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his book has one overriding

purpose: Itis to help you find

career happiness.

Happiness (or job satisfac-
tion if you prefer) comes from doing
things you enjoy. What you choose to
do to earn a living contributes to your
happiness or lack of it.

Career Planning Today is a book
from which you can learn a lot the first
time through, and more importantly, it
is a reference book which you may
find yourself coming back to over and
over. It is designed as a guide that
sets you on a course which occasion-
ally may need redirection.

The focus of the book is on plan-
ning. Planning involves developing a
systematic approach to the direction
you want your working life to take.
The approach described in this book
not only sets the plan but shows you
how to implement it as well.

Don't confuse this book with those
on “job hunting.” Those “how to do it”
books are fine for some people, but
the approach of this book goes be-
yond the one-shot job hunt. It shows
you how to be continually in charge of
your career; not how to temporarily
deal with a current problem.

Many people decry and lament over
our free enterprise employment sys-
tem in the U.S. They regard it as
backward. Yet, millions of people use
the system each year and are very
successful. In short, the system may
not be the problem; the problem may

be in how people use the system.
The strategies and techniques sug-
gested here assume the system is
going to be around a long time and
thus you must learn how to make it
work for you.

Subtle humorous illustrations and
cartoons dot the manuscript. The
purposes of the illustrations are to
drive home key points and lighten
your day. The response to the earlier
work in which we first introduced
“Ralph Crabtree” and his friends was
overwhelmingly positive from both
placement professionals and career
planners. The illustrations and car-
toons may help you identify person-
ally with the message.

Itis important for you to know some-
thing about the author of a non-fiction
book. You should know where | am
coming from when | make the recom-
mendations and suggestions given in
the text.

Who am I? | humbly call myself a ca-
reer professional. | have devoted part
of my life to helping career planners
and job seekers set and achieve per-
sonal career objectives. | have de-
voted another part of my life to
helping organizations locate employ-
ees who can help them satisfy their
organizational goals.

| am a university faculty member
and college placement officer who is
not paid by either the employer or the
potential employee. | have no per-
sonal monetary stake in bringing
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these parties together. | earn a fac-
ulty member's salary from Indiana
University. It is fun, interesting, and
quite educational to sit on the side-
lines and coach and observe both
sides simultaneously.

My position has opened doors for
me that | do not believe could have
been opened in any other way. | have
worked with inexperienced entry-
level college graduates, and | have
worked with executives who were
seeking chief executive officer posi-
tions. | have worked with organiza-
tions seeking executives to whom
they are willing to pay six figure sala-
ries. On a daily basis | work with or-
ganizations desiring to hire
experienced and inexperienced can-
didates in the $25,000 to $70,000
salary range.

I manage one of the largest college
placement programs in the nation. It
is a hectic work environment that at-
tempts to relate to hundreds of em-
ployers, recent college graduates,
and experienced alumni. It can be
described as a massive brokering
operation which works quite effec-
tively and efficiently.

| also have the opportunity to ob-
serve and study the employment
system. In the final analysis, employ-
ment is a very personal business for
both the employer and the employee.
Both of them need a little help in find-
ing each other.



During the Eighties, a colleague, Dr.
Don Kirts at Lafayette College, and |
finished a text titled Career Services
Today, which was published by the
College Placement Council, Inc. Ca-
reer Services Today was written as a
handbook for people practicing in our
profession of career planning, place-
ment, and recruitment. That book
sparked my interest in writing a ca-
reer book for the average job hunter.

Several years later | was elected
and served as president of the Mid-
west College Placement Associa-
tion, the largest regional association
of employers and college personnel
people in the nation. | continue to
serve as a leader in the profession.
These experiences have been help-
ful to me in meeting and understand-
ing career professionals.

The past twenty-five years of my life
have taken me into literally hundreds
of corporations, banks, retail firms,
educational institutions, and govern-
ment agencies. | have talked to thou-
sands of people in all types of career
fields about their jobs and how they
got there. | have talked to people at
the very top of the largest organiza-
tions in the U.S., and | have talked to
the lowest level of employee. Like
most people, | have also been out
there analyzing where | want my own
life to go.

It is nearly impossible to describe
the extent of the research that has
gone into this book. The research
was not the esoteric, empirical type
that uses the computer to crunch a
batch of numbers. It was thousands
of open-ended, probing questions to
people who have “been there.” It was
a thorough, practical investigation of
work settings, career fields, and job
search methods.

I met with search firm executives,
employment agency owners, college
placement experts, career counsel-
ors, and others who would let me pick
their brains. | badgered hundreds of
personnel managers who are re-
sponsible for hiring thousands of
managerial, technical, and profes-
sional people.

This book is, therefore, unique; be-
ing based upon real world observa-
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tions, it offers a unique approach to
career planning and job search. | be-
lieve that this book will help you to
achieve career satisfaction through a
realistic approach to career planning.

The basic ideas in this book were
first published in 1974 in Career
Planning and Placement Today. | am
indeed proud that this book has had
such a long, successful history over
the years, but there have been very
significant improvements over these
years also. This 3rd HIRE ME! edition
contains many new illustrations, up-
dated facts, new techniques and
ideas, as well as a new graphically il-
lustrated text.

HIRE ME! is about gaining a com-
petitive edge in the job market, but
more importantly, it focuses on de-
veloping a strategical plan for your
life. You will learn more techniques
than you have time to use. The goal is
to create a plan that you can realisti-
cally use over and over in your life.

HIRE ME! will work for you just as it
has for thousands of others. Clearly
you must pull together your strengths
and credentials into a strategic plan,
and then master the tactics gained
from reading this book.

The work is not difficult, but it is
time-consuming. This resource book
is mostly about action, not some
philosophical theory. The roots are
implanted in a solid theory frame-
work, but the theory is left for the pro-
fessional counselors to worry about.
By spending your time applying the
principles and techniques taught
here, you will maximize your effort to
find a successful career beginning.

A sound strategic career plan turns
dreams into reality. The early topics
on self-assessment and career ex-
ploration expand your horizons for
entry into the real world. The thrust is
to get you to set goals, take charge of
your life, implement some job search
techniques and strategies, locate
your current niche, and start pro-
gressing. The ideas presented work
for everyone including you.

This book is a culmination and con-
solidation of years of observing the
employment practices of thousands
of different types of organizations

and observing the job search strate-
gies employed by job seekers. | have
attempted to glean the best informa-
tion and pullit together in a total over-
view and set of strategies and
techniques that will be useful to you.

| think and hope that | have been
successful in capturing the essence
of what people told me. If | have, this
book will help thousands of people.

In this book, | try to share my unique
insights and research results with
you. Almost any person in my profes-
sion could do the same, but few of us
have the time to write a book. | urge
you to discuss your concerns with ca-
reer professionals at the college
which you attended. You will get
more in-depth insights than can be
offered here. | see this book as
merely the starting point for informa-
tion. Others more knowledgeable
than | can fill in some of the gaps.

Partner:
Your Professional Career
Consultant



here is no way | could per-

sonally acknowledge by

name all of the individual

contributors to this book, but
in no way am | ungrateful for the hun-
dreds of contributions. There are,
however, a limited number of people
who made my life fuller and this book
richer.

No words can express my gratitude
and respect for the late Professor J.
D. Snider, my colleague and mentor
for many years. Without Doug's prod-
ding, cajoling, suggesting, inspiring,
and encouraging me, none of my
publications would have come to frui-
tion.

Many of the concepts, strategies,
and techniques owe their birth to Pro-
fessor Snider, who is recognized as
one of the earliest deans of our pro-
fession. His philosophical thinking
and gentle management style influ-
enced my approach more than any
other factor. It was a sad day when
we lost such a great leader.

My greatest ally in this writing busi-
ness has been Mrs. Frieda Robert-
son. Her official title before
retirement was Office Manager at our
Indiana University Placement Office,
but that role is dwarfed in significance
when compared to her other role as
contributor-editor-organizer-critic
and friend. | especially want to thank
her for bringing all of my publications,
especially this one, together in an or-

ACKNOWLEDGMENTS

ganized, meaningful, and timely
fashion.

The “Ralph Crabtree” cartoons de-
pict the woes and joys of career plan-
ning and job searching. The
concerns and apprehensions of
“Ralph” and his friends reflect many
of our attitudes. | am most grateful to
Ralph's creator, Ron Wheeler, for
capturing the feelings that so many of
us experience as we go through the
career planning process.

I want to thank the thousands of stu-
dents at several hundred universities
who used, abused, cussed, and dis-
cussed much of the original material.
The feedback from old and young
students in my various career plan-
ning classes improved the quality of
the final product.

Writing is a time-consuming pro-
cess. At times it meant being away
from the office. Over the years, | have
had a super staff who have ably
taken over some of my duties when |
had to meet pressing deadlines. |
have always been very fortunate in
working for university deans who
strongly support my efforts.

Besides Frieda, | must recognize
Mr. Scott Zanger, who did some of
the typing and entered the entire
manuscript into desktop publishing
software. We prepared many new
graphics, cartoons, and illustrations
in this edition. He spent hours de-
signing, scanning, and laying out
each page. In spite of the many re-

writes that | continually provide, his
graciousness made the effort of striv-
ing for better performance worth-
while. The excellent rapport with
Scott and his expertise took away
much of the boredom often presentin
writing a manuscript of this magni-
tude.

| happen to be a collector. | save
everything that comes across my
desk in this field. As a result, | have
incorporated hundreds of greatideas
which | have received over the years
from my colleagues, mentors, and
detractors. | have thanked them all
individually and now wish to ac-
knowledge them in print.

With thousands of copies of my
books in circulation, almost every
colleague in my profession has had a
crack at critiquing and making a con-
tribution. The mail continues to bring
in praise and criticism from them,
which | very much appreciate. | wish |
could acknowledge them all individu-
ally.

In the final analysis, the responsibil-
ity to organize and interpret materials
rests with the author. | deserve a kick
where errors exist and where | may
have taken too much liberty at inter-
preting others. | accept the responsi-
bility for these shortcomings. | hope
to correct them in subsequent edi-
tions.

In closing, this book must be dedi-
cated to my family. Only a family
knows the strains and hard work that
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go into producing a publication of this
magnitude. My three sons, “C.R.,”
James, and Ryan, and daughter, Ka-
tie, all had to give up some of dad's
time so he could stay working on this
project. All of them spent more than
one weekend or evening at dad's of-
fice while he wrote copy.

My wife Kathy has been wonderful.
Our real estate properties that she
manages plus the family commit-
ments keep us really hopping. This
family really works hard together and
Kathy is super in putting all of our di-
verse demands in an organized per-
spective. Very few writers have
enjoyed any stronger support than |
have recieved.

Writing is hard work for me but a
nice stress release from the pace of
one of the busiest placement offices
in the USA. | hope that this book
proves very useful for the thousands
of young people who read it and use
its ideas to achieve their goals.

C. Randall Powell, Ph.D.
Indiana University
Bloomington, Indiana
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PART 1

PLANNING YOUR CAREER

areer planning or job hunt-
ing? Perhaps you need to
make some career
changes. Too many indi-
viduals plunge right into the job
search. That is tantamount to taking
aspirin for whatever ails you. You
may find aspirin does no good at all.

Job hunting is part of a broader ca-
reer planning process. You may
need to step back, take time, and re-
view your personal situation before
just assuming that the solution is a
new job.

Part 1 is essential reading. Your
goal is to maximize your chances for
a successful career decision. Sound
career decisions demand advance
planning. If you jump from job to job
without regard for long-term strategic
planning, you may be paying some
significant costs for your long-term
career success.

Part 1, “Planning Your Career,” lays
the foundation for this book and is
what makes this book different from
the hundreds of job hunting books on
the market. It asks you to take charge
of your working life by stepping back
from the tree so you can get a
glimpse of the forest.

With the big picture in mind, you can
begin to make more intelligent deci-
sions that may affect your working life
for many years. The focus of Part 1 is
career goal setting.

Part 2, “Exploring Your Career Op-
tions,” helps you implement the deci-

sions you made in Part 1. This sec-
tion permits you to monitor the plans
and decisions you made by estab-
lishing feedback monitoring informa-
tion so earlier decisions can be fine
tuned. The end results are some real-
istic job targets, albeit preliminary.

Part 3, “Developing Your Job
Search Tools,” is designed to help
you prepare the tools for your job
search and implement a planned
strategy for achieving your goals.
Part 3 covers resume preparation,
cover letter design, networking,
search strategies, prospecting, inter-
view preparation, presentations, and
employment communications.

When integrated together, all parts
of this book put you in control of your
working life. Planning, organizing,
and controlling your career provides
the basic input for the guiding princi-
ple in this book. The goal-directed
behavior that emerges from this ca-
reer plan approach is the basic les-
son.

Planning, organizing, and control-
ling your career works extremely well
if you follow the strategies and tech-
niques offered. Once the overall plan
is well grounded, this book can then
become a quick reference handbook
which you may return to many times
in your career reviewing and job
search phases of career planning.
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s “Career Planning” just another

name for “Job Hunting”? The

past two decades have taught us

a lot about careers. The following
words are part of our vocabulary and
need no definitions: Overeducated . . .
Underemployed. .. Pink Slip...RIF.
. . Displaced Worker . . . Affirmative
Action . . . Protected Class . . . Out-
placement . . . Baby Boom . . . En-
rollment Decline . . . Job Competition . .
. Foreign Competition . . . Glut of Job
Seekers.

The wealth of a nation is not just its
natural resources; it is also its peo-
ple. The world is not only changing; it
is moving in “future shock” propor-
tions.

The trends suggest that basic ca-
reer truths cannot be ignored any
longer. You simply cannot shuffle
into and out of jobs indiscrimi-
nately. The situation calls for much
forethought. Hire Me! offers an ac-
tion plan.

Career Planning

Career planning is an individual ac-
tivity. In a free society, no giant bu-
reaucratic organization dares chart
courses for you to follow. You cannot
survive happily for very long unless
you take responsibility for the course
of your life.

The declining lifespan of many jobs
(and even entire career fields) de-

CAREER PLANNING:
Assessment — Exploration — Placement

mands a personal planning posture.
The short job lifecycles may force
you to make “rolling decisions” annu-
ally in order to regenerate new career
options.

Career planning is not just a new
name for job hunting. Career plan-
ning is conceptually and practically
different. Job hunting is only one
component of career planning.

The job search is only one
part of your career plan.

The future is likely to prove that for-
mal education is not solely for the 6-
to 22-year-old. The future is lifelong
education which continually renews

)
Z
7

, Z
i
G2z

AND ANOTHER THING LITTLE ONE ... ITS NEVER
Too EARLY To CONSIDER A CAREER IN MEDICINE.

P

Career Planning 3



the capabilities and energies that you
use in earning a secure livelihood.

Planning Ahead

Exciting productivity advancements
imply that more work will be done
with the human mind than with physi-
cal skills. Automation is common in
manufacturing, marketing services,
and finance. Automation is spreading
to all industries.

The jobs of today may not
be the jobs of tomorrow.

The starting point for tomorrow's ca-
reers are the specific jobs of today.
Tomorrow's skills will likely build
upon those required in today's jobs.
Career field progress may move at a
differing pace in different fields. To-

SUDDENLY, (N THE DEAD

OF THE NIGHT, A SOULITARY
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day's career plan may not be tomor-
row's career plan. You must look
upon career planning as a process
that changes over time.

Job hunting is no longer career
planning. Nonetheless, millions will
cling to the old ways and roll from job
to job, never achieving their ultimate
potential.

Career planning is an ever-
changing, individually
controlled activity.

Career planning is a bold, exciting,
new approach. It will enrich the lives
of young and old alike. Planning im-
plies more work now, but the returns
throughout life will pay excellent divi-
dends.

The Work Setting

The future . . . what will it hold? The
world of work holds open a massive
array of work possibilities. Work is a
significant part of your life.

Work alone is not a person's whole
reason for being, but it has histori-
cally provided a major influence on
how our society views the success of
an individual. Success is often de-
fined in terms of significant work
achievements. Even newspaper
obituaries cite these past achieve-
ments daily.

From about age 20 until age 60, the
American value system places great

importance upon work activities.
Work is frequently defined as the pro-
cess through which you earn the re-
sources that allow you to live in a
manner to which you desire.

