. Army site – link to www.goarmy.com
d. Navy site – link to www.navy.com
e. Air Force site – link to www.airforce.com/
VIII. Quiz

a. The career decision making process is: circular

b. Once a career decider has completed a step of the process, he or she can: go back and review or change a previous step

c. The availability of resources (information) when making career decisions: increases the probability that outcomes of a decision will be positive

d. Community colleges offer: transfer and career-related programs

e. The site www.petersons.com specializes in: searches and information about post-secondary education

f. A no-fee site that provides a wealth of information about all accredited postsecondary schools is maintained by the: US Office of Education, National Center for Educational Statistics

g. The FAFSA is:  a federal form required for acquiring financial aid

h. A grant is a/an: award based on financial need that does not have to be paid back

i. An apprenticeship: is a combination of 144 hours of classroom study and supervised work

j. Military service can be a good choice for some because it: all of the above

Chapter 7 – Computers and Career Planning

I.  Objectives

a. Objective 1 – be able to state the computer’s strengths in helping clients with career choices and development

b. Objective 2 – be able to state the ways a GCDF can effectively support the use of computer technology with clients

c. Objective 3 – be able to describe the characteristics of three different types of computer-based systems and websites

d. Objective 4 – be able to describe how to become knowledgeable about a computer-based system or website

e. Objective 5 – be able to state criteria for selecting a computer-based system for your work location (textbook only)

f. Objective 6 – be able to state what we know from research studies about the most effective ways to use computer-based systems with clients

g. Objective 7 – be able to state five important conditions to ensure the effective use of computer-based systems and websites with clients (textbook only)

h. Objective 8 – be able to state three ways in which a GCDF might help with the evaluation of a computer-based system (textbook only)

II. What computers do best

a. A computer-assisted career guidance system (CACGS) is a group of activities delivered by computer, designed to help with one or more steps of the career planning process (as outlined in chapter 6)

i. Test and Inventory Administration 

1.  Computers can consistently administer and score inventories of interests, abilities, skills, values, etc and provide a comprehensive printed report

ii. Database searches

1.  Computers can quickly search large databases, such as occupations, majors, schools and financial aid opportunities, using many different characteristics identified by the client

iii. Crosswalking

1.  Computers are capable of crosswalking – relating one database to another with ease.  For example, when a  user is learning about a specific occupation and its list of related school majors, he or she might crosswalk to the database of majors in order to read the descriptions of those related to a given occupation

iv. Delivering the same material in a standard way to all users

1. Computers can deliver the same service to different users at any time and from any location that has appropriate technology.  While the content may be provided in a standard way, it can also be tailored for each individual based upon assessment results, past use, identified need, and/or age range.

v. Monitoring progress of the user through the career planning sequence

1. By use of a computer-stored record that retains information about users, the computer can monitor their progress through the system and report it to those who need to know it, providing an opportunity to link human support services with computer support services.

vi. Delivering instruction

1. Computers can, very capably, provide instruction.  Examples of instruction related to career planning include how to make decision, how to prepare for job interviews and how to prepare resumes.

vii. Linking resources

1. Computers are capable of making linkages to other electronic databases and resources.  For example, if the career planning software is housed on a personal computer or network, it can link to relevant websites, expanding the content of the system

2. Email links can be built into the system so that clients may communicate directly with someone (GCDF) who can provide additional assistance or information.

viii. Evaluating effectiveness

1. Computer-delivered systems can be designed so that they collect data about their own effectiveness.  This evaluation may include online questions to the users or a tally of the number of users who access its various content parts.

b. What GCDFs do best 

i. Persons making career choices have different needs at different times in the process.  The GCDF can help by suggesting specific parts of a system that the client may find helpful at a given time.

ii. Test and Inventory administration – 

1. The results of assessment, no matter how well the report is written, will always have more meaning when accurately interpreted by a counselor or by a GCDF under the supervision of a counselor.

iii. Database searches

1. GCDFs can help clients define what they really want so that the characteristics used in a database search to identify occupations, schools or training programs meet their needs.