The great philosopher Voltaire
once said that work “spares us from
three great evils: boredom, vice, and
need.” Some people start work very
early in life and never stop. Others
view work as a necessary evil.

Your career is a series
of work activities
that you enjoy.

The premise of this book is that
work can be enjoyable. Your happi-
ness comes about in various ways
and from many different things, but
the proper work activity and work en-
vironment can be sources of much
satisfaction in life.

Life Decisions

Three of the most important deci-
sions people make in life relate to
buying an automobile, investing in a
home, and choosing a marriage part-
ner. Hours, days, weeks, and months
are spent making these decisions.
Every aspect is usually analyzed
very thoroughly. Those decisions
usually have long-term impacts on
happiness.

Deciding what to do tonight and the
decision about where to go next Sat-



urday night are important to most
people. Many hours go into making
“Saturday night” types of decisions.
Planning and analyzing before mak-
ing a decision in our personal life is
very common.

How much time should you
spend in analyzing your
life's work endeavors?

This book is about work. All of us
need to spend more time thinking

IM TRYING TO
THINK OF A CREATVE W

about it. Work is too important to
leave to chance. Nonetheless, thou-
sands of people let their lives hap-
hazardly fall into work activities and
allow important decisions to be made
for them by others and by happen-
stance. Some get lucky. Others pay
too high a price for many years.

Why not spend some time planning
for a lifetime of work activity? Is that
not just as important as the decision
about which car, stereo, or house to
purchase?

Why do most people spend so
much time on the minor decisions in
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life and so little time on decisions that
can mean so much? Your quality of
life is greatly enhanced by a job
which makes sense to you.

Significance of Planning

This book is directed toward those
individuals who are seeking careers
in managerial, technical, or profes-
sional fields. Although applicable to a
very wide age range, the most di-
rectly affected age category is the 20
to 40 age range.

Most positions in the fields we will
deal with in this book currently pay
salaries in the $30,000 to $80,000
range, depending upon the required
education level and experience, the
type of position, and supply/demand.
Assuming a starting salary of
$30,000 annually atage 22 and a 5%
increase per year until retirement at
age 65, a person could earn several
million dollars in a lifetime.

Career decisions are significant de-
cisions! Perhaps no other decision
that an individual makes has such a
major impact on economic well-
being.

Career decisions
influence your life
for many years.

Careful planning is hard work. It is
not always fun. It can be boring. It
can be exciting. It is important. Eve-
ryone, including you, should prepare

Career Planning 5
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a plan. Plans can be modified as new
information arrives.

Many people do not bother with ca-
reer planning. They prefer to roll with
the punches . .. and they sometimes
get knocked out of the real meaning
of life before they get started.

Satisfaction comes from knowing
that you recognized the challenge
and then took a deliberate course of
action to achieve your career, life,
and personal goals.

Life Planning

You are not restricted to one career
for your whole life! A person may
carry out several unrelated work
roles over time. Why can't you be a
business executive, a doctor, and an
architect in your lifetime?

Planning involves setting goals that
can be realistically achieved. Goals
motivate us. Striving to satisfy goals
can be fun. You may have a few ma-
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jor goals and hundreds of subgoals
that serve as building blocks for your
future.

You need a plan to achieve
your goals.

The basis of life planning is setting
achievable personal objectives. Ca-
reer planning is a major element of
life planning. For some work-oriented
people, life planning is career plan-
ning. The two are always interre-
lated. This book zeros in on the
career aspects of life planning.

Career Jargon

Career planning professionals
throw a fair share of jargon at people
they counsel. There are several
words which when taken out of con-
text have multiple meanings.

Job. A job is a work situation taken
for the purpose of earning wages for
completing a task, a series of tasks,
or a definitive piece of work. A job fre-
quently is temporary in nature and
the word seldom implies a long-term
commitment to a given type of work.
A job rarely requires a long training
period for mastery of the work as-
signed.

A job can be the starting point or in-
termediate step in your career.

Career. A career is a work experi-
ence that you elect to pursue during a
significant period of time in life. A ca-
reer involves a relatively long-term

commitment to a given work activity.
A career requires a significant level
of formal education, training, and
background for satisfactorily per-
forming in the work area. It may in-
volve a series of related job
experiences.

Planning. Planning means devis-
ing a scheme for doing, making, or
arranging a project, program, or
schedule. Planning is a process that
occurs over time and one that adjusts
itself when new information becomes
available.

Planning involves charting a course
of action and then adjusting the
course as the situation changes from
the originally hypothesized projec-
tion.

What is
Career Planning?

Career planning is an activity that
occurs throughout your working life-
time. It is futuristic. Career planning
is distinct from life planning in that it
does not initially attempt to integrate
a broader array of planning variables
such as early childhood, family, relig-
ion, values, leisure, retirement, and
other personal goals.

Career planning is a sub-
component of life planning that
draws upon many of the same back-
ground variables, but it focuses at-
tention on the work activity and work
environment. There are many in-
stances in which career and life plan-
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CAREER PLANNING PROCESS

Self-Assessment

Placement

Figure 1.1

ning cannot be completely
separated.
|

Career planning is a
process that draws upon
three major planning
activities: self-assessment,
career exploration, and job
placement.

Career planning reverts to solely
job hunting unless three activities
are addressed individually and in
concert.

Assessment, exploration, and
placement form the framework of
sound career planning. The concept
builds a method of appraising career
potential, exploring various alterna-
tives, and implementing an action
plan designed to achieve a predeter-
mined set of career goals.

Self-Assessment

The purpose of career decision
making is to aid you in obtaining a ca-
reer position consistent with your
academic training, past work experi-
ences, personality, abilities, apti-
tudes, values, and interests. Your
self-assessment is a sound under-

Explo'ration

standing of all your personal
characteristics.

Socrates referred to this under-
standing with the term “know thyself.”
This is a process through which you
come to know yourself better.

The self-assessment is an activity
that all of us should do on a regular
basis, perhaps yearly. It is a struc-
tured event that forces you to amass
a wealth of information about your-
self from a variety of sources.

-
Know Thyself!

Only after assembling all of the
pieces of information together can
you begin to step back and develop a
big picture. These elements can then
be used to identify broader trends
useful in plotting future directions.

The collecting, analyzing, and
evaluating of information about you
creates a much higher level of
awareness about all your personal
qualities, especially about your life
goals. A framework organizes
thoughts in a meaningful way and
permits a much more detailed speci-
fication of background characteris-
tics.

you BONT MIND (F I PICk OPA FEW TIPS Do You?
TM CONSIDERING A MEDICAL CAREER MYSELF.
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Although this process is essen-
tially a personal decision, you may
wish to enlist the aid of advisors,
friends, and numerous publications.
Exercises, projects, tests, and other
instruments aid in the drawing out of
your attributes in a way that they can
be organized and meaningfully re-
lated to your career options.

Career Exploration

What types of career options are
available to someone with your
background and interests? The
number of options is often stagger-
ing. Although the self-assessment
helps narrow the list by discarding
conflicting options, the list is usually
still long.

Career exploration is a
process of elimination.

Exploration starts with a massive
list of potential alternatives. You
then develop an array of information
on each alternative, and based upon
the results of your self-assessment,
you begin to sort out those of only
marginal interest.

Even after the sorting process,
many of us discover that there are
many things we could enjoy doing.
Thatis where the real in-depth inves-
tigation begins. For every option, you
will discover a wealth of information.
Information will flow to you from a va-
riety of sources. Unfortunately, there

HOW WILL | EACE MY
FAMILY AND FRIENDS?
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is no single information source
available to reference.

Career Exploration
means...
...Investigating your
career options in a
systematic manner.

Career exploration involves digging
into a mass of information with the
objective of narrowing the scope of
career alternatives. Thousands of al-
ternatives may be discarded on the
basis of job title alone.

Given your personally defined array
of factors and criteria which are im-
portant in the selection of a career
field (or specific job), the role of ca-
reer exploration is to add selected
pieces of data that may later impact
upon your final choice.

Placement
The placement process begins with
a preliminary decision to seek em-
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ployment in a given career option.
Your tentative decision may be re-
vised several times as you test your
decisions.

The placement process also adds
information to your self-assessment
and career exploration as you prog-
ress farther and deeper into this third
phase of career planning.

Folks that plunge directly into this
third phase do so thinking that the
self-assessment and career explora-
tion are either academic exercises or
that the process is complete. Invaria-
bly, they soon discover that the self-
assessment and career exploration
steps are never complete.

|
Career planning is a
dynamic process that will
occur throughout your
working life.

In this exciting age of technological
change, human growth, and per-
sonal enrichment opportunities, ca-



reer planning can never be a static
process.

In the final analysis, placement is
convincing another person to hire
you. The individuals in the work set-
ting with whom you will relate must be
convinced that your goals are com-
patible with their goals. Work gets ac-
complished best when there are
common objectives.

Even if you decide to become self-
employed (such as in a profession or
business owner), the goals that you
establish for your life endeavor must
still be consistent with your own per-
sonal goals.

Placement employs tools,

techniques, and strategies

designed to locate a career

position that
best matches your self-

assessment with the career
options you have
chosen to explore.

Many people view the placement
phase as simply job hunting. They
consider it to be resume preparation,
cover letter creation, contact
sourcing, interviewing, and offer ne-
gotiating. Yes, it does include these
basic activities. In the final analysis,
however, those are short-run tech-
nigues and not the necessary sound

' OF COURSE ,T REALIZED IN MY

FIRST JoB I'D HAVE TO MAKE
SOME COMPROMISES,. .

strategic planning which contributes
to real satisfaction.

Placement and job hunting are
sales activities. Successful selling
begins with finding a need (or desire)
and closes with satisfying the cus-
tomers' desires.

Placement success depends upon
matching your goals with an em-
ployer's job requirements. Perfect
matches rarely occur, but your odds
for personal success increase sub-
stantially if you can bring your goals
as close as possible with those of a
potential employer, your customer.

Finally, the placement process is
time and decision oriented. Success
depends upon career goals matching
job requirements. Without compro-
mise, the match may never occur.
Employment calls for a firm decision
at a given point in time.

Time pressures force career
choices. Time places pressure on the
need for compromise. A preplanned
time and decision framework permits
a rational placement process based
upon a realistic evaluation of the cur-
rent work environment.

Placement must be viewed in the to-
tal framework of the career planning
process. A placement strategy with-
out a self-assessment and career ex-
ploration connotes getting a job at
any cost and taking whatever is avail-
able.

Jumping into the placement func-
tion without the prior assessment and
exploration phases of career plan-
ning is like entering the “Indy-500”

...BUT I HAD No
IDEA THIS IS WHAT
THEY MEANT BY...
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with a passenger car. The race may
be completed, but the well-designed
and well-engineered race cars with
experienced drivers always win.

Integrated Concepts

Each of the three major career plan-
ning process components may be
completed initially as an independent
project. But the career planning pro-
cess cannot be optimally successful
without viewing each activity as part
of an integrated system.

Important feedback loops in each
component tend to reinforce or mod-
ify earlier preliminary decisions.
There is a continuous recycling of in-
formation and thus adjustment and
modification of earlier decisions.

Compromise

As the career planning process
continues, compromises occur. Your
self-assessment leads to a much
more accurate view of yourself, and
the picture becomes more and more
clearly defined as new information is
added from your career exploration
activity.

The variances between
your “l want to” and
“l am qualified to”
force compromises.
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The job search activity feeds real
world career information into the
model. As a result, specification and
clarification, adjusted by necessary
compromises, begin to firm up an
overall career plan.

Feedback Loops

The initial phase of career planning
is completed upon acceptance of a
career-related assignment with a
specific employer. Another phase
sets in as work-related experiences
add new information to the process.

Re-evaluation phases continue
throughout life. The new information
continually is fed back into the career
planning model and you make appro-
priate adjustments.

Process

Career planning can be viewed as a
logical, patterned sequential ap-
proach to the task of assessing, ana-
lyzing, and deciding how you want to
perform in a work setting.

Career planning is a series of
events that recur over and over
through a planned pattern controlled
by you. Sound career planning is de-
signed to renew itself continually
over time.

Individual Activity

Career planning is an individual ex-
ercise. You are the center. You pos-
sess a unique set of values,
philosophy, personality, interests, in-
telligence level, education, and work
experience background.

HOWw WLl t LIVE
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CAREER INFORMATION PROCESS

~

Career Goals |

Information Placement
Input - )
Exploration|
Information
Feedback
Assessment

Figure 1.2

You move forward, process
data, and
feed results back.

A major role of a career counselor is
to assist an individual in drawing out
all basic characteristics and under-
standing the nature of these charac-
teristics in relationship to career
alternatives.

Work-Centered

Career planning is more than an un-
derstanding of self. It is also an un-
derstanding of the world of work.
Only by understanding occupational
options are you in a position to objec-
tively correlate your personal charac-
teristics with employment realities.

Career planning is a way of thinking
about the future. It is not simply a
sterile academic exercise of match-
ing personal characteristics and job
possibilities in order to ascertain your
ideal niche.

The implementation of a career plan
involves actual employmentin a work
setting. Career planning goes be-
yond the placement function. There
are continual evaluation and feed-

back loops that clarify the adequacy
of the employment decision or sug-
gest areassessment of the entire ca-
reer planning process. This dynamic
process continues throughout life.

Decision-Oriented

What am | going to do with my life?
This is a heavy but relevant question.
Some people tend to postpone the
most critical decisions they must
face. Procrastination is a way of life
for many people.

Career planning is decision-
oriented. Decision making is a skill
that can be mastered. Like all deci-
sions, career decisions require infor-
mation. Information is available, but it
must be requested and then proc-
essed in proper fashions.

People procrastinate because they
do not see away to geta handle on a
problem. You want to make career
decisions, but the magnitude of the
decision is often overwhelming.
What if you make the wrong deci-
sion? Is no decision better than a bad
decision? Why do you even have to
make any decision?

There are no perfectly bad or per-
fectly good decisions in choosing a
career. The situation is never black
or white. There are thousands of



-

Tt §

~
4 ///
Py //\

\ N %/ //
W

%

WouLd YoU RATE YOUR CAREER AS... B) EXTREMELY
REWARDING ... & MILDLY REWARDING ... (© MODERATELY
REWARDING .. . 0R ®) A ToTAL BumMmer,

shades of grey. Most people con-
vince themselves that the decisions
they made were good ones, and they
usually are.

After making a decision you tend to
mobilize your resources and make
subsequent decisions which assure
that the first decision was right.

Decision making takes career plan-
ning to an action-oriented level.
Decision-makers take career plan-
ning out of an academic exercise and

YOU KNOW, DAD, TM THIIKIAG
OF TOSSING ARPUND THE 1DEA
OF MAYBE PERHAPS
N INVESTIGAT (NG THE

P S

NOTION OF GETIAG BN

into a practical, necessary activity. In
its most elementary form, decision
making is a six-step process:

1. Define the problem

2. Develop alternative solutions

3. Establish evaluative criteria

4. Evaluate alternatives

5. Make a decision

6. Evaluate decision

There is a closed loop which con-
nects the evaluation, the decision,
and the review of the original problem

in light of the information gathered.
This rolling process can be used on
the smallest sub-component of the
problem area as well as on the larg-
est element of the total decision.

Compromises

A decision must be made at desig-
nated points in time. Even procrasti-
nation becomes a decision after a
certain amount of time.

Career decision making involves
compromises. The compromise so-
lution impacts upon other people,
personal preferences, and hypotheti-
cal concepts.

Decisions are modified
as new information is
collected and evaluated.

There rarely is a perfect solution.
This systematic, analytical process
of decision making molds a realistic
and acceptable match between the
world of work and personal goals.

Career Planning Defined

Career planning seeks answers to
four questions:

1. What do | want to do?

2. What can | do?

3. What needs to be done?

4. How can | get the job | want?

If you could always provide defini-
tive answers to these basic ques-

Yeau, IM REALLY TG
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tions, career planning would always
be optimally achieved.

Marketing Fundamentals

If a marketing expert were dealing
with a specific product, some basic
marketing fundamentals would be
quickly applied by answering these
questions:

1. What do you have to offer?

2. Who needs it?

3. How do you make them want it?

Career decisions require a much
more complex approach. Yet every
approach must begin with a first step.
The first step is often the hardest. Ca-
reer planning must be approached
one step at a time.

Career planning offers a logical,
structured, and sequential method in
career decision making. This method
builds upon a theory-based frame-

How witee |
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work proposed
theorists.

The largest laboratory in the world
is the job market. Consequently, the
approach of this book is not some
“piein the sky” academic theory, but
an approach which has stood the
test of time in a real world setting. It
works.

Your laboratory
is the job market.

This career planning model offers a
fresh look at career decisions. There
is much interrelatedness within a
complex set of variables. Conceptu-
ally, the model focuses attention on
the three concepts of self-
assessment, career exploration, and
placement. Information is fed into
one or all of these components.

Based upon a process of integra-
tion, compromise, work settings, and
goal specification, career decisions
are reached, assessed, and reas-
sessed over a lifetime of work.

by leading career

Career Planning
Theory Sets The
Foundation

Career planning is built upon a
strong theory base. Considerable re-
search in career guidance and voca-
tional theory supports the dynamics

IM HOPING ONE OF OUR
RELATIVES WL HIRE ME.

-~

-~ i 7

D
Q
12

-

of the relationships among the many
interacting variables of career deci-
sion making.

Theory is more of a subject for guid-
ance counselors, but it is likely that
you will eventually come into contact
with a career counseling profes-
sional. Consequently, it is important
to recognize and appreciate the
foundation upon which their advice is
built.

The professional counselor can be
extremely valuable in helping assess
and evaluate your capabilities and in
providing guidance and referral to re-
lated career resources. The coun-
selor's work is tied to research that
relates to several decades of analy-
sis.

Many people start to think about
what they want as a vocation early in
life, often before their teens. A great
many personal factors, in addition to
external forces, appear to influence
the various career choices that are
made. Theories range from astro-
logical happenings to paternal han-
dling of young children. The widest
accepted theories are known as de-
velopmental theories of vocational
choices, and two of these are noted
below.

Framework

A vocational theory is important be-
cause it helps us to understand the
how and why of certain life se-
quences that assist in the selection of
appropriate occupational endeavors.
A theory shows a systematic rela-



tionship between certain variables
and helps to define relevancy.

A theory develops a system of
classification and structuring of
concepts that can be used to predict
outcomes. A good theory is most of-
ten based on extensive empirical
referents which means that the
propositions in a theory are logically
supported by prior research and/or
experience.

A theory helps you
understand why you make
certain career decisions.

Several theorists have attempted to
systematize the results of their inves-
tigations into the career development
process. Certain theorists have sig-
nificantly influenced the direction of
research and have stimulated inno-
vative practices.

Among them are Eli Ginzberg (who
reported the results of his investiga-
tions in Occupational Choice: An Ap-
proach to a General Theory in 1951)
and John L. Holland, who in 1966 set
the stage for new empirical studies
with his book, The Psychology of Vo-
cational Choice. The major aspects
of these positions are presented as
examples of the thought-guiding ca-
reer development activities. They are
not meant to be exhaustive and cer-
tainly do not cover the entire range of
theories.

Ginzberg's Theory

Dr. Eli Ginzberg and his colleagues
at Columbia University first proposed
their theory of occupational choice in
1951. Their theory attempted to ex-
plain how the multiplicity of factors
within the environment and forces
within the individual act and react on
each other so that individuals finally
resolve the problem of their voca-
tional choice. Three major concepts
in Ginzberg's theory form the voca-
tional choice framework: process, ir-
reversibility, and compromise.

Vocational development is a pro-
cess because it changes over time,

1. Vocational development is a process.
2. The choice is largely irreversible.
3. The choice represents a compromise.

GINZBERG
THEORY BASICS

Figure 1.3

and these time periods may be de-
lineated into various life stages. The
first stage is a “fantasy stage” (bef-
ore age 11) in which children be-
lieve they can become whatever
they desire. The next stage is a “ten-
tative stage” (age 11-17) in which
the young adult begins to develop
values, interests, qualifications,
and a more stable personality.
Choices often evolve and change
during this second stage.

The final stage is described as a
“realistic stage” in which the individ-
ual begins to integrate interests, ca-
pabilities, and values. These
factors are used to evaluate the real
environment, a process that can be
broken into these three periods—
exploration, crystallization, and
specification.

In the exploration period, individu-
als acquaint themselves for the last
time with career alternatives in a
highly realistic context. During crys-
tallization, clear vocational patterns
begin to form based upon the suc-
cesses and failures experienced in
the exploration period. Choice fol-
lows.

During specification the individual
delimits the choice and elaborates by

selecting a specific career, college
major, or graduate school specialty.
During the college years, many stu-
dents roam through these three peri-
ods before deciding on a specific
career direction.

Specification clarifies
your career decisions.

Ginzberg sees the choice as being
largely irreversible because reality
pressures introduce major obsta-
cles.

After a major commitment, such as
the decision to pursue a career in
teaching or in law, there are often se-
rious emotional barriers to a shift in
plans because the change can take
on the quality of failure or at least
present a threat to self-esteem.

The third major concept in
Ginzberg's theory is that the voca-
tional choice represents a compro-
mise. The individual tries to choose a
career that can make as much use as
possible of personal interests and
abilities in a manner that will satisfy
the most values and goals.

Career Planning 13



The person must weigh the oppor-
tunities and environmental limita-
tions and then assess the extent to
which a maximum degree of satisfac-
tion in work and life can be secured.
The individual attempts to balance
abilities, interests, and values
against real environment career al-
ternatives and thus make appropri-
ate compromises.

Compromise is an
integral part of career
development.

Throughout the entire process, it is
evident that many compromises and
tradeoffs from earlier positions must
be made as new information is ob-
tained. Many choice points cannot be
reentered due to limitations of time,
opportunities, abilities, and other re-
ality factors which contribute to the ir-
reversible nature of the vocational
choice process. The theory allows for
persons to make career-related
changes. In so doing, however, they
must build on earlier decisions and
developmental accomplishments.

In general, Ginzberg's theory has
stood the test of extensive empirical
research.

Holland's Theory

According to Holland's Theory, vo-
cational preferences and interests
are expressions of personality. The
choice of an occupation expresses

r'ee DIE! 1L
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Personality Types

Figure 1.4

an individual's motivation, knowl-
edge of a particular occupation, and
personal abilities. Stereotypes are
used throughout this system be-
cause people tend to agree on the
meanings held by vocational stereo-
types.

Persons within a given vocation
have developmental histories and
personalities that are similar. Due to
the many personal similarities
among those who enter and persistin
a given occupation, it follows that the
characteristic patterns of communi-
cation and interaction established
will form a unique work environment.

To the extent the work environment
and worker's personality are congru-
ent, the prediction is for increased
satisfaction, stability, and achieve-
ment in relation to the vocational
choice.

The theory makes three assump-
tions: that people can be character-
ized by particular types of
personalities, that environments in
which people live and work resemble
model environments, and that the
pairing of people with compatible en-
vironments allows for the prediction
of vocational choice, stability, and
achievement.

A personality type is described as a
cluster of personal characteristics

Pairings
over
Time

Pairings Based Upon
Individuals Searching for
Compatible Work Environment

HOLLAND'S VOCATIONAL PREFERENCE THEORY\

Work Environment
Characteristics

defining how an individual typically
copes with life's tasks.
For purposes of the theory, persons
are categorized into six types:
* Realistic
Intellectual
 Social
» Conventional
 Enterprising
* Artistic
The six types form models by which
an individual's pattern of behavior
may be compared for relative similar-
ity. Although the scheme identifies
the individual's major personality
type, it also allows for more complex
configurations where patterns of be-
havior reflect similarities to different
types in varying magnitudes.
There are six corresponding work
environments:
* Realistic
Intellectual
* Social
» Conventional
 Enterprising
* Artistic
Generally, persons of the same
type are found in each of the environ-
ments. The characteristics of a par-
ticular environment reflect the
personal attributes of individuals in
that group.
The main thrust of the theory is that
persons move toward work environ-



You Know, CHUG,TM SERICUSLY
THINKING OF TRK(NG SOME TIME
OFF AND TOURING EUROPE

R

BUT THERE'S JUST Y WHAT'S

ments that permit them to develop
abilities, project personal values, and
become involved in activities of inter-
est. This movement toward a com-
patible work environment usually
occurs over a period of time.

Interactions of persons with envi-
ronments belonging to the same type
or model tend to promote better per-
sonal stability and satisfaction. In ad-
dition, vocational choices become
more stable and vocational achieve-
ments are higher.

People tend to project views of
themselves and views of the world of
work onto occupational titles. Hol-
land analyzed over 500 occupational
titles and classified them into the six
occupational environments.

Through the techniques of
introspection, self-
evaluation, and
psychological testing,
individuals can be
classified into the six
personal orientations and,
thus, be matched with a
compatible occupational
environment. Individuals
making vocational choices
search for work
environments that satisfy
their personal orientations.

Holland also proposed that self-
knowledge operates to increase or
decrease the accuracy with which a
person makes a vocational choice.
This leads to two major hypotheses
which he has empirically supported.
1. Persons with inaccurate self-

knowledge make inadequate
choices more frequently than
do persons with more accurate
self-appraisals.

2. Persons with more information
about occupational environ-
ments make more adequate
choices than do persons with
less information.

Thus Holland concludes that a per-
son's vocational behavior can be ex-
plained by the interaction of the
personal orientation and the occupa-

-

Figure 1.5

HOLLAND'S PERSONALITY TYPES
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tional environment. The adequacy of
this choice relates to the level of self-
knowledge and the level of occupa-
tional knowledge.

Theory Summary

Although there are a number of
otherimportant theories of vocational
choice, these two theories provide
the concepts needed for understand-
ing the importance of early career
planning.

Ginzberg's theory should help to
understand where you presently are
in the vocational development pro-
cess and what compromises will
likely be necessary.

Holland's theories stress the impor-
tance of having an accurate self-
concept and emphasize that a high
level of occupational knowledge is
needed for making a sound career
decision.

Conclusion

Career planning is more than a buzz
word. Itis a new way of thinking about
the choices that you must make in ca-
reer decision making.

Career planning impacts on all
ages. There is no single age group to
which the concepts best apply. Ca-
reer planning is a circular process
that recycles itself over and over
again as people face recurring life
changes. Ours is a dynamic world
that changes career thrusts daily.
The planning cycle permits a lifetime
of adjusting.

NOBODY WANTS ME'!
’'’M A LOSER!
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Career planning is a process that
occurs many different times in every-
one's life. No one is immune. It is a
systematic way of looking at career
decisions, which are no longer singu-
lar events that occur only when one
graduates from high school or col-
lege.

The basic concept revolves around
a self-assessment, a career explora-
tion, and a placement plan. Compro-
mise, time constraints, and economic
pressures force decisions through-
out the process.

Self-assessment is knowing your-
self. It is a process that can be
learned. The goal is to create the
highest possible level of self-
awareness.

Career exploration is a searching
and investigative activity. Only if you
understand the alternatives is there a
reasonable chance of a fair analysis
for career choice. The process in-
volves a systematic collection of in-
formation about career options.

Placement is the process of trans-
ferring the exploration process to the
real market place. It involves imple-
menting a plan designated to meet a
specific career goal which has been
transformed into an entry-level,
middle-level, or top-level assignment
in the managerial, technical, or pro-
fessional career arenas.

Placement activities consist of re-
sumes, letters, contacts, interviews,
and job offers.

Career planning integrates the re-
sults of the self-assessment, career
exploration, and placement pro-
cesses. This integration lays the
foundation for a continuous flow of in-
formation designed to keep career
planning up-to-date.

If properly conceived and executed,
career decision making will be a se-
ries of minor adjustments on a rolling
basis. Such an adjustment process
allows for a maximum level of career
satisfaction. Should there be a need
for a major career thrust change, the
components will be in place at all
times to meet the situation.



ny major library has hun-
dreds of books on the job
hunting process. Nearly all
of them recommend start-
ing the job search with an analysis of
goals. ltis virtually impossible to start
a journey without some idea of the
destination.

Telling you to set some realistic ca-
reer goals seems logical enough, but
that is a long way from where you
must start. How do you go about set-
ting career goals? “To be successful
in life” is just not specific enough for
potential employers who want to
know, “What can you do for me?”

Self-Assessment

Purpose

A self-assessment is the starting
block. A self-assessment is a de-
tailed, thorough analysis of one's
background, interests, and aspira-
tions. Literally hundreds of factors go
into the analysis of self. Which fac-
tors to analyze depends to some de-
gree on how you hope to use the
assessment.

The reason you prepare a self-
assessment is to determine the most
important criteria to use in analyzing
your potential career options. The
goal is to arrive at an optimal (not a
perfect) match between personal de-
sires and your career alternatives.

SELF-ASSESSMENT:
Methods — Personal Qualities — Projects

There could reasonably be many
career fields that would satisfy your
needs and desires. Career planning
is a decision-oriented process that
proposes to rank order your list of ca-
reer options. The results of your self-
assessment will be used extensively
in your follow-up interviews.

Definition

The self-assessment is more than a
mental exercise. It involves putting
thoughts on paper and then prioritiz-

ing them in an order that is useful in
appraising career directions.
Conducting a self-assessment is
actually taking a personal inventory.
You must first make a list of the items
in your “inventory.” The next stepisto
assign a value in terms of quantity,
quality, and relative importance to
each item. There are many methods
that aid in this stock-taking process.
Few, if any employers hire manage-
rial or professional applicants solely on
the basis of information on resumes or

Self-Assessment 17



application blanks. Most employers
want collaborative evidence to prove
that you have the ability to perform
the assignmentin a superior manner.
Employers obtain that collaborative
evidence via reference checks and
personal interviews.

Employers have devised elaborate
methods to determine your abilities,
motivation, and potential to achieve.

]
Your self-assessment is
your personal balance
Sheet of assets and
liabilities.
]

Your educational background
stated on the resume helps to indi-
cate whether or not you are qualified
to do a given job. Employers can tell
more about your qualifications by
reading of your work experience,
which is also described on your re-
sume and job application blanks.

The crucial factor they must deter-
mine is your motivation level. Will you
work hard and get along well with oth-
ers?

There are clues in the education
and work experience sections of your
resume that reveal this. Usually the
motivational factors are determined
via personal interviews and conver-
sations with people who know you
well. Information about interests, atti-
tudes, personality, aspirations, and
personal values tell more about your

'LL JUST LAY RIGHT
HERE AND DIE AND
GET IT OVER WITH
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* Parents

* Friends

* Employers
» Teachers

» Counselors
* References

Figure 2.1

willingness to work and your motiva-
tion than a brief sketch given in a re-
sume.

Reality Check

The reality of a self-assessment ex-
tends beyond the career planning
theoretical framework. A properly
performed self-assessment boosts
your confidence level significantly.
You feel more certain about your
skills and capabilities.

The self-assessment exercise pol-
ishes your awareness of the skill set
that you own and develops materials
which you will use later in an inter-
view presentation.

A regularly conducted self-
assessment often signals to you that
the time is appropriate to consider a
major career or job change. It forces
the employment change by alerting
you to the fact that your career satis-
faction should be much higher. The re-
sults assist in formulating a new
direction in your life that may maximize
your longer-term career satisfaction.

Goal Setting

The result of your self-assessment
culminates into a statement of your
goals. Before you jump into the work of
conducting the self-assessment, you
need to convince yourself of its value.

It is impossible to hit a target that
you have not set up. Whether your
goals are personal, career, financial,
social, or spiritual, they cannot be
achieved until you convince yourself
that goal setting is important.

PERSONAL INFORMATION SOURCES

\

Goals must be written. Broad con-
cepts in your mind cannot be trans-
lated into meaningful specifics.
Goals cannot be wandering generali-
ties if they are to be met.

Goals must be quantifiable into
some specific time frame. It is best to
break goals into both long-term goals
and short-term goals so that incre-
mental progress can be measured
for motivational purposes. Goal at-
tainment needs a regular review pro-
cess which can serve as a feedback
vehicle to force you to stay on your
tasks or allow you to reassess your
goals in light of new developments.

Goals come after
your self-assessment.