iv. Crosswalking

1. Although computers are capable of crosswalking from one database to another, clients may not see the relationships between and among occupations, programs of study, schools and jobs.  GCDFs can help them understand these relationships so that the computer linkages will be meaningful.

v. Delivering the same material in a standard way to all users

1. Persons making career choices have different needs at different times in the process.  The GCDF can help by suggesting specific parts of a system that the client may find helpful at a given time.

vi. Monitoring progress of the user through the career planning sequence

1. Some of the computer-based systems provide a summary of clients’ use of the system.  The GCDF can run these reports at specified intervals, using them to refer or follow through with clients

vii. Delivering instruction

1. GCDFs can use the material in a computer-based system as an aid to face-to-face instruction on the same topics

viii. Linking resources


1. Some computer-based systems may be customized in many ways at the local site.  One such way is to add the addresses of websites.  You could be asked to identify additional websites for inclusion in the system

ix. Evaluating effectiveness

1. Some computer-based systems provide reports about their effectiveness, as rated by their users and tally the number of uses by different categories of users and content parts.  GCDFs can learn about these reports by reading the system’s manual so they can print them at periodic internals and send them to appropriate administrators.

III. Types of computer-based systems

a. Assessment – Note:  Each assessment has a link to a website which gives additional information.  Students are NOT expected to take each assessment, even though there may be a button or link to the online version.  Just view the links for information.

i. Self Directed Search – Holland 1994

ii. Campbell Interest and Skill Survey – Campbell 1992

iii. Strong Interest Inventory – Campbell, Strong and Hansen 1991

iv. Myers-Briggs Type Indicator – Myers & Briggs 1993

v. SkillScan.net – Gazzano & Beckhusen 2002 – this link goes to the Resource activity

vi. Resources

1. This is a link to the SkillScan Assessment, which can be taken once.  Students use the User Name and Password provided on the DVD case.

2. Begin by clicking on the links on the left to get instructions before taking the assessment

3. When asked to print out the page, you must do it – it won’t be saved after your session

4. Report 3 has an ‘Expanded List’ option which can be opened and printed to provide more ideas

5. Each expanded list also has a link to ‘Activities for Skill Development which lists many ideas

6. SkillScan Action Steps has multiple links for more information or troubleshooting your plan going forward – right click on the page to print  OR go through to the diagram and click on each selection and get to a print page – navigation becomes confusing

7. Audio instructions say to send assessment activity to instructor 

b. Career Information systems

i. Resources has a worksheet to complete and send to instructor for the ACSCI website and a link to the website – DO NOT USE! Instead, on the ACSCI website Standards link, choose the “ACSCI Standards Consumer Guide for Evaluating Career Information Services” – 8 pages  - print out and review and use to evaluate the CAGS system on the field assignment

ii. CIS systems specialize in databases and searches.  Need to have accurate up to date information to be effective

1. State career information delivery systems CIDS – These systems are developed by the states using ACSCI standards and quidelines.  They are customized for a specific state and have a state-specific name

2. Reviewing a Specific State Career Information System Site

a. Print out the activity page for New Jersey, then click on the link to the NJ Career Information System.   LINK DOES NOT WORK!  This link does:  http://lwd.dol.state.nj.us/labor/wfprep/coei/career/CareerInfo_index.html 

b. ALTERNATIVE – use the Michigan Jobs & Career Portal http://www.michigan.gov/careers  and explore what it contains

c. Career planning systems

i. Discover,  Kuder, Sigi 3, Choices, Career One Stop 

ii. Include assessment or entry of assessment scores, databases, searches.  Keep track of an individual, based on career theory, provide reports, keep a record of use, may include information on decision making and other instructional content

iii. Field assignment is to go to a career center and use one of these systems; note, can combine with the Consumer Guide to choosing a system from ACSCI

iv. Forward button goes to Discover information – instruction is to use the information on this site to complete the worksheet

v. Forward goes to a SIGI site to request a 30 day trial – instruction says to use information to complete the worksheet

vi. Forward goes to Bridges information site – same instructions

vii. Next forward goes to Kuder (delayed response) with same instructions;  however request form seems to be set up to work with CDF students

viii. Next forward goes to Career One Stop with same instructions

IV. Learning about a computer-based system

i. NCDA – Guidelines for Internet use – Resources has worksheet

ii. JobHunters Bible – Resources has worksheet

V. Effective use of computer-based systems

a. Video Clips – 

i. Community College – Discover

ii. One Stop Center – various websites

b. Resource tab - FSU – research on the field – NOTE – difficult to use.  Computers may lock up.  Use with caution.

VI. Adding the human touch

a. Three approaches to using computers

i. One on One

1. GCDF works with client in a sequence of interviews

2. Interviewer determines client needs, barriers

3. Refers client to computer based resources asking to see summaries of information to discuss further, etc.

ii. Group

1. Group guidance, counseling or workshops

2. Internet or computer assignments as homework

iii. Instructional approaches

1. College courses in career planning

2. High schools may have career planning content in specific courses

3. Assignments include using CAGS or websites to get information

iv. Video – need to help client breakdown the information make sure the source is free and good information, easy to use

VII. Quiz

a. At which of the following is a GCDF more effective than a computer?

i. Interpreting career assessment

b. CACGS stands for 

i. Computer Assisted Career Guidance System

c. Which of the following is NOT an example of a computer-based system?

i. Resume databases

d. Computers are effective at all of the following except

i. Negotiating salaries

e. Crosswalking refers to 

i. An easy way of relating one computer database to another

f. When selecting a computer-based system you should think about all of the following except


i. Endorsement by the National Career Software Council

g. CIDS stands for

i. Career information delivery systems

h. The Kuder Career Planning System, Discover, and SIGI Plus are examples of 

i. Career planning systems

i. A GCDF can add the human touch when working with clients and computers by

i. Following through after their use of the system in one on one or group mode

j. Research indicates that computer-based systems will be more effective when their use is 

i. Integrated into a program of services that includes humans

Chapter Eight – Job Seeking and Employability Skills

I.  Objectives

a. State the advantages and disadvantages of various job search strategies, including use of classified ads, direct mail campaigns, job placement centers, job fairs and the Internet

b. Define and describe the benefits of networking and describe four major networking groups

c. Define informational interviewing and describe the process of conducting an informational interview

d. State the primary purpose of a resume and create one that will result in job interviews

e. Explain the complete job interviewing process and coach clients in effective interviewing techniques

f. Describe the importance of a job club and the process of facilitating one (textbook)

g. List skills and personal traits that assist in job retention (textbook)

II. Most frequently used job search strategies

a. Classified ads – help wanted section in newspaper and online CareerBuilder.com.  Link goes to CareerBuilder website.  NOTE – add activity to search for a job, specific title, location, etc.

b. Direct Mail campaigns – mail resumes to many potential employers

c. Job Fairs – scheduled gatherings of local employers.  Has link to CareerBuilder list of upcoming job fairs across the country

d. Job Placement Centers – public employment agencies, temporary placement firms, schools (secondary and post-secondary) and training programs.  One Stop Career Centers can be found nationally.  Link to CareerOneStop to find local sites.

e. Search consultants/recruiters – companies, ‘headhunters’ that arrange interviews for professional level job seekers

f. Internet – assist job searching process by aiding with identifying job openings and by providing detailed information about specific companies.  Link to Hoovers.com for example of business information.

g. Resource tab – worksheet for visit to job fair, one stop center of temporary agency.