The self-assessment concept
works. Millions of people are in-
volved in personal goal setting. Even
your employer will demand adher-
ence to organizational goals that
were realistically established—per-
haps with your input—over a pre-
defined period of time. Most goals
carry annual time parameters.

Occasionally you may find that your
various types of goals may conflict. A
resolution results after you write
them down in each category, quan-
tify them, and add the time dimen-
sion. Convincing yourself of the
value of goal setting is the first step in
employing the self-assessment tech-
niques recommended below.
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tablish SMART goals.
e Smart goals are Specific.

goals.

SMART Goals

Your self-assessment is a precursor to establishing personal
goals. Your efforts make sense only to the extent that they satisfy
some pre-defined objectives. Your mission in life should be to es-

General and vague goals are unacceptable.
e Smart goals are Measurable.
Can you tell when you have met your goals?
e Smart goals are Attainable.
Unrealistic goals cause a feeling of failure.
e Smart goals are Relevant.
Your goals must relate to what you want out of life.
What is relevant for others may not be appropriate for you.
e Smart goals are Trackable.
Can you observe your goals being achieved?
Is there a feeling of accomplishment as you progress?
Smart goals demonstrate your commitment to excellence. They
are Specific, Measurable, Attainable, Relevent, and Trackable.
Your success relates to your ability to set and measure meaningful

Self-Assessment
Techniques

There is no one best way to conduct
a self-assessment. Several different
methods can be employed independ-
ently or in concert to reach the same
conclusions.

High school and college career
counselors frequently offer personal
guidance in the self-assessment.
Professional career consultants offer
the same service for a fee.

These professionals supplement
their impressions arrived at through
skillful probing and analyzing with
psychological tests. Psychological
tests provide data which cannot eas-
ily be ascertained in personal inter-
views.

A wide variety of publications,
mostly in workbook format, are used
in organizing and synthesizing data
about you. With all of this help avail-
able from both professional counsel-
ors and publications, the key word to
remember is “self.” In the final analy-

sis, a self-assessment must be
conducted by you.

Self-assessment is a do-it-yourself
project. The result is a very private
matter. Information is drawn, how-
ever, from a variety of reputable
sources. ldeas and opinions from
friends, teachers, employers, par-
ents, neighbors, clergy, relatives,
and others aid in the fact-gathering
process. If inquiries of these people,
as well as of the professional career
counselor, are properly phrased,

great insights can be obtained which
improve the validity and accuracy of
the self-assessment.

The self-assessment is a writing
project. It is not an exercise that can
be stored in your memory in an unor-
ganized fashion.

Your self~assessment
must be written.

Resumes are designed to appeal
and sell. On the other hand, the self-
assessment probes deeply into your
inner feelings and is not a document
to be shared indiscriminately with
employers. It reveals your personal
strengths and weaknesses.

An understanding of your liabilities
is critical in sound career decision
making, but it is not necessarily ap-
propriate for the job search process.
The end product of the self-
assessment is a realistic self-
appraisal that can be used with ca-
reer information.

Self-assessment techniques fall
into three categories: Autobiogra-
phies, Personal Inventories, and
Psychological Tests.

Autobiography

An autobiography is written in nar-
rative form, in contrast with the out-
line format of a resume. It is a
personal story. The usual starting
point is around the age of 16 and the
story continues chronologically up to
the present.

-

* Autobiography
* Personal Inventories
* Psychological Tests

Figure 2.2

METHODS OF SELF-ASSESSMENT
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Some approaches do not use a
chronological pattern. Some people
prefer to document their life history
under such headings as family expe-
riences, professional work activities,
education, work experiences, etc.
Others prefer to orient the analysis to
skills, values, interests, and personal
qualities.

The approach matters very little.
What is important is the writing down
of thoughts that relate to the past.
The past is a good predictor of the fu-
ture. The analysis delves into the rea-
sons decisions were made in the
past. Future decisions are likely to
draw upon the same set of decision
criteria.

Inventories

Inventories are checklists. Their
value lies in the fact that they help
you identify the words that best de-
scribe your values, interests, person-
ality, etc. The checklist of words or
phrases help you understand the
meaning of the concept. The words
help jog your memory.

Career workbooks often use inven-
tories as an aid in helping you identify
factors which you feel relate to you. In
addition to clarifying the meaning of
the characteristic, inventories often
provide a system of classifying vari-
ables under a given grouping.

Inventories help draw out specific
strength and weaknesses. These
people characteristics assist you in
assessing why you behave as you do

WAIT A MINUTE!
WHAT AM | DOING?
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PSYCHOLOGICAL TESTS

Type of Test

* Intelligence

~

Measures

» Abstract reasoning and capacity

for mastering problems

* Achievement
* Aptitude

 Extent of knowledge in a given field
* Potential for acquiring specific

types of knowledge

* Interest
* Personality

« Stock taking of likes, dislikes, skills
* Emotional makeup, stability, and

adjustment

Figure 2.3

and assist in predicting future ac-
tions.

Psychological Tests

Another important tool used in the
self-assessment is psychological
testing. Psychological tests are tools
used by a career counselor trained in
the use of tests. Tests are measuring
devices that add new bits of informa-
tion which career counselors use in
developing a clearer picture of you.

Test effectiveness depends largely
on the counselor's knowledge of the
scope and limits of the tests used.
Unrealistic expectations on the part
of the test taker represent the great-
est potential problems of tests. A cer-
tain amount of test information and
knowledge must be passed on to the
test taker which will give a much
clearer understanding of the results.
Only then can the information add the
additional information to the self-
assessment process. Basically, tests
are predictors of future performance.

Fees are usually associated with
administration of psychological tests,
and they vary widely depending upon
the number and type of tests admin-
istered. It can get expensive when a
counselor's time is factored into the
cost.

Tests are predictors of
future performance.

The pre-testinstruction, the test ad-
ministration, and an extensive per-
sonal analysis of the results can take
several hours of a career counselor's
time. Some professional career
counselors charge $50 to $200 per
hour for their time, so the costs can
become significant.

Tests are most frequently used by
high school and college career coun-
selors as an aid in career decision
making. As decisions become more
specific, the counselor can more ac-
curately recommend specific fields of
study relevant to the career interest.

The use of tests by employers for
selection purposes appears to be
waning. It is becoming so expensive
to prove that a given test is a valid
predictor of career performance that
its costs often outweigh the projected
benefits. In certain areas, however,
some employers still use tests. Good
examples are the programmer apti-
tude test, sales personality test, and
accounting aptitude tests.

Career counselors still use tests ex-
tensively. Counselors provide a pro-
fessional interpretation of the results
but leave the career choice decisions
in your hands. Testing does not pro-




vide decisions, but it does provide
fruitful information.

Types of Tests

Career counselors typically admin-
ister one or more of five major types
of tests. These are summarized in
Figure 2.3. These five types of tests
are grouped according to the func-
tions they perform.

Achievement tests measure mas-
tery of a given subject such as
mathematics, English, chemistry,
and so forth. Achievement tests at-
tempt to measure actual learning in a
specific subject matter after a period
of instruction. They provide an objec-
tive measure of progress and thus
are helpful to career counselors in
assessing skill levels and abilities
which might later be related to spe-
cific career endeavors.

Aptitude tests purport to measure
certain personal characteristics
which might indicate the capacity to
acquire some specific knowledge or
skill. Aptitude tests try to predict fu-
ture success in a given field of study.
These tests measure the capacity to
acquire certain skills or proficiencies
based on innate ability and past ex-
perience.

Aptitude tests are most likely to be
the type an employer would use in
personnel selection. Aptitude tests
cover a wide range of abilities related
to most work areas.

Interest inventories indicate the ex-
tent of similarity between a person's in-
terests/preferences and those of

SAY, MOM, woULD You
HELP ME ITEMIZE SoME
OF MY STRENGTHS AND
WEAKNESSES FOR MY
SELF- ASSESSMENT?

o/

N

A

N\

i /// i

THATS RIGHT, MOOCHER , TM UNEQUIVOCALLY,
INCONTESTABLY, INDISPUTABLY, UNMITIGATEDLY
INDUBITABLY READY FOR THAT VOCABULARY TEST,

persons already successfully
employed in a specified occupation.
The underlying principle is that the
more similar the interests, the greater
are the person's chances of work sat-
isfaction in a particular field. The per-
son's chances are enhanced further
if his or her aptitude test shows the
necessary aptitudes to perform the
tasks required in the career field.
Intelligence tests are primarily
concerned with complexity, level of
difficulty, quality, and rate of mental
activity. The score represents meas-
ures of intellectual functioning in an
abstract reasoning manner. Intelli-
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OH, coME ON, Mom!
SURELY YOU cAn

gence tests are rarely used in career
counseling.

Personality tests measure emo-
tional makeup, stability, and the de-
gree of life adjustment. They are
helpful in eliciting feelings, values,
and motives. They measure social
poise, intrapersonal characteristics,
and maturity. A career counselor us-
ing personality measures must be
highly trained and experienced in
competently administering and inter-
preting these tests.

Norms. A test is a standardized set
of measurements of a person's re-
sponses to a group of tasks or ques-

HOW ABOUT THAT

SHOT DOWN
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tions. More general inferences can
be drawn later from the measure-
ments. Interpretation of test scores
requires a data base which provides
statistical comparisons.

A norm is the typical score for a
specified population group. For ex-
ample, a mechanical aptitude score
might be compared to the mechani-
cal aptitude of a group of successful
mechanical engineers. Every test
has a test manual and other literature
which support the tests and provides
information to the career counselor.

The test score is meaningful only
when itis used properly by an expert.
It must be compared to a relevant
data base of an appropriate popula-
tion group. When the norm conceptis
not properly understood, there is
greatrisk in drawing incorrect conclu-
sions. You must make certain that
the career counselor is competent to
interpret tests before using the re-
sults in the self-assessment.

In general, the population sample
on which the test has been standard-
ized should relate as closely as pos-
sible to the age, socio-economic
status, educational level, etc. of the
individual being tested.

Reliability. Reliability refers to how
consistently a test measures the same
characteristic in successive measure-
ments. A given individual should get
approximately the same results each
time the test s taken. The publishers of
most commercial tests have gone to
great lengths to insure reliability within
all norm groups.

M GIVING UP BEFORE |
REALLY EVEN GET
STARTED,
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Validity. Validity determines the ex-
tent to which the test measures what
it purports to measure. Validity meas-
ures how well the results of the test
correlate with the given criterion.

For example, an MBA aptitude test
score should correlate highly with ac-
tual academic achievement. If the
test predicts a high level of academic
success, the later academic grades
will be high if the test is valid.

Summary of
Assessment Methods

There are many methods which
produce accurate pictures of the
characteristics making up the self-
assessment. Measures of values, in-
terests, personality, and skills are
rarely precise. Experts can aid in the
assessing of the measurements and
can even offer suggestions on how
the pieces might fit together. In the fi-
nal analysis, however, only you can
legitimately pull all of the factors to-
gether to form an accurate mental
and written self-assessment.

There is no method of measure-
ment that brings all of the factors to-
gether in a nice, neat package, so
your career decision will be specula-
tive. The degree of risk in your career
decision can be minimized by your
being as objective as possible in your
self-assessment.

Identify Your V.L.P.S.

You may possess the same educa-
tional background and similar work
experiences as others. What makes
you a unique human being are your
motivational factors. These factors

PERSONAL QUALITIES: THE VIPS

Values
Interests
Personality
Skills

\

are another dimension of a person's
qualifications and potential for suc-
cess in a given career field.

An evaluation of motivational fac-
tors is subjective, but these factors
can make the individual uniquely fit
for particular occupational fields.
Thus, an assessment of them is im-
portant. They cannot be accurately
identified and evaluated without your
total cooperation. Four frequently
referenced personal qualities which
aid in the analysis of a realistic fit into
various occupational fields are your
Values, Interests, Personal Quali-
ties, and Skills.

Starting Points

Education, work experience, fam-
ily, and environment are the major
factors influencing values, interests,
personality, and skills (your VIPS).
Education, work, family, and environ-
ment go back to very early years in
your life. Early experiences shape
your views of yourself. These are
projected in career choices.

Your VIPS reveal
your motivations.

Once your VIPS become set, they
are difficult to change. Skills can be
manipulated most easily, but even
they are difficult to rearrange and ex-
pand once values, interests, and per-
sonality have developed fully.

Career goal setting is the ultimate
purpose of career planning. Goal set-
ting emanates from VIPS when they



are integrated with real world career
options.

Importance of VIPS

Most people find it difficult to write or
speak about themselves in terms of
their values, interests, personal
qualities, and skills. Most people
stumble all over themselves when
asked:

» What are your values?

» What are your interests?
» Describe your personality.
* Identify your best skills.

Why are these questions so diffi-
cult? They seem quite important.
They are much more important than
the mundane items that appear on
most resumes. They obviously have
a great bearing on career planning.

Education and work experiences
play important roles in career selec-
tion. In the final analysis, however,
nothing plays a greater role in career
selection (from either the employer's
or the employee's perspective) than
your personal VIPS.

No matter what the career field,
there is nearly always an oversupply
of applicants seeking positions in it.
Nearly every job has more than one
applicant forit. For a given opening in
a technical, professional, or manage-
rial position, chances are high that
there will be several applicants with
adequate education and work experi-
ence backgrounds.

Every job has several
applicants.

How does an employer decide who
gets the job? The decision is nearly
always based on an appraisal of the
applicants' personal VIPS. The per-
sonal VIPS have the most direct
bearing on an individual's ability and
desire to accomplish work at the
managerial, technical, and profes-
sional level.

For example, over the last decade,
individuals holding a bachelor's de-
gree in chemical engineering coming
right out of college without any signifi-

e

Interview Validity

Directly or indirectly, employers evaluate each of the per-
sonal VIPS. Their classification schemes may be slightly dif-
ferent, but they are getting at the heart of the matter
nonetheless. The employers’ objective is to develop an accu-
rate image of you.

College placement officers and executive search experts
are in unique positions to listen in on recruiters’ conversations
about candidates whom they have gotten to know quite well.
Their eavesdropping includes some interesting discussions
about candidates’ backgrounds. In many cases, candidates
never think about themselves in such descriptive terms.
Those descriptive terms most frequently relate directly to the
VIPS.

Employers’ analyses are occasionally wrong. How valid is a
job interview? Valid or not, the interview is the basis of most
employment decisions. The employer can afford to make a
few mistakes because they wash out later. A misinterpreta-
tion of the VIPS by you can have a much longer-term conse-
quences.

Most college graduates barge right
into the placement stage of career
planning. Most career changers do
the same. What's wrong with that?
They have failed to assess the very

cant experience have been in ex-
tremely high demand. Does every in-
dividual with those credentials get a
job offer after every interview? Of
course not! Some applicants get nice

letters that say, “I am sorry but your
qualifications and interests do not
matchthe....”Why? The reason can
most often be traced to an evaluation
of the personal VIPS.

points that potential employers will
be evaluating. They have failed to in-
vestigate the options open to them
that would best use their abilities.

-

INTERVIEW VALIDITY
Low Low
VIPS
High Assessment High
You mmml SUCCESS <mmmm Epmniover
Figure 2.5
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Decision Responsibility

The employer's job decision can be-
come a career decision for you. Per-
sonal career decisions are not so
easily rectified. You can easily get
locked into a given career field which
is not right for you. Responsibilities
and salaries tend to increase as you
mature and progress in seniority, and
it becomes more difficult to leave a
“‘well-paying job.” Unhappiness re-
sults.

Whether accurate or not, the em-
ployer processes information from an
interviewee as truth. Through your in-
terview comments you relay informa-
tion to employers. The employer
makes decisions on the basis of the
information received in the interview,
on the resume, and from others who
know you.

Many applicants receive turndowns
from employers for jobs for which
they are eminently qualified. They
may have the right combination of
education, experience, and the per-
sonal VIPS but yet fail to communi-
cate an accurate picture.

Conversely, many applicants re-
ceive job offers and accept employ-
ment in jobs for which they are only
marginally qualified. This happens
when applicants transmit inaccurate
pictures. Employers and employees
both come out losers when these em-
ployees later fail to produce on the
job.