III. Networking

a. Personal relationships

i. Immediate family

ii. Extended family

iii. Close friends, neighbors and acquaintances

iv. Service professionals – lawyer, doctor, insurance agent, broker, accountant

v. Helping professionals - minister, priest, rabbi, therapist

vi. Social groups – religious groups, service organizations, fraternal organizations, sororities, sports teams, recreational groups

b. Professional relationships

i. Organizational colleagues – professionals at all levels, including clerical and support staff

ii. Colleagues in other organizations – customers, clients, and collaborators

iii. Vendors, consultants, contractors, and union representatives

c. Organizational and community affiliations

i. Professional associations

ii. Alumni associations – national and local chapters

iii. Community or volunteer organizations

iv. Trade associations and union organizations

v. Philanthropic,  cultural and civic organizations

vi. Certifying or licensing bodies

vii. Boards of directors, boards of trustees, and advisory boards

d. Opportunistic networks

i. The woman you met on the bus

ii. The man next to you in the gym

iii. The couple behind you in the movie line

iv. The guy who runs the newsstand

v. The other person who got bumped off the flight to Sacramento

e. Video on effective networking

i. Art and process of connecting with people who are doing the kind of work you want to do

ii. Networking is something we do all the time – advice and referrals from friends and family

iii. Exchange of information – give and take

iv. How do I network if I don’t know anybody? – see above

v. Steps in the networking process

1. Research – what do you want to know?  Try out questions with friends and family

2. What is your goal – who, what, where, when, how, how much.  Define what your goals are and be able to describe it

3. Write out your questions in advance.  Helps your prepare and direct the conversation.

4. Information Interview – helps extend your research.  Find more info about a company, person or field.  Avoid asking about job openings.

5. Turn Info Interview contacts into network contacts – Can you give me some feedback on my resume?  Give your resume to the contact and get advice on the resume in regard to the questions you’ve been asking

6. NOTE – Video got hung up after about 5 minutes – did not play to the end

IV. Informational Interviewing

a. Themselves

i. Clients need to be able to respond to two classic info interview questions:

1. Tell me about yourself.

2. What can I do for you?

b. The interviewee

i. Clients need to choose questions to ask the person they are interviewing such as the following:

1. How did you get into this field?

2. What made you decide this was the occupation you wanted to pursue?

3. What is a typical day like for you?

4. Where might you go from here in your career?

5. What professional or trade associations or union organizations do you belong to and what roles do they play in your career?

c. The industry

i. Clients need to research the career field in advance.  However, this research should lead to other questions, such as the following:

1. What training or professional development do companies in this field generally provide?

2. What trends do you see influencing the future of this field?

3. What are the most common problems or issues confronting employees within this field?

4. What are the best sources for learning more about the industry?

5. What is the preferred way to network within this field?

6. What next steps might be helpful?

d. Other questions

i. Other questions clients might ask include the following:

1. Are there specific recommendations you might make for further training or credentials?

2. If you were in my place, how would you proceed?

3. What are the most effective techniques for getting a job in this field?

4. Who else might you recommend I talk with?  May I let them know you referred me?

ii. Try out an informational interview

1. Video – Role play of info interview with attorney with commentary by advice seeker and attorney.  NOTE – video hung up at about 5 minutes; had to shut down and start up again to get past it

a. Advice seeker – research first, intimidating at first, got easier, ask for further contacts

b. Attorney – prepared, well dressed, on time, adapt to conversation, listen, take advantage of these opportunities

2. Resources – Info Interview assignment to complete and send to instructor

V. Resumes

a. Purpose of resume is to get a job interview

b. Review info in text, then use resume template for create a resume.

i. USA Jobs – Federal jobs – requires setting up account

ii. Monster.com – other jobs – requires setting up account

NOTE – easier to provide template in Word

iii. Resources – resume examples

VI. Essential career skills and supports

a. Qualified - Does the job seeker have the necessary skills and experience to do the work?

b. Motivated – Is the person a self-starter, or does this person need constant monitoring?

c. Suited to the organization – What kind of person is the job seeker?  Will the person fit in with the existing staff?

d. Video – interview examples

i. Wrong way – rambling answers to questions; not prepared with good examples

ii. Right way – precise answers, focus on strengths and accomplishments, good questions