Increasing the validity of the job in-
terview is more important to you than
to the employer. Although the em-

THAT'S NO WAY TDO
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CAREER SUCCESS FACTORS

¢ Know Yourself

e Know Your Options
Set Goals

Create A Plan
Execute Your Plan

Figure 2.6
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ployer may suffer some economic
loss, you have far more to lose.

The validity of an interview for both
parties is greatly increased if both
parties know specifically what they
are seeking. Playing coy, by either
party, increases the odds of a poor
decision.

How can the validity be high if you
do not really know what you want?
The self-assessment phase of career
planning controls the goal direction
decision, and an analysis of the per-
sonal VIPS starts the self-
assessment.

Communicating Your VIPS

Employers are addressing the inter-
view validity issue. Most personnel
executives now go through rigorous
interview training programs. Recruit-
ers are getting better at the selection
process.

You must also get better at packag-
ing the truth. Thatis notdone by inter-
view coaching, polishing the truth, or
deceptive packaging. Those things
increase the ratio of offers to inter-
views, but they fail to increase the
quality of the career decision. Super-
ficial window dressing hurts more
than it helps.

Communicate the truth
about your VIPs.

Your solution requires a commit-
ment to career planning which starts
with self-assessment and under-
standing your personal VIPS.

One fundamental marketing princi-
ple is that you cannot sell a product if
you don't know the product and be-
lieve in it. Selling a product without a
thorough knowledge of the product
comes back to haunt the seller. The
self-assessment is a process de-
signed to get to know the product bet-
ter.

Skills

Skills are individual talents which
enable a person to perform a given
activity. Skills can be taught. Skills
can be learned.

Within a skill, there are degrees of
proficiency. The situation is not usu-
ally one of skill or no skill, but is one of
the degree to which one can perform
a given activity. Most skills can be
greatly improved by practice. Prac-
tice builds mastery.

The range of skill ability extends
from “some awareness and ability” to
“excellence of mastery.” Skills
gained through education vary
widely depending upon an extensive
set of circumstances including level
of education, major field of study,
reputation of institution, etc.




SKILL TYPES

People Skills.

Mentoring Negotiating Instructing

Supervising Persuading Speaking
Data Skills.

Synthesizing  Coordinating  Analyzing

Compiling Copying Comparing
Things Skills.

Setting-Up Controlling Operating

Tending Feeding Handling

Figure 2.7

How proficient are you
in each skKill that
you possess?

Nearly every managerial, techni-
cal, or professional job description
lists a variety of skills that the em-
ployer considers important in ac-
complishing the assignment.
Employers tend to cover the water-
front and list every conceivable skill
that would be helpful in completing
the most frequent assignments.
Rarely are all of these skills really
necessary and rarely do employers
attempt to specify the degree of ex-

WE JUST FINISHED
SPENDING SEVENTEEN
OF THE BEST YEARS
OF DUR LIVES IN

cellence required in each skill. Of-
ten these skill listings scare away
career aspirants needlessly.

Lack of acceptable skills is one of
the most common reasons employ-
ers give for rejecting job applicants.
The truth, however, is that values, in-
terests, and personality are the real
factors that cause most employers to
reject candidates.

Skill Acquisition

Skills can be acquired. The required
skills for any career field can be
clearly determined. Any job applicant
who has completed a reasonable de-
gree of homework will know before
going into a job interview whether
there is or is not a skill match.

A carpenter does not apply for a job
as a surgeon, of course, but there are
“shades of grey.” Employers seldom
find perfect skill matches. Applicants
seldom find perfect skill matches.
Compromise by both parties is nec-
essary.

The “Perfect 10” for
a job seldom occurs.

Most skills are derived from educa-
tion, but the level of educational at-
tainment frequently fails to spell out
the specific skills attained. For exam-
ple, a four-year liberal arts education
equips an individual with hundreds of
skills that are directly career relat-
able, yet nowhere in the description
of educational background is the skill
or the level of the skill articulated.

Education is not the only source of
skills. Skills also come from work ex-
perience, from personal life experi-
ences, and from play activities.

Types of Skills
Skills break down into three groups:
» Data
» People
» Things
The Dictionary of Occupational Ti-
tles (U.S. Government Printing Of-
fice) is the first and last word on
relating skills to specific occupations
and jobs. Many of the skills specified
in this book are found in thousands of
job descriptions in all types of organi-

115 A suave
OUR LEARNING IS
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zations that hire people. Each indi-
vidual skill is defined in the D.O.T.

Many employers use a point system
for specifying the skill difficulty level
of the job. Itis not uncommon for this
point system to be used in the more
sophisticated organizations for es-
tablishing salary grades.

Some skills require more technical
competence than others. There is a
hierarchy of skills depending upon
the complexity of the work activity.
The three groups see the skills clas-
sified in a decreasing level of com-
plexity.

{ NEED TO ORGANIZE
MYSELF, COME UP
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The lower the level of skill, the more
the work activity is prescribed. The
higher the level of skill, the greater
the degree of flexibility in the descrip-
tion of the work.

This concept is increasingly impor-
tant. The higher the level of skills that
are held, the fewer the number of po-
sitions which will be available. Spe-
cialization by definition denotes
fewer people doing the work. There
are a lot more assembly line workers
(lower-level jobs) than there are plant
managers (higher-level jobs).

On the other hand, you will find less
competition for higher level jobs. By
definition, there are fewer people ca-
pable of handling the more complex
assignments.

The goal is not simply to
aim at the highest-level
career field. The goal is
to aim at the career field
which best meshes with
your background.

A career position beyond your ca-
pacities is just as lacking in satisfac-
tion as a position below your
capacities. Being over-employed is
not more beneficial to happiness
than being under-employed. Both
cause problems.

Skills Inventory

A skills inventory is an essential ele-
ment in the self-assessment. Ques-
tions like “What do | have to offer?”
and “What new skills do | need?” are
pertinent. A personal skill inventory
requires thought and guidance. Fig-
ure 2.8 aids by identifying the skills
most commonly referenced in de-
scriptions of career fields. The over-
all goal is to find the career field that
optimally coincides with your current
and future capabilities.

An important dimension in both re-
sume preparation and interview
presentation is explaining to a poten-
tial employer your level of proficiency
in certain basic skills. Figure 2.8 out-
lines many of the skills that employ-
ers try to evaluate when evaluating
candidates for professional level po-
sitions. What is your level of exper-
tise for each skill noted? An
enlightening exercise is to carefully
evaluate your abilities by assigning a
letter grade for yourself on each skill.

Values

Values are feelings. Feelings relate
to facts, things, people, and even
broad concepts. What is important in
life? Some people might say family,
friends, love, security, comfort, com-
munity, and leisure. Others might say
career, money, time, education, mar-
riage, etc.

Values help people make choices.
They tend to prioritize the factors in
our lives. They determine the relative
importance of things which impact
upon daily life.

Values Clarification

Value specification and clarification
help people understand themselves
and guide future planning. Values
help other people understand col-
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__ Accomplishing
__ Accounting
_Acquiring

_ Acting

__ Analyzing

__ Assembling
__Building Things
__ Calculating

__ Classifying

__ Competing

__ Compiling

__ Computing

___ Composing

__ Constructing
__ Coordinating
__ Counseling

__ Creating

__ Dealing

__ Decision-Making
__ Demonstrating
__ Designing

__ Dexterity

___ Developing Ideas
__ Directing

__ Discovering

__ Editing

__ Empathy
____Evaluating People
____Evaluating Projects
__ Examining

__ Excelling

Figure 2.8

__ Expediting

__ Fashioning

__ Following Directions
____ Following Orders
__ Foresight
__Implementing
__Informing
__Initiating
__Innovating
__Investing
__Inspiring
__Instructing

__ Leading

__ Lecturing
__Making Things
__ Managing
____Manipulating
__ Merchandising
__ Motivating

__ Muscular
____Number Manipulation
__ Negotiating

___ Operating

__ Organizing

___ Participating
___Persuading

__ Planning
____Physical Handling
__ Predicting

__ Problem Solving
__ Programming

SKILLS INVENTORY FOR PROFESSIONAL POSITIONS

Promoting

Pushing
Questioning
Rapport

Reading

Relating
Researching
Resolving Conflicts
Responding
Representing Others
Reviewing

Selling

Serving Others
Setting-Up
Speaking
Structuring
Synthesizing
Systematizing
Supervising
Talking

Teaching

Testing

Training

Working - Mental
Working - Physical
Working with Ideas
Working with Others
Working with Things
Writing

Visualizing
Verbalizing

leagues and friends by building
meaningful systems of relationships.

There are norightand wrong values
in a free society. Values derive from
the way an individual has been
taught. Values create the ability to
accept certain norms and accepted
standards of personal and group be-
havior.

Defining your values helps you geta
handle on your self-assessment. If
decisions, especially career deci-
sions, are based upon a value sys-
tem, it is clearly important to
elaborate to yourself a definitive
statement of the principles which
guide important decisions in your life.

The holding of certain beliefs influ-
ences your behavioral pattern. Actions
may be explained by recognizing your
value system. You make choices
about how you want to live based upon
your system of values. To make a bet-
ter career decision you need to start by
clarifying the basis upon which your
decisions will be made.

Everyday life situations call for
thought, decision making, and rea-
soned action. Different individuals
find different solutions to identical
problems. Your actions are based on
your beliefs, attitudes, and values.

Attitudes, beliefs, and values im-
pact upon people's decisions and ac-

tions. Some types of careers are in-
compatible with some people's
values, and values help to determine
the relative level of satisfaction a per-
son derives from a career.

Classifying Values

Figure 2.9 identifies an array of val-
ues. Values take on added meaning
when one begins to classify them.
Each item in the list could be placed
on a personal like/dislike continuum
and they could also be ranked in or-
der of importance to you. The list is
certainly not all-inclusive, butitis rep-
resentative of values that many peo-
ple regard as important.
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Rank order your
top ten values.

One way to get a handle on the self-
assessment is to first ask the ques-
tion “How important is (this value) to
me?” A one-line written statement is
an adequate response. By the end of
that brief exercise, you will begin to
see how you make decisions which
are important to career and life con-
cerns.

Values Appreciation

It is not necessarily imperative that
people who share common working
hours and similar types of jobs main-
tain the same value structure. Itis im-
portant, however, that work partners
be tolerant of each other's values.
Otherwise, the ensuing discord could
have major disruptive effects on work
performance.

How well do your values
coincide with others in your
work group?

Success is a main concern in career
planning. Becoming involved in an
unpleasant work situation is not a
sound idea, especially if the situation
can be avoided. Although one em-
ployee might be very tolerant of other

.. AND ATTACK THE JoB
HUNT WITH ALL
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Achievement
Advancement
Adventure
Aesthetics
Affluence
Art

Authority
Autonomy
Avocation
Association
Beauty
Career
Change
Comfort
Commitment
Community
Computers
Creative
Culture
Dependence
Drugs
Education
Esteem
Ethics
Family
Flexibility
Food
Friends
Health
Home
Hobby
Honesty

Figure 2.9

people's viewpoints, other
employees might not be.

An example of this conflict can be
found in the case where a “black/
white mentality” locks horns with a
“laissez-faire mentality.” Each party
believes his or her point of view is the
proper one. Why should you get
boxed into that corner when proper
career planning can help avoid such
unpleasant work situations?

“WORK VALUES — HAPPINESS IS . ..”

~

Location
Love
Marriage
Money
Morality
Music
Objectivity
Pace
Personality
Physical Appearance
Politics
Possessions
Prestige
Pressure
Race Discrimination
Recognition
Religion
Rules
Security

Sex

Social Good
Solitude
Sports
Stability
Status

Study
Subjectivity
Time
Tradition
Travel

Truth
Understanding

Interests

Interests are the things you like or
dislike doing. Interests usually spring
from a person's underlying value set.
People attach more value to things
they like to do and less value to
things they do not like to do.



Values tend to be very stable over a
lifetime, but interests change fre-
quently. The range of interests a per-
son may have is nearly unlimited.
What is enjoyable in one period of life
is not necessarily enjoyable in later
periods of life.

Interests Influence Decisions

Current interests are not concerns
that should be quickly turned off in a
self-assessment because they are
less permanent. What you like to do
in the short-run has a major bearing
on what you are willing to do in the
long-run. Whole careers can change
as interests change.

Your interests may
change over the years.

Interests profoundly influence ca-
reer choice. You want to enjoy the
work you are doing. Meaningful em-
ployment is a major contributor to ca-
reer satisfaction. Interests may be
less profound and esoteric than val-
ues, but they nonetheless influence
which position you are willing to ac-
cept.

Prioritizing Interests

For each of the activities listed in
Figure 2.10, you could assign a high/
low numeral to denote your personal
interest. Some people have a very
wide variety of interests, whereas

WELL, WHAT WouLd ¥
YoU LIKE TO BE
THIS WEEK, CHLGT?

Intelligence

Wealth
Involvement
Welfare
Leadership
Work Ethics
Leisure

Acting

Athletics
Avocations

Being Alone
Being with Others
Challenging Limits
Competing
Controlling
Coordinating
Creating Concepts
Creating Things
Deciding

Figure 2.10

others have a great depth of interest
in only a few activities.

The variable that narrows interests
for most people is time. Time forces
people to pick and choose among a
variety of interests. An individual
might enjoy boating, tennis, and foot-
ball equally well, butdue toonly 2to 3
hours of available playing time each

T THOUGHT
THAT WAS

LAST WEEK

LAST WEEK
WwAs A

INTERESTS

Helping Others
Hobbies
Listenin

day, the person must choose only
one of the activities per day.

Career interests and personal inter-
ests jell frequently. As Mark Twain
suggested, “Why can't a person do
for a living what he would otherwise
do for a summer vacation?” Although
play and work occasionally conflict,

ACTUALLY, T MOVE
AROUND MORE THAN
A MosSQuUITO IN A
NUDIST CAMP.
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they frequently complement each
other as well.

Value laden words like play and
work can force people to do things
they do not like to do. To some peo-
ple, work is play (fun) and play is
work. Interests build upon values.

Career planning means coming to
grips with your interests. One can im-
prove his or her chances for career
satisfaction if there is a logical, rea-
soned relationship between interests
and career. Self-assessment in-
volves determining the degree of
your interests in various activities.

Personal Qualities

Judgments about people influence
employment decisions. These judg-
ments impact career decision mak-
ing. You must assume that
judgments about your personal quali-

...AND BLUFF MY
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ties are reasonable, justified, honest,
and motivated by a desire to see you
succeed in a given career field.

The world is full of cynics. When-
ever decisions about people enter
the realm of subjectivity from the
realm of objectivity, the decision
maker suddenly becomes suspect.

Subjective Factors

Regardless of the many laws de-
signed to protect employees, subjec-
tive factors play a major role in hiring
decisions. One must assume that
there are some valid supportable
bases for using such subjective fac-
tors in employment decisions.
Because subjective factors influ-
ence employment decisions, con-
cern is in order on your career
decision. It would be foolhardy to ig-
nore the fact that personality is a key
variable in the decision of whether to
enter a career in the performing arts
or a career in marketing. Certain per-
sonality types have a better chance
of success in a given career field than
other personality types.

Measuring personality is a very
complicated process. Very expen-
sive and elaborate tests have been
developed to define, describe, and
evaluate personality patterns. It
takes an expert to provide an accu-
rate appraisal of personality vari-
ables.

-
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How do you measure
your personal qualities?

For most career decisions, an in-
depth personality analysis is not nec-
essary. But a realistic understanding
of your personal qualities helps in the
evaluation process.

Personal Descriptors

You should try to evaluate your per-
sonal qualities. Figure 2.11, “Per-
sonal Descriptors,” offers an
excellent aid in assisting you in iden-
tifying the most important variables
to review.

Regardless of the career field,
every interviewer completes some
sort of evaluation form after an inter-
view. Rarely is an employment deci-
sion made without an interview. The
resume and application blank usually
adequately describe your work his-
tory and educational level. The inter-
viewer's role is to describe your skills
and personal qualities.

Time limits the extent of an inter-
view write-up and evaluation. The
majority of interviewers quickly jot
down key words that appear descrip-
tive of the person.



Working with Hands

Working with Mind
Writing

PERSONAL DESCRIPTORS

__ _Able
__Achiever
__ Active
__Adaptable
___Aggressive
_ Alert
__ Aloof
___ Ambitious
__Analytical
__ Animated
__ Articulate
__ Attractive
____ Beautiful
__ Bold
___ Bright
____ Calm
____ Carefree
__ Caring
confident
___ Certain
__ Challenger
____ Cheerful
___ Cleaver
__ Cocky
Dresser
___ Competent
__ Competitive
___ Confident
__ Conforming
____ Conscientious
____ Controlled
__Challenging
___ Cooperative
cated
___ Courteous
___ Creative
__ Decisive
__ Dependable
__ Determined
__ Dignified
__ Disciplined
__ Direct
__ Diplomatic
___ Discreet
___ Do Gooder

Figure 2.11

__ Enthusiastic
__ Expressive
__ Extrovert
__ Fair

__ Flexible

__ Follows Through

__ Follower
___ Forceful
__ Free

__ Friendly
__ Gentle
__ Giving
__Glib

___ Gregarious
____Hard worker
____ Honest
____Honorable
____ Humorous

__Imaginative
__Independent
__ Ingenious
__ Innovative
__Inspiring

__Intellectual
__Intuitive
__Introvert
___Judgmental
____Kind

__ Knowledgeable
___ Leader

__ Lively

__ Logical
_ Loyal

___ Mature
__ Methodical
__ Meticulous
__Non-committal
___ Observant
__ Optimist
___ Organized
__ Organizer
__ Original

____ Practical
__ Pragmatic
___ Precise
____ Progressive
___ Punctual
__ Questioning
__ Quiet
___Rambler
__ Rational
__ Realistic
__ Reasonable
__ Relaxed
___ Reliable
___ Respectful
__ Responsible
__ Secure

___ Selfish

__ Self-

____ Self-reliant
____ Self-starter
____ Sensitive
____ Serious
____Sharp

___Shy

____ Sincere
____Singable
____ Skillful
___ Speaker
____Sociable
__ Soft talker
___ Sophisti-

____ Stable
__ Striver
___ Superficial
____Supervisor
____ Supportive
____ Systematic
__ Tactful
____ Tenacious
__ Tolerant
___Traveler
_ Trustful

Every interviewer fills

out an evaluation form
on you that describes
your personal qualities.

Hopefully, what is written is accu-
rate and valid. Fortunately, you are in
charge, not the interviewer. The im-
pression left in the interviewer's mind
comes directly from you. The inter-
viewer's write-up can be influenced
by you.

Communicating
Personal Qualities

As a serious career planner, you
want the truth written down. Before a
true description can be relayed, you
must have a plan as to what informa-
tion you want to transmit. If garbage
is transmitted, garbage will be written
down and decisions will be made (by
both parties) on invalid information.

You must influence the
employer's evaluation of
your personal qualities.

The personal quality component of
the self-assessment sets the stage.
Even assuming a perfect combina-
tion of education, experience, and
skills, a job offer in a career field is not
assured. An employer's assessment
of personal qualities is a key factor in
the employment decision. Some ex-
perts suggest that this assessment is
90 percent of the decision.

You must have a firm grasp on your
personal qualities. Are your personal
qualities consistent with those of the
majority of people currently in the
profession? How would you know if
you had not assessed your own per-
sonal qualities and knew what infor-
mation to share with an interviewer in
order to obtain a fair and accurate
employment decision?

What personal qualities appear to
be desirable in specific career fields?

Self-Assessment 31



M WORTHLESS/

T DONT THINKK T
HAVE WHAT (T
TAKES T0 bO

ANYTHING

s . \\\\\\\\\\\\\\\\\\

— - SIGH! T . R

4 7

,4///

AN '6\9& QW

s ™ )
s 2

<
NN

~

\J
\\\\"

There is little information about that
available due to the subjective nature
of the topic. It is difficult to find this
data written in books and pamphlets.

Several psychological test publish-
ers and university researchers have
done extensive study in this area.
Analysis of the norm groups of the
tests forms the best single source of
information. The information can be
derived through analyses of the test
results by test professionals.

Are your personal qualities
consistent with others
working in the field?

One other good source is people
who are currently working in the ca-
reer field. For the average person, in-
formational interviewing is probably
the best way to obtain personality

WHO AM [ KIDDING? I'M
NOT WORTH ANYTHING
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profiles. Observation and probing
questions can provide fairly accurate
pictures. But do not base your as-
sumed profile on only one or two in-
formational interviews.

Self-Assessment
Career Action
Projects

Career planning starts with the self-
assessment. The only way for you to
begin a self-assessment is to physi-
cally put words on paper. Everyone
needs some aid in conducting the
analysis. Career projects are de-
signed to provide a logical framework
for thought and action to aid you in
achieving a fair self-assessment.

Career projects offer a means of
dealing with a complex situation. The
career projects build a progressive
story about you. As the story unfolds,
a wealth of information falls out as ifa
novel were developing.

This is not solely a project in self-
analysis. You will find real applicabil-

ity for the results when you later
move into the placement phase of
career planning. The self-
assessment career projects contain
answers to hundreds of interview
questions which you will later face.

The benefit of the career project in
self-assessment is directly propor-
tional to the amount of time, thought,
and effort put into it. The impact that
the efforts have on career planning
is significant. The result is truly
worth the effort expended.

Autobiography

When written in sufficient depth, an
autobiography is one of the most ef-
fective methods of self-assessment.
Unlike the resume, the autobiogra-
phy is not simply a brief summary
which lists events and achieve-
ments; rather it is written in a prose
style as a story. The purpose is to
logically draw out variables that re-
late to an understanding of the self.

Chronological Narrative. The nar-
rative describes all significant events
in your life. It documents all important
episodes where turning-point deci-

__ Enterprising

Figure 2.12

_ Writer

___ Emotional __ Persuasive
__ Youthful

__ Energetic __ Pessimist
_ Zestful
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DONT TAKE ARY PAPER_
EROM THAT NOSTEBCOK,
AMY. THATS CHUG'S

AUTOBIOGRAPHY.

sions occurred. To make certain all
key points receive appropriate atten-
tion and nothing is left out, you should
start by writing the narrative in a his-
torical, chronological sequence of
events placing special emphasis on
key decision points.

Along with the time sequence of
events, the key decision points form
the outline of the biography. These
decision points may be education,
family, personal events, or job re-
lated episodes. This phase of the
autobiography can vary from a mini-
mum of three typed pages to as much
as twenty pages depending upon
your background and the depth of
analysis you wish to pursue.

Itis important to give an explanation
and rationale for the various life tran-
sitional points. This analysis brings
out important value considerations.
These values produce the interest
levels which have great influence on
career satisfaction.

A straight narration of a life se-
quence rarely achieves the overall
objective of self-understanding. Val-
ues, interests, and personal qualities
surface only after a thorough analy-
sis of life decisions. Write down the
rationale for key decisions in the se-
quence of events.

Regrouping. This analysis starts
with a regrouping of the chronologi-
cal events. Rework the analysis un-
der the following headings:

* education
» work experiences
 family background

YEAH, HE'S HOPING THAT BY
WRITING DOWwN HIS LIFE
STORY HE cAN BETTER

» professional/social/civic activi-
ties

The regrouping should be written in
a highly organized but narrative style.
Again, discuss the “why” of each de-
cision made.

The major reason for the regrouping
is to put the results into an organized
framework which later becomes the
basis of the placement phase of career
planning. Your skills and interests be-
gin to form a pattern which makes the
later interview presentation and re-
sume preparation flow into a harmo-
nized communication package.

The education section must not be
simply a listing of events. There must
be an explanation of the rationales for
your educational decisions and then
an evaluation of those decisions after
the training was completed. Try to
cover such points as grades, choice of
educational institution, majors,
courses, faculty, etc. Cover the deci-

sions that you had the option of mak-
ing.

Your previous work experience in-
cludes full-time, part-time, and sum-
mer experiences. Your attitude toward
work says much about your work ethic
and career value structure. Discuss
both good and bad experiences.

Try to show how each work activity
benefitted you. Describe your duties
and responsibilities in great depth by
analyzing typical days, weeks, and
months. Discuss the relationships
you had with supervisors, peers, and
subordinates. Highlight key points of
advancement and responsibilities
given and/or taken. No job was too
insignificant to cover in this analysis.

The reason for covering personal
events and social/professional/civic
activities is to draw a value and interest
profile. Your flexibility of choice was
probably greater in these activities
than in any work or educational en-

» Work History
* Personal Events

/

Personal
VIPS

Figure 2.13

¢ Social/Professional Activities

BALANCING SKILLS

Job
Requirements

33
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deavor. How did these choices dif-
fer? Why did you elect these
activities? How did family back-
ground influence these independent
choices?

Why did you make the
decisions that most
impacted your life?

Your family and social background
activities have equipped you with
certain skills that education and work
could never have provided. What
have you learned from these situa-
tions? Would you consider what you
have learned to be valuable skills?
Are the skills applicable to work envi-
ronments?

The regrouping of the chronological
autobiographical narrative provides
new insights for your decision mak-
ing. Why did you make certain deci-
sions? Would you make the same
decisions again? These insights be-
gin to bring out your basic value sys-
tem, your interests, and your
personal qualities. You will draw
upon these insights in your employ-
ment interviews and resume prepa-
ration.

Autobiography Action Project.
Provide at least one typewritten page
each for work experience, education,
family background, and civic/profes-
sional/social activities. Try to have at
least one single-spaced, typewritten

WAIT A MINUTE, RALPH,
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page for each of these four catego-
ries.

The autobiography, written in the
two different formats, will serve as
the basis for future career planning
decisions.

Skill Identification

This project is designated to assist
you in identifying your skills, the de-
gree of competence you possess in
those skills, and ways to illustrate
that you have the skills.

Job descriptions describe a basic
set of qualifications required to do a
job. There is occasionally another set
of qualifications which are preferred
but are not required. Qualifications
may be specified in terms of educa-
tion or prior work experience.

What an employer is really seeking
is a set of skills. Education and expe-
rience frequently serve to develop
those skills. However, skills can be
developed in a variety of ways. The
means by which skills have been ac-
quired are not always evident in a for-
mal listing of a person's background
experiences and schooling.

Fewer than half of all
college graduates earn
degrees in fields directly
related to a specific
managerial, technical,
or professional position.

Thousands of liberal arts graduates
are hired for those positions each
year. Sometimes employers have to
be taught that certain educational
and work experiences produce di-
rectly relatable job skills. Common
impressions can be misleading.

It behooves you, then, to know what
skills you have and what levels of
competence you possess. Don't as-
sume that employers know which
education class and work experience
fostered basic skills.

Identification. Skills can be identi-
fied. Figure 2.8 gives an inventory of
the skills which are most widely re-
quested of individuals seeking
managerial, technical, and profes-
sional positions. Many of these skills
are developed by means other than



formal education and/or formal work
experience.

Read each skill noted in Figure 2.8.
Make a list of those that you feel you
possess. Leave room beside each
skill on your list to make a note of your
level of competence and how you ob-
tained the skill.

Competence. Using your list of
skills, give yourself a letter grade of
“A” through “C.” Try to force your rat-
ings into a normal distribution of
grades (A = Excellent; B = Above Av-
erage; C = Good/acceptable). You
probably will not give yourself any
“D”s or “F”s since you will have elimi-
nated those when you identified your
skills.

Source. As you grade yourself,
make some brief comments about
each skill. Write three or four sen-
tences about how you obtained the
skill. Identify the method you em-
ployed to acquire and improve the
skill. Be specific. Make references to
specific sources and circumstances,
such as courses, jobs, and formal
and informal activities.

Examples. You now have a good
idea of your various skills and the lev-
els of your competence in them. Your
thoughts now need to be organizedin
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a manner that can be readily utilized
in career planning. You need to be
able to recite your most desirable
Skills quickly and in a confident, sup-
porting manner.

Figure 2.8 lists skills in alphabetical
order. However, you need to deal pri-
marily with your “A” and “B” compe-
tence levels of skills.

Rank your twelve best skills. For-
get about whether or not they are job-
related. The job-related aspect be-
comes relevant only after the self-
assessment and exploration phases.
You will pull ideas together and make
compromises later.

Skill Career Action Project. Select
any four of your twelve best skills.
Write each skill name at the top of a
separate sheet of paper along with
your competency rating in that skill.
Write one single-spaced, typewritten
page of analysis for each skill. As-
sume that you are explaining to an in-
terviewer how you acquired the skill.

Explain how you acquired the skill
and how you assess your level of
competence. Itis best to provide sup-
port for your level of competence rat-
ing by giving an example.

Your skills might have been devel-
oped through participation in a class

e,

SURE! TVE. GOT PLENTY OF TIME To HELP
YoU ASSESS ALL OF YOUR STRENGTHS, kip... MY
BUS DOESNT COME. FoR. ANOTHER TWo MINUTES,

project, a term paper, a laboratory
assignment, a tutorial activity, cul-
tural experiences, social organiza-
tions, family activities, civic
responsibilities, work experience,
etc. Pull out some mini-experiences.
Explain the circumstances. Show
how the skill was used.

Ideally, your highest-rated skills
and those required for an occupation
should relate exactly. In our imper-
fect world this rarely happens, how-
ever. Employers never find the “ideal
candidate,” and you rarely find the
“ideal career.” Compromises are
made by both parties. There are usu-
ally some reasonably close matches.

The “resume” and “job description”
do afair job of initial selection. The in-
terview process does the fine tuning
that fits the pieces together. It is not
unusual for a job candidate to have
every skill needed and yet not get the
job. Why? It could be that the skill has
not been communicated to the em-
ployer by the candidate.

The employer assumes the skills
are missing unless shown other-
wise. This project has you list these
skills so that you can make effective
use of them in subsequent job inter-
views.

Values Clarification

Over a period of many years, you
develop a unique way of thinking. A
personal philosophy appears to de-
velop and mature during the teen and
college years. It evolves from family,
religious, social, and cultural rela-
tionships and environments. You
take these philosophical frames of
mind to your work settings.

It is not necessarily imperative that
the people with whom you share your
working hours maintain the same
value structure. It is important, how-
ever, that you and your work partners
be tolerant of each other's values be-
cause intolerance can lead to discord
which has major disruptive effects on
work performance. Such a setting is
not healthy for success.

Since success is one of your main
concerns, it makes sense to analyze
exactly where you stand. You may be
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quite tolerant of others' viewpoints,
but employees presently working
with a potential employer may not be
as tolerant. A “nuts and bolts” type of
person can run at odds with a
“thinker” or “dreamer.”

This means that you must first de-
velop a high level of awareness of
your own value structure. Others are
not likely to be in as good a position to
assess your capacity to fit in with the
environment. By knowing where you
are coming from values-wise, you
are much better prepared to chart the
lay-of-the-land when you test the po-
tential work setting.

The most difficult aspect of value
analysis is assessing the potential
work environment. What is needed is
an assessment of the “personal feel-
ing” you get when you approach the
work setting. Do you feel comfortable
with the people for whom you work?
Are your attitudes in a no-conflict
situation with your peers?

In the abstract, there is no way to
analyze the values and philosophies
of one work setting. It must be done
with a personal visit and/or a tempo-
rary work situation. This testing of the
work setting is most frequently possi-
ble in cooperative education, intern-
ship, summer, and part-time
employment circumstances.

Figure 2.9 gives you a series of
work values. What is your basic phi-
losophy toward work? What attitude
will others perceive that you are
bringing to the work situation? You
must know where you stand if you de-

YOU'VE HAD YEARS AND

YEARS OF TRAINING LEADIAYG
UP TO THIS VERY POINT
IN LIFE WHERE You CAN
FINALLY BRANCH OUT
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Com-
promise

Aloof

Aristocratic
Bureaucratic
Click-your-heels
Creative
Cut-throat
Developmental
Free-wheeling
Hierarchical
Figure 2.14

sire to achieve any high level of
career success and happiness.

Identifying Values. How do the
work values in Figure 2.9 affect you?
First, read through the entire list of
values in Figure 2.9. Try to discern
how each word affects you. Go back
to the top of the list and begin to
quantify your feelings through use of
a “like-dislike” scale. Using the scale
below, place a numeral beside each
value label.