VII. Online job search

a. Use America’s Job Bank to find job  and complete worksheet NOTE AJB no longer active – goes to Career One Stop which links to individual State job banks

b. Use USAJobs to visit the site and find a job and complete worksheet

c. NOTE – need to create new worksheet for state job bank site or other job posting site

VIII. Quiz

a. Which of the following is not a typical job search method?

i. Offering a bonus to a hiring manager

b. What percentage of job-seekers get interview by using classified ads as a job search method?

i. 5-10%

c. Job fairs are 

i. Scheduled gathering of employers

d. A major national employment service initiative is called America’s

i. One Stop Career Center System

e. A major advantage in using the Internet for job searching is that it

i. Provides many classified ads in searchable databases

f. Networking is

i. Connecting with people who do the work you want to do

g. Informational interviewing is 

i. All of the above

h. The primary purpose of a resume is

i. To get an interview

i. A resume written with education , experience, and other information listed with the most recent data first and the next most current data second, etc. is using a format called a 

i. Reverse chronological

j. Serial interviews are typically

i. Multiple interviews with different people on the same day

k. When dressing for a job interview it is important to

i. Dress to fit the job or organization

l. When responding to a difficult question in a job interview, it is best to

i. Think before answering

m. A job club is

i. A group structure and support during the job search

n. An electronic resume may make use of 

i. Capitalization

o. When considering a job offer, clients should

i. All of the above

Chapter 9 – Working with Groups

I. Objectives

a. Describe different ways that GCDFs work with groups and how understanding group dynamics can be useful in group facilitation

b. Identify group facilitation skills and popular instructional methods and describe the principles of good teaching

c. Recognize common problems that can occur in group settings and offer possible solutions

II. GCDFs and group facilitation

a. Providing instruction

i. In many organizations, facilitators provide instruction to groups of clients on a wide range of career-focused topics such as

1. An overview of a career center’s services

2. Orientation to the use of the Internet possibly along with training on electronic job searching techniques

3. How to research occupations, jobs and educational options, using printed materials or the Internet

4. Information on specific career-related legislation such as the Civil Rights Act or the Americans with Disabilities Act

5. Interviewing, resume writing, networking and other job-seeking skills

b. Administering career assessments

i. As a GCDF you will probably administer informal assessments such as card sorts and checklists and formal assessments such as interest, values and skill inventories to groups of clients.  You will need to explain assessment instructions to groups clearly and thoroughly and to ensure that clients are able to complete assessments in as quiet an environment as possible within the time allotted.

c. Facilitating group discussions

i. GCDFs are oftern asked to facilitate group discussions and lead career-related activities such as mock interview, the Career Rainbow activity or the DECIDES exercise described in Module 4.  It will be helpful to use your facilitation skills – listening, attending, questioning, reflecting – and the suggestions provided here to develop an interactive style that will work well for you.

III. Understanding group dynamics

a. Forming

i. In the first stage, forming, participants are in a testing mode and often

1. Have positive expectations

2. Are eager to begin

3. Experience some anxiety about the other members

4. Wonder about the purpose, schedule or activities of the group

5. Depend on the leader to set the group’s direction

ii. The length of this stage depends on how clearly the group tasks are defined and how easy they are to achieve.  These characteristics typically appear in the first quarter of the training – that is if the training is 5 days in length, this stage might be the first day.

b. Storming

i. In the second stage, storming, group members typically 

1. See a gap between expectation and reality

2. Question or challenge the qualifications of the group leader

3. Resist participation in activities

4. Attempt to establish their roles

5. Criticize other participants in spite of ground rules

6. Feel confused or incompetent

ii. As members of the group get to know each other, they begin to establish which of them hold power in the group, and they may struggle with how they are going to reach consensus or make group decisions.  This can be a difficult stage and the group members may need to discuss their fears and concerns and establish new ground rules for behavior

iii. These characteristics may appear in the second quarter of training – that is if training is five days, this stage might appear on day 2 and part of day 3.

c. Norming and performing

i. In the third stage, norming and performing, groups typically get down to business and perform the tasks that have been assigned to them.  Typically, group members in this stage

1. Feel positive about group membership and task accomplishment

2. Accept differences between the expectations and realities of the group

3. Work well together

4. Feel confident about group outcomes

5. Focus energy on task accomplishment

ii. These characteristics may appear in the third quarter of a training session – in a five day session, these characteristics may appear on day four.

d. Transforming

i. The fourth stage, transforming, occurs after the group tasks are completed.  Typical group member characteristics in this stage include

1. Feelings of loss or sadness about separation

2. Thoughts about issues outside of group sessions

3. Satisfaction and pride about group

4. Uncertainty over how they will transfer what they have learned in the group to the ‘real world.’

ii. At this stage, group members may be coming to terms with the fact that the group is ending, thinking and talking about how they might stay in contact with other members after the last session and deciding how to say their goodbyes.

e. Video Clip

i. Elda – 

1. Storming - members are oppositional, questioning workload, 

2. Norming – new friendships, tight knit by the end

IV. Methods of instruction

a. Brief presentations

i. These work best when 

1. Participants understand the workshop or course objectives up front

2. Instructors expand on the material with examples, discussion and activities

3. Lecturettes are short, usually ranging from 10 -20 minutes

4. Presentations are supported by visual images such as PowerPoint presentations or transparencies

b. Videos

i. Can be used to cover content or topics such as interviewing skills, resume writing or job searching.  They can replace or supplement lecturettes but should not replace group discussion or other activities designed to reinforce or illustrate content

ii. When using video, it is important to set up the projection equipment in advance so that it is ready to roll when needed.  It’s also useful for videos to be followed by group discussions that are guided by effective discussion questions

c. Large group discussions

i. This technique is most effective when

1. Many different participants respond to the questions and no one monopolizes the discussion

2. The instructor summarizes participant responses and reflects them back to promote further discussion

3. The instructor manages time effectively and handles off-topic questions and discussions tactfully

d. Small group activities

i. Small group activities are often more effective when participants work within specified roles.  The instructor can either assign these roles or invite participants to volunteer for them.  Some typical roles include the following:

1. Timekeeper – reminds the leader and group members of the time allotted for each part of the activity

2. Gatekeeper – ensures that everyone gives input and uses good communication skills

3. Taskmaster – reminds the group of its assigned mission if it varies from it

4. Recorder – summarizes in writing the results of the group activity

5. Reporter – speaks on behalf of the group, giving its report to the larger group

ii. Finally, it is important to monitor small group activities by moving around the room and listening to make sure that the groups are functioning well.  This approach also give you an opportunity to ensure that group members are working within their roles and respecting group norms.

e. Role plays

i. This popular method of training is most effective when

1. Participants take the activity seriously and participate in it fully

2. The instructor manages time well throughout the activity

3. Observers are hones and thorough in providing constructive feedback

4. Instructions for all parts of the activity are given clearly

5. The role play is observed and monitored by the instructor

6. The instructor summarizes or debriefs the activity and applies it back to the learning topic

f. Websites

i. Like many GCDFs, you may be asked to demonstrate the use of assessment, career information, job seeking or other kinds of websites during group training.  It’s important to remember that people have different comfort and skill levels with using computers and that some participants may need help in navigating the web.  When using websites to facilitate activities for participants at individual computer stations, you will need to provide clear directions about what to look at or do on each website.  If possible, you should give these instructions verbally and in writing.