1 = Extremely important to me
2 = Important to me

3 = Of some concern to me

4 = Not important

Regrouping. Now list all of your 1-
rated work values on one sheet of pa-
per, all of your 2-rated values on an-
other, and so on until you have four
separate lists. Search for common
denominators in each category. Dis-
cuss the similarities in each like-rated
group of work values. Limiting your-
self to one page for each of the four
groups, analyze what you have un-
covered. Are your values consistent
within and between groups?

Conclusion. Discuss your ideal
work setting. Go into specific values
which you feel your colleagues must

CORPORATE CULTURES VARY

Intense
Ivory Towerist
Laissez-faire

have in common with you. Does your
analysis suggest any special probing
that you should do when you ap-
proach a new work setting? How
comfortable do you feel knowing that
you have a certain value set?
Values Career Action Project.
Prepare a one-page, single-spaced,
typewritten statement for each of
your four work value groups. ldentify
each group and give a brief state-
ment showing the origin of each
group of values. Explain why they are
important to you and how they will im-
pact upon your career decisions.

Interest Inventory

Most colleges and high schools
have a departmentthat administers a
variety of career-related tests and in-
ventories. These inventories and
tests are very useful in helping you
gain a better understanding of your-
self.

Psychological tests are not the
panacea that will show you exactly
which career field is right for you.
They are simply very valid and reli-
able guides which greatly aid in help-
ing people make more prudent
decisions.

Interest inventories are very popu-
lar among career counselors. They



offer some specific content relevant
to career questions. These invento-
ries are not tests of aptitude. They in-
dicate only the extent of similarities
between a person's interests and
those of people who are successfully
employed in specific occupational
groups.

One popular inventory used by pro-
fessional career counselors is the
Strong-Campbell Interest Inventory.
The output reports are largely self-
interpretable, so the feedback of re-
sults is well facilitated. They require
little time of the counselor except for
the integration of the results into the
overall self-assessment.

The Self-Directed Search (S.D.S.)
is another interest-related career
counseling tool based on Dr. John L.
Holland's theory of personality types
and environment models. It is self-
scored and self-interpretable with a
reasonable level of professional in-
struction.

The use of these interest invento-
ries leads to a systematic exploration
of various career fields. The results
tell you which career group has inter-
ests similar to yours. It then leaves
the follow-up career exploration to
you.

There really is no good substitute
for taking an interest inventory. Make
arrangements to take one or all of
these inventories. Most university
counseling services can provide an
interest inventory for you. There is of-
ten a charge for this service.

Analysis. After the results are
available, meet with a professional
career counselor and examine the
results. Take notes. You may not get
to keep the test. Write down all sug-
gestions given. Record recommen-
dations. Request whatever written
material is available to you.

The career counselor offers one
opinion only. It is usually very accu-
rate in terms of the reporting of the
testresults. The action to be taken as
the result of the output is subjective.
When you have all the facts, you are
the decision maker. Good counsel-
ors will suggest avenues for you to
explore further. They will not give you

Sink or Swim
Supportive
Team-oriented
Technocratic

-

INTEREST INVENTORY ANALYSIS OUTLINE

Figure 2.15

too many concrete answers to your
career questions.

Interest Career Action Project.
You have the data. Now you must
analyze it. Write an analysis of the re-
sults using the basic outline in Figure
2.15 in three to five single-spaced,
typewritten pages.

The interest inventory provides ad-
ditional pieces of information for the
self-assessment. The interest infor-
mation must be integrated with skills,
values, interests, and personal quali-
ties before conclusions are drawn.
The interest inventory is an aid for
follow-up and investigation, but it
must not be the only piece of informa-
tion you use for career decision mak-

ing.

Personal Descriptors

Judgments about a person are
made quickly, often in only part of a
thirty-minute interview. After an inter-
view, what descriptors would a re-
cruiter use to communicate your
potential to his or her boss?

Descriptors are personal qualities.
Whether for a new job, advance-
ment, or performance appraisal, peo-
ple are reviewed by others. A written
description is usually made.

Successful job performance is more
than education, experience, and
skills. Motivational characteristics
are just as important. Personal qual-
ity assessment is a beginning step in
an evaluation of motivation. Will you,
given your skills, actually perform up
to your highest potential?

What will be written about you?
How can you be sure that it is accu-
rate? You must project a true image if
you expect an accurate assessment.

It is impossible to cue your evalua-
tor if you do not have a plan yourself.
An evaluator gets information from
you. Do you have an accurate image
of yourself? How can you relay this
information?

Be honest with yourself. An accu-
rate description is essential.

Identify Descriptors. The list of
descriptive words given in Figure
2.11 is often used by counselors,
teachers, employers, and others in
describing people they must evalu-
ate. The descriptors are used by peo-
ple who have not seen you but who
must make decisions about you.
These decisions might relate to hir-
ing, promoting, developing, or firing
you.

Use the listin Figure 2.11 to identify
the descriptive words that most
nearly could communicate your per-
sonal qualities to other people. Place
a number from 1 to 4 beside each de-
scriptor, depending upon how well it
describes you (1 = strongly de-
scribes; 2 = moderately describes; 3
= weak descriptor; 4 = false descrip-
tor). Carefully evaluate every word
as you process through the list.

There are about 150 descriptors
and four classifications. Try to force
your numbering into equal group-
ings. Use about 40 ones, 40 twos,
etc., but it is not necessary for the
groups to be exactly equal.
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Listing. You should have 30 to 40
ones. Personal qualities are not fac-
tors that can easily be ranked from
high to low. You either perceive of
yourself as having the quality or as
not having that quality. This is not to
say that other people's perceptions of
your qualities are identical to your
own perceptions.

List the descriptors which you have
identified as strongly descriptive. List
those that you have identified as
moderately descriptive. Before you
finally type the two lists, jocky the lists
back and forth if necessary.

This project is designed to help you
prepare an accurate picture based
upon your own perceptions of your-
self. To add strength and validity to
your personal analysis, you are
asked to support your conclusions
with concrete examples. An interest-
ing variation of this project is to ask a

SO WITH ALL THAT
TRAINING, WHY DO
{ FEEL UKE | DONT
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close friend or relative to make the
same evaluation about you.

Communicating. 1t is relatively
easy to identify the factors that you
feel best describe you to others.
Communicating an impression that
you want others to draw from your
conversations and their observation
of you is more difficult, however.

How do you get another person
(who often may not know you at all) to
identify the same personal qualities
that you selected in your listings?
You would look foolish parroting out
“Boy Scout” attributes about yourself.
Who would believe you? Why should
they believe you?

Communicate your qualities via ex-
amples. What instances in your life
reveal specific attributes? One or two
situations or stories about episodes
in your life might communicate a
number of different personal quali-
ties.

Pick the two personal qualities
which you value most highly. Think
about situations in your life which
have portrayed those qualities in you.
For example, look at “honest.” Tell
about the time you returned ten dol-
lars to a supermarket after discover-
ing you were given too much change
when you got home from shopping.
Describe that entire sequence of
events.

In other words, tell true stories
about your life. Describe those sto-
ries in such a way that another per-
son quickly sees the quality you have
identified without your coming right

out and saying that you consider that
to be your most important quality.
Write each story in about 4 to 5 type-
written paragraphs.

Expanding. After describing two
different situations, go back and see
if they describe other personal quali-
ties you possess. Using each of the
stories, write down any other de-
scriptors that you feel the stories il-
lustrate.

It is possible to develop four or five
brief episodes from your life experi-
ences that reveal the qualities which
you want an evaluator to conclude.

Descriptors Career Action Pro-
ject. On the top half of a single sheet
of paper, type the forty descriptors
which you feel best illustrate your
traits in rank order. Draw a line mid-
way through the page and type the
next forty best descriptors (in rank or-
der) on the lower half of the page.
Look over this list of eighty qualities
and begin thinking how, in an inter-
view, you might use personal events
that happened in your life to describe
these personal traits to a recruiter.

Your next step in this action project
is to type three more single-spaced
pages that use “stories” or anecdotes
that happened in your life which re-
veal qualities that you possess. Each
page should have a different story of
four to six single-spaced paragraphs.
You should draw the stories from
your classroom experiences, extra-
curricular activities, home life, work
background, or other episodes in
your life.



As you type these stories, leave a
two-inch margin on the left side of the
page. After you finish typing each
story, re-read them to see which
qualities (chosen from the first page)
that you feel the stories illustrate. In
the two-inch left margin of the three
stories, go back and type in the per-
sonal descriptors which you feel
each paragraph illustrates.

You will find this project to be an ex-
cellent item to review just prior to
each interview which you take.

Summary

The self-assessment is clearly a
multifaced project. It takes time. It
takes perseverance. It is hard work,
and there are no shortcuts. Doing the
self-analysis is critical to making a
sound career decision with positive
long-term benefits.

The summation of this involved ef-
fort is a clear statement of self-
understanding. A sound, well
thought-out self-analysis is the best
prescription for a happy working life.

A self-assessment plan integrates
education, experiences, skills, val-
ues, interests, and personal quali-
ties.

One-third of your career planning
model is now complete. The next
phase is an exploration of potential
career alternatives based upon the
results of the self-assessment.

Self-Assessment
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he job hunter asks: What's

available? The employer

asks: What job do you want?

It is like the classic chicken
and egg confrontation which always
results in an impasse.

Either you or the employer must
compromise.

The issue goes much deeper. You
do not want just any job. In reality,
you are not willing to let an employer
pick a career for you. Most job hunt-
ers have some idea of what they
want. The purpose of playing coy is to
get the employer to “show his hand”
so that a broader selection is avail-
able.

Your career goal is to
obtain the perfect job
that satisfies your
broader goals in life.

Few employers will display an array
of jobs and say “take your pick.” They
have too much at stake. A poor
placement is expensive to the em-
ployer.

A successful placement implies that
the applicant really wants the job and
is willing to work hard to be success-
ful. The employer seeks some indica-
tion of motivation. The best evidence
of motivation is a candidate's under-
standing of his/her capabilities and

CAREER EXPLORATION:
Process — Realities — Markets

the knowledge of how to apply that
understanding to a specific job.

You must set a goal and then pre-
pare a convincing story that forces
the employer to believe that you are
motivated to succeed on the initial job
as well as in broader goals later in
your career.

An employer's open invitation to in-
terview invites too many unqualified
and improperly motivated candidates
to apply for a job. The selection pro-
cess can then become extremely te-
dious for the employer.

Employers improve the selection
process by directing some of the re-
sponsibility back onto the job seeker.
Forcing the job seeker to sort out
things first enhances the quality of
the selection process.

A job seeker without goals is lost.
Employers will not set goals for you.
To get around this, some job seekers
tell white lies. They express goals of
anything and everything. A trained
recruiter sees through that facade
quickly with only five minutes of
questions.

You must set your goals first.

Goals range from broad life expec-
tations to specific job titles. Specific
job titles are necessary at the time of
the job interview. There may be sev-
eral slightly different job titles of inter-
est to you, but they must have a
common thread tying them together.

You must set your
goals first. Without
goals you are lost.

In most cases, people who seek ca-
reers in managerial, technical, or
professional types of jobs require
some level of college education.
Most managerial, technical, or pro-
fessional assignments imply a com-
mitment to a career.

There are “levels of responsibility”
within a given career field which
means that you may specify a job title
on a continuum from entry level to top
levels.

The career planning concept de-
mands that you set specific goals.
The responsibility for setting entry,
intermediate, and long-term goals
cannot be left to the employer. Em-
ployers will not accept that responsi-
bility and you should never give it up.

Exploring the
World of Work

Specific job decisions must eventu-
ally be made. Decisions require
choices. Career options must be de-
veloped. Developing these options is
what career exploration is all about.
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Career exploration is a
process of accumulating
information about the world
of work.

Career exploration is collecting data
about types of opportunities in mana-
gerial, technical, and professional
career fields.

Your goal is to create the highest
possible level of career awareness.
The only constraints on this activity
are your time, money, and interest. A

WHAT AM | SAYING?
OF COURSE | KNows
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wealth of career information is
available.

Systematic Process

It often takes some digging to col-
lect career information even when
you know exactly what type of infor-
mation you seek. Because of this, a
consistent methodology needs to be
developed.

A system is needed for collecting,
processing, and evaluating the in-
formation. Not all bits of the re-
search effort will be of significant
value. In fact, some of the data will

be largely worthless. Some career
information sources have greater
credibility than others, and just be-
cause itis published does not mean
it is accurate.

Develop a systematic
process for collecting the
information you need to
make the best possible job
for you. Use this process
forever.

Collecting. The first phase of col-
lecting may well begin before college
and continue throughout your life-
time. A specific time, however, needs
to be set aside to do some stock-
taking.

Your motivation and career interest
levels usually peak when you find
yourself seeking employment. The
systematic collecting should begin
each time you approach this decision
point.

The key to systematic exploration is
writing the information in a form that
can be processed. Information flows
from a variety of sources and in vary-
ing quantity, quality, and format. The
data should be cleaned, filtered, and
arranged to achieve a logical organi-
zation.

Evaluating. The purpose of the
evaluation is to make some deci-

Use/Discar

Figure 3.1

SYSTEMATIC EXPLORATION
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sion using the collected data. The
evaluation represents an integration
of hundreds of variables from both
the self-assessment and the explora-
tion.

Integrating. Most individuals face
important compromises during this
integrating process. Some refuse to
compromise between reality and fan-
tasy. Others restart the career infor-
mation collection process as they
reject the career field. Still others go
through the self-assessment process
again.

Deciding. In the end, some type of
decision filters out. The decision be-
comes the career objective state-
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ment on a resume. After the career
objective statement, focus centers
on several appropriate assignments.
The placement action is close to be-
ing utilized, but there still may be fur-
ther specification and clarification of
career interest. The clarifications
continue throughout the placement
process.

The career planning process (as-
sessment—exploration—place-
ment) occurs over time. The process
can be condensed into four weeks or
expanded into four years. Logic sug-
gests that the longer the time, the
better the refinement and integration
with reality.

WouLD YoU MIND (F I OBSERVED? Tm

INTERESTED

N A CAREER As A BUTCHER

The resume career
objective statement
emerges from a
systematic exploration
of career information facts.

You may collect data as specific as
a job in a given organization or as
general as a broad definition. The
goal of systematic exploration is to
create a high level of awareness
about many different career alterna-
tives. Involve yourself in an in-depth
investigation into a given career op-
tion. This process can be repeated
with other career options.

People collect career information
all the time. Even through simple ob-
servation of a medical center televi-
sion program, for example,
information is collected. Every day
people are observed in action in vari-
ous occupations, and that informa-
tion is mentally processed.

Unfortunately, not all information
which is processed is accurate. Inex-
act information can be worse than no
information if career decisions are
based upon it.

Career information exists in many
places in several forms. Career infor-
mation presents problems when it is
not displayed in a logical format. Bits
and pieces here and there seldom
add up to sound data unless they are
recorded on paper in a usable form.
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The data must be summed up in a
manner that can aid in the clarifica-
tion of career objectives.

Relevant Data

Collecting information by a sys-
tematic approach expedites the
process. The scheme depicted in
Figure 3.2 can be helpful in sorting
outrelevant from irrelevantinforma-
tion. Searching for specific data on
a given career field permits you to
scan a much greater volume of in-
formation about the career field in
which you have an interest. In con-
trast, taking a look at all of the ca-
reer possibilities often confuses
people because of the massive
amount of information available.

Titles. The Dictionary of Occupa-
tional Titles (DOT), published by the
U.S. Government Printing Office,
lists over 20,000 job titles. Different ti-
tles can relate to similar duties, be-

| STUDIED HARD!
| LEARNED MY
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cause titles and descriptions are not
universally accepted.

For example, the job titles of finan-
cial analyst, budget specialist, cost
accountant, and credit analyst could
all have the same descriptions of du-
ties. Job titles are often not very de-
scriptive so you should not rely on
titles alone.

Descriptions. Job descriptions
give a summary of the job and list
various duties and responsibilities. A
job description indicates what the job
is and how the employer does it. It
also gives various reporting relation-
ships which can be helpful in observ-
ing upward mobility.

Career Paths. When assessing ca-
reer information, you want to investi-
gate the chances and routes for
upward mobility. Some jobs lend
themselves to mobility more than
others.