V. Effective group facilitation skills

a. Slide show

i. Be prepared.  

ii. Plan activities in advance

iii. Arrive early – head off 

iv. Have AV equipment ready when the session begins

v. Prepare good handouts

vi. Use a  variety of approaches

vii. Communicate clear expectations

viii. Be patient with participant questions

ix. Treat participants with respect

x. Draw on your helping skills

VI. Managing common classroom problems

a. Absence

i. Let students know from the beginning that they need to come to class; contact them when they miss class and find out why; invite them to return

b. Inattention

i. Bored, restless or rude participants – call on them and ask a question or see text from additional ideas

c. Acting-out behavior

i. Stay calm and think about what worked best when you or a classmate acted out

d. Lack of participation

i. Comment on the silence , use humor, change gears and move into an activity

e. Video

i. Facilitator talks about his experience

ii. Inattentive – point out that material will be useful, use testimonials from former class members, take a forceful approach – latecomers –don’t admit; disruptive – draw attention to it quietly and privately, and tell them they have to pay attention or leave

iii. Already know this stuff – give reasons why the class will be valuable, new information, changing times

VII. Quiz

a. According to the text, the three major types of group tasks that GCDFs are likely to be actively involved in are providing instruction, administering career assessments and 

i. Facilitating group discussions

b. One of the characteristics of the forming stage of group dynamics is

i. Having positive expectations

c. The final stage in the development of groups is

i. Transforming

d. All of the following are true of effective elements of brief presentations except that

i. Lecturettes should be 45-60 minutes

e. Large group discussions are most effective when

i. The instructor summarizes and reflects participant responses

f. Which of the following is not a typical role for members in small groups

i. Regulator

g. One of the strategies that group leaders can use to head off glitches and other surprises is

i. Arriving early

h. All of the following are suggested strategies for dealing with absences except

i. Starting later to accommodate participants who can’t come on time

i. Which of the following may prove helpful when dealing with inattention?

i. Calling on the inattentive participant and asking a question

j. According to the lesson, the best advice for dealing with acting-out behavior may be

i. Staying calm and thinking about options that have worked in the past

Chapter 10 – Designing and Implementing Career Planning Services

I. Overview

a. What are the objectives? (same as text)

i. State why it is important to plan and design programs

ii. List and describe the nine steps of the program development process

iii.  Describe the probable roles of the GCDF in this process

iv. Describe an ideal career center

b. Why is planning important?

i. It forces you to involve stakeholders in a process in which they can share their thoughts and give careful consideration to future events

ii. Can identify the common needs of your target population that can be dealt with in a programmatic way

iii. Spreads ownership of a project, takes advantage of group thinking and anticipates problems and barriers before they occur

iv. Assures adequate though and preparation have been given to a task resulting in more effective programs.

c. Who should be involved in planning?

i. Large enough group to represent all major stakeholders and small enough to be able to get work done

ii. Stakeholders are persons who will be affected by the services you are planning

iii. The group should include representation from those to be service, those that will be involved in delivering the service, managers and decision makers whose support is needed and, as appropriate, other groups such as parents or employers

d. What methods can be used to identify the needs of students/clients?

i. Four ways to identify needs:  questionnaires, structured intake interviews, focus groups, and expert judgments

e. Why is it important to develop objectives for career services?

i. Objectives are the basis for the content that you will include in your program and are the basis for evaluation of the success of your program

f. How can career planning services be delivered?

i. Four common ways to deliver services and they are often combined:

1. One on one or face to face delivery

2. Group instruction or guidance

3. Computer technology

4. Self-help print and audio-visual material

g. Why is it important that career planning services be evaluated?

i. There are at least 3 reasons

1. To determine whether your program met its objectives

2. To be able to report to management the results of your program

3. To be able to improve it at next delivery

h. Why is it important to promote career planning services?

i. It is important for at least three reasons

1. People need your services

2. You need sufficient participation in the services to make them effective

3. You need to inform managers and other stakeholders so that they will support you

i. What are some of the content areas in which GCDFs might provide instruction?

i. Some common topics are:

1. How to research occupations or jobs

2. How to use Internet for career planning and job hunting

3. How to identify job openings

4. How to write a resume

5. How to have a successful job interview

j. What is the GCDF’s role in program planning?

i. Likely to be the one who delivers the interventions

ii. Be part of the planning group

iii. Asked to participate in marketing or promotion of the service or collecting data for evaluation

iv. Asked to do case management for specific student or clients – after an intake interview, write an action plan with steps and themes related to their needs and monitoring the action plans with students or clients making sure they follow through with each step or develop alternate plans when needed

k. Steps of the program planning process (in text)  videa or Dr. JoAnn Harris-Bowlsbey; 

i. Define and describe the target populations

1. 80 % planning, 20% implementation will result in good model

2. Get more stakeholder support and better overall results

3. Define your population very  clearly and determine how the population will impact your how and why of the program

l. Identify and describe the needs of the target population

i. Depends on the age of the audience  - adults will be able to express needs better than middle school children

ii. Determine what the foundation of your program is – career theory, NCDA guidelines, school district goals, etc

m. Write clear, concise measurable objectives

i. This is difficult – important to clearly define the content of the program and is the basis for the evaluation

n. Determine the content of service and the method of delivery

i. Objectives drive the content

ii. How to deliver it may be driven by age of student – eg technology may be good for younger students, not older adults; learning styles enters in too

o. Determine what resources are available or needed

i. Think through from today to the first day of delivery – what am I going to need?

1. People – self and others - time

2. Equipment

3. Assessment instruments

4. Space

5. Transportation

6. Money for printing, rent, etc.

7. Other?  Make a thorough list of resources

ii. What do I have already? What do I need to get?  Do I need to get  permission?

iii. Develop a budget for the things I need to get

p. Determine how the program will be evaluated

i. Want to know if I reached the goals I set?  Was my population served?

ii. Demonstrated success will help open the doors for support for new efforts

q. Promote the program

i. People will attend if they think it is interesting, will benefit them, is a better way to spend time than something else

ii. Stakeholders need to know about the program to get and continue support

r. Deliver and evaluate the program

i. If planning has been properly done, you are well prepared to deliver the program

s. Revise the program

i. Debrief with others who have been involved, and look for areas of improvement

II. Practicing the program planning process

a. The next part of the DVD walks the user through the 9 steps, asking them to type into the box a plan for a program NOTE – only went through step 7; has a link at the bottom which brings up a Text document that can be saved and printed

III. A career center 

a. What is a career center?

i. A physical space that houses resources critical to assisting people with career planning

ii. Typically contain staff members – counselors and GCDFs, computers, software, audio-visual aids, tests and assessments, printed resource material about many topics related to career planning, catalogues from schools, and information about many different referral agencies.

iii. Private counseling offices, classroom space, interview space

b. How can materials in a center be organized?

i. By topics, life role on the Career Rainbow, steps of the career planning process

c. What does a career center look like?

i. Video with photos and a voice over listing of services

1. Self service, facilitated self service, staff delivered

d. What is the role of a GCDF in a career center?

i. Determining the layout of the center and its organization

ii. Selecting resources such as reference books, assessment inventories, computer software, computer hardware, audiovisual materials, furniture, etc.

iii. Ordering new and updated materials

iv. Teaching other how to use the resources in the center

v. Administering Level A instruments, such as Interest Inventories

vi. Scheduling the use of the facility for testing, instruction, group workshops, and the like

IV. Quiz

a. Reasons for spending a lot of time in planning career interventions include all of the following except

i. Increasing the amount of time billed to a specific project

ii. An important reason for writing clear, concrete objectives is to 

1. Do all the above

iii. The least reliable way to determine the career development needs of a target population is to 

1. Draw on your own personal experience

iv. Perhaps the most important reason for evaluation a career intervention is to 

1. Be able to provide data for administrators who need to support your program

v. In order to provide career services, a GCDF may use

1. A combination of any of the above

vi. The content of a career intervention must relate directly to

1. Its measurable objectives

vii. Of the following the most measurable completion of the objective “At the end of this series of group sessions, participants will be able to …: is

1. State and describe the steps of the career planning process

viii. The step in the program planning process that follows content development is 

1. Make a list of needed resources

ix. Making revisions to a program of services after the first delivery is

1. A common and necessary process

x. A career center is

1. A physical place that houses resources for career planning