The need for advancement is more
important to some people than oth-
ers. For some professionals, such as
lawyers, veterinarians, and doctors,
advancementis almost defined out of
the job. In contrast, people in busi-
ness management continue to strive
for promotions.

Training Possibilities. Jobs vary
in their provisions for training. Some
offer formal, sophisticated training
programs; others are mostly on the
job. For individuals desiring training
opportunities, this type of career in-
formation is often important.

Outlook. The number of people
needed in various occupations and

COME. ON, TENNY.
WERE LATE FOR

AN
IR

specific jobs is an important factor to
evaluate.

For example, there are very few
astronomers and many teachers,
so landing a teaching job may be
somewhat easier than finding work
as an astronomer. The supply/de-
mand ratio is another factor related
to career outlook that needs
evaluation.

Sources of Information

People and publications provide
the basic sources of career infor-
mation. People in occupations and
career positions serve as role mod-
els to which potential aspirants
might relate.

Most career knowledge comes
from observing people in their day-
to-day lifestyles. But appearances
can be deceiving, so observation
should not be the only source of ca-
reer information.

CAREER PROFILE \

Title(s):
Description:

Duties:
Responsibilities:
Qualifications:
Outlook:

Training:
Advancement Path:

Figure 3.2
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Figure 3.3

Publications can also be poor be-
cause many times people write
books without the best of resources.
Your best plan is to use both people
and publications and then personally
integrate the information.

People. Interviewing people in se-
lected career fields provides a “real
world” appreciation of the duties and
responsibilities within the fields. One
or two opinions in a field, however,
can be misleading, because practi-
tioners are often biased. It takes care
to see through the enthusiasm and
pride to glean out the negatives as
well as the positives.

Perhaps the one best way to learn
about an occupation is to work with
people in the field as a sub-
professional through a cooperative
education or professional practice
program. A ten- to fifteen-week work
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experience usually permits one to
see most aspects of the field. The
trend toward using these experiential
types of programs in educational pro-
grams appears to be growing.

Publications. You may not be for-
tunate enough to have the opportu-
nity to observe, act, and react with
people in careers in which you have
an interest. If that is the case, you will
have to turn to written documents.

Publications are often superior to
personal interaction because the in-
formation is more broad-based. Most
publications are written after taking
observations from large numbers of
people in the occupation.

Public and university libraries con-
tain hundreds of books on many dif-
ferent career fields. The card catalog
is the place to start.

AN

Most professional associations
publish books, booklets, and pam-
phlets about careers. Although librar-
ies contain some of these, it is
appropriate to write to associations
directly. Many college placement of-
fices maintain supplies of such mate-
rials to give away.

The U.S. Government also prints
similar types of information which are
available in libraries, college place-
ment offices, or from the Govern-
ment Printing Office.

Many large employers of college
graduates, whether business, gov-
ernment, or education, publish bro-
chures that describe career
opportunities for college graduates
with their organizations. Although
you sometimes must read through
the sales pitch, these brochures of-
ten give the most up-to-date descrip-
tions of career fields.

The brochures are available from
college placement offices and by
writing to organizations directly.

The Handbook. The most useful of
the government publications which
you should review is the Occupa-
tional Outlook Handbook for College
Graduates, which is published peri-
odically. It gives a brief description
and the current outlook for nearly
every position sought by college
graduates. It is excellent for labor
market re-entrants and career-
changers as well. It provides the fol-
lowing information on every occupa-
tion listed.

The “Nature of the Work” section in-
troduces you to the career field. It
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provides a brief description of the du-
ties, assignments, and day-to-day
work activities of people in the career
field. The description helps to provide
a view of the scope of the field. It fre-
quently correlates the work to related
occupations and gives an expanded
list of job titles.

Many occupations are performed
only in selected parts of the nation. In
many occupations, different areas of
the country impact upon the nature of
the work. Where applicable, the
“Places of Employment” section
gives the size of the work force by re-
gions of the country.

The “Qualifications” section (includ-
ing training, other qualifications, and
advancement) is similar to the re-
quirements section of an employer's
job description. It lists the skills nec-
essary to do the job. Such items as
physical requirements, educational
degrees, advanced training, specific
courses, licensing requirements, and
so forth, are given. Personal qualities

OH, | KNOW | HAVE
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of people in the field occasionally are
specified.

The “Employment Outlook” section
gives information on the supply and
demand variables with a rationale for
determining your employment
chances. This section discusses
growth as well as replacements
needed in the foreseeable future. It
covers the areas of the career field
where special skills may be advanta-
geous in improving the likelihood of
employment.

The “Earnings and Working Condi-
tions” section gives an indication of
beginning rates usually paid to new
entrants into the occupation. There
are often benchmark averages given
at midpoints and high ends of the sal-
ary ranges. Where applicable, it often
gives the average salary of the com-
parable position of experienced peo-
ple working for the federal
government.

In many career fields there are pro-
fessional associations that offer addi-
tional career literature. The “Sources
of Additional Information” section re-
fers you to additional booklets and
pamphlets available from these as-
sociations as well as from the gov-
ernment. It provides addresses of
specific organizations to contact.

The Occupational Outlook Hand-
book is the best and most resourceful
publication available for initial explo-
ration of a career field. There are
many other excellent sources of in-
formation, but few sources rival the
Handbook for preliminary data. Most
of the other sources will expand and

help build depth of understanding
about a given career field.

One caution must be advised. Do
not base your career decision solely
on this source of information. The
one- to three-page description for
each occupation is inadequate to use
alone.

The primary value of the Handbook
is that it helps to identify specific ca-
reer fields which might be of interest
to you. As a follow-up investigative
approach, use people and other pub-
lications to provide the in-depth detail
required for decision-making pur-
poses.

Job Market Realities

No career counselor would suggest
that you should canvass the job mar-
ket, discover the field with the great-
est number of current job openings,
and then create a background to in-
sure that you can get a job in that
field. On the other hand, few counsel-
ors would recommend that you close
your eyes to job market realities.

The job market
forecast often influences
career decisions.

A rational career decision recog-
nizes the labor market. Projecting the
supply of labor market entrants is
nearly an impossible job. Forecast-
ing the number of jobs available in




any field during a specific period of
time is a very imprecise science.

There is no known way at this time
to produce a reasonable supply- de-
mand balance in a free society. Free
market principles apply to labor as
well as products. Rapid technology
changes and society needs make job
market planning nearly impossible.

The job outlook by occupation is
one of the variables that you must
factor into a career decision. The job
outlook, however, must not be the
overriding variable. There are jobs
available in almost every field. How-
ever, the time that you take to identify
openings and then convince an em-
ployer to hire you may not be propor-
tionate to the level of your interest in
the job.

Supply/Demand Relationships

The relationship between “supply”
of job candidates and “demand” for
them necessarily influences career
decisions. No prudent individual per-
mits supply-demand relationships to
dictate a career choice; yet, the pru-
dent person cannot afford to stand
naive to the complex and uncertain
characteristics of supply and de-
mand factors generated by changing
market conditions.

The analysis of the marketplace be-
comes part of the career planning
process.

Demand. The demand side of the
equation is largely influenced by eco-
nomic factors. This is true whether
jobs are in the private or public sector
of the economy. The public sector

must rely on revenues which come
from taxing individuals and corpora-
tions. Tax revenues decline in peri-
ods of slow or no growth in the
economy.

Although the nation has had a full-
employment law for several dec-
ades, unemployment still rises rap-
idly during recessions. The numbers
of professional, technical, and mana-
gerial jobs do not increase during re-
cessions, and that has a negative
influence on job availability during
those periods.

Given the imprecise ability to pre-
dict the state of the economy in the
short run, it is nearly impossible to
forecast the number of new jobs be-
ing created during any immediate
(within 18 months) period of time.
Over a longer time period (3 to 5

years), economic planners hold a
better forecasting record.

In essence, the economists level-
out the cyclical nature of the econ-
omy over longer periods of time.
Therefore, itis possible to better fore-
cast long-range demand variables
and estimate the number of new jobs
to be created within a three or more
year timeframe.

The number of people in an occupa-
tional group depends to a large ex-
tent on the demand by others for their
services. Some occupations will thus
be in growth periods, in terms of new
entrants to the field, while others may
be declining.

The general economic level could
be booming while employment is de-

clining in occupations for which the
need for the employee's services is
declining.

Changes in industrial growth rates
also affect the availability of jobs in
certain occupations. Many occupa-
tions are directly related to certain in-
dustries. For example, a major
decline in automobile manufacturing
is sure to negatively influence the de-
mand for mechanical engineers be-
cause a high percentage of them
work in that industry.

SORRY, WE HAWEN'T

Growth rates in
various occupations
are influenced by
related industries’
economic outlook.

The selection of an occupational
field is closely related to the selection
of an industry in which one plans to
work.

Using information on the demand
for goods and services, advances in
technology, changes in business
practices, and other factors, govern-
ment economists can estimate the
number of workers who will be em-
ployed in an occupation if present
trends continue. Such estimates are
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based upon some realistic assump-
tions about world stability, economic
conditions, social value stability, gov-
ernment policies, etc.

In the aggregate, the U.S. Depart-
ment of Labor can fairly accurately
estimate the increase in the number
of positions available in the manage-
rial, technical, and professional
fields. These projections are based
on the number of people currently in
occupations, expected retirements
and deaths, and the upgrading of
lower-level positions. Replacements
and upgrading are fairly predictable.

...BUT 'YE ALSO GOTTEN
SOME TOP LEVEL
TRAINING...
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The difficulty arises in forecasting the
economy, the stability of which is the
underlying assumption for manpower
projections. The estimate for growth in
a particular occupation can thus vary
considerably in any given year.

On the demand side, growth in jobs
created is one of the variables econo-
mists consider. Retirements, deaths,
and other labor-market-exit reasons
such as ilness, return to school, child
rearing, etc., all enter into the analy-
sis of the availability of job openings.
Based upon time-tested statistical
methods, census data, and labor
market surveys of major employers,
the availability of openings can rea-
sonably be estimated.

A sophisticated set of techniques
aid economists in determining the
“demand for people” side of the
equation. To the extent that the un-
derlying assumptions do not change,
projections can be reasonably esti-
mated and they normally fall within a
predicted range of error.

Supply. The supply of candidates
entering a given occupation is more
accurately predictable. Most profes-
sional, technical, and managerial as-
signments require a college degree,
advanced training, or special skill de-
velopment. The U.S. Department of

Education regularly collects informa-
tion on enrollments in various types
of educational institutions and they
have done this for many years.

Over time the Department has a
reasonable idea of the number of
trained people who never enter the
occupation for which they trained,
those who leave the occupation, and
those who are otherwise not avail-
able. Because most occupations re-
quire several years of training and
individuals often specify their inten-
tions upon entering the program,
there is a reasonable estimate of the
newly trained entrants.

-
Job applicant supply
forecasts are reasonably
accurately estimatable.

Colleges produce the largest
number of new entrants into an occu-
pation each year. By factoring in a
reasonable estimate for returning en-
trants who have temporarily left the
occupation to raise families, to obtain
additional schooling, due to illness,
etc., a reasonable estimate of supply
is possible.

Consensus. During the next dec-
ade, most experts are forecasting a
reasonable balance in the supply of
candidates and demand for their
services. This is in contrast to the
situation in the Seventies and Eight-
ies where there were often more jobs
than available candidates.

In occupations which require a col-
lege degree for entry, any imbalance
in supply and demand is usually felt
by graduating college students.

The supply of applicants
for professional jobs will be
in near balance with the
demand for them in the
next few years.

Older, more experienced and ma-
ture entrants tend to fill jobs sooner



than new college graduates. There-
fore, any shortfall on either side of the
supply-demand equation rapidly hits
the national press, because the col-
lege graduate population is a fairly
homogeneous and readily identifi-
able group of people.

Even though the experts forecast a
near balance in total during the next
decade, great dislocations may oc-
cur in certain occupational fields and
in certain college major areas. Many
occupations require specific fields of
study, but many other fields of aca-
demic study do not directly correlate
to specific occupations. The mix of
candidate qualifications may not
match the occupational require-
ments.

In practice, the mix problem pro-
duces extreme shortages of qualified
people in some occupations and cre-
ates a pool of highly trained people
vying for a limited number of open-
ings in certain other occupations.

The supply/demand in
specific occupations
may produce extreme
shortages of certain
professionals.

In a free society, the only factors
dictating a college major are the in-
terest of the individual student and
the resources of the educational in-
stitution. The job market might tem-
porarily influence the selection, but
given a minimum of four years' lead-
time and the uncertainties of the
economy, few students base their
choice of a college major entirely on
job possibilities.

Recent evidence suggests that the
labor market is becoming one of the
many factors that students consider
in selecting college majors. Because
certain major subjects relate more to
given occupations, a decided shift to-
ward vocationally related majors ap-
pears to be a trend at many colleges.

A few years ago, less than 12 per-
cent of college students elected to
major in business, in contrast to over

20 percent today. Very few seats go
begging today in a number of other
vocationally attractive fields like engi-
neering, journalism, and the physical
sciences.

Many college students elect to ma-
jor in subject areas where the poten-
tial for employment is less than
favorable. Many people believe that
the purpose of higher education is
primarily to develop the whole indi-
vidual and that less concern should
be placed on the particular academic
major.

The concept of a liberal education
implies that any individual properly
prepared can adapt to the work envi-
ronment with a minimum of difficulty.
Whatever a person's point of view,
few people argue with the impor-
tance of collecting career information
before making long-term invest-
ments in time, money, and other re-
sources.

A thorough understanding
of the job market realities
is an integral part of
sound career planning and
Job search.

Employment Projections

If you agree that supply and de-
mand variables are two pieces of in-
formation that you must factor into
your career planning model, you are
probably wondering how to obtain
such information.

Short Term. For short-run impres-
sions, newspapers and news maga-
zines do a fair job of printing stories
based on opinions of people who are
close to the employment scene.

Good journalists use reliable
sources that they have come to know
over a period of years in such em-
ployment reporting. To some extent,
the reporters' research for a story
saves you valuable time. On the

More Education = Less Unemployment

More education has always reduced the probability of unem-
ployment according to figures released by the U.S. Govern-
ment in publications like the Occupational Outlook Quarterly
and the Monthly Labor Review magazines.

Education has become an increasingly important criterion for
success in the job market. Although the supply of both high
school and college graduates has grown significantly in the
pastyears, there has almost always been arelatively greater in-
crease in demand for college graduates. The trend of lower un-
employment rates for college graduates suggests that
employers highly value education attainment.

In addition, the growth in occupations that require a college
degree has traditionally been greater than those requiring only
a high school degree. Business cycle fluctuations impact col-
lege graduates less because the high school graduates tend to
work in blue collar manufacturing jobs which are more suscepti-
ble to swings in employment changes. College graduates tend
to work in service sector jobs which are less susceptible to
downturns.

It is likely that the competitive advantage held by college
graduates will continue in the future.

Career Exploration
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other hand, some of their sources
may not be totally reliable.

There are great short-term em-
ployment fluctuations in given geo-
graphical areas, and many fields
change rapidly. You should, there-
fore, do some investigation on your
own before accepting feature arti-
cles in current periodicals as the to-
tal picture.

The type of people closest to the
employment scene are college
placement professionals, major em-
ployers of people in given occupa-
tions, employment agency
counselors, and search firm consult-
ants. Few people want to be bearers
of anything but good news.

College faculty members want to
perpetuate their employment, so
their perception of the market is al-
ways that it is good. Placement pro-
fessionals believe their graduates
are superior because of the reputa-
tions of their schools, so things are
usually rosy-appearing to them.
Keep a critical mind as you read
about employment projections.

If you have access to any of these
sources, use them, but do not rely on
everything they say as truth. Put the
ideas and comments from the vari-
ous sources together and see what
the consensus suggests. By consult-
ing four to six different people close
to your occupational area, and merg-
ing their opinions with news stories,
you can begin to put a true short-term
picture together.

...FROM A Good
REPUTABLE
EDUCATIONAL
(NSTITUTION,
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Long Term. For career decision-
making purposes, you want more
than a short-term view of the situa-
tion in your occupational area of in-
terest. What does the three-to five-
year outlook hold? What about ten
years out?

For such longer-term projections
you will need to turn to government
economists who make careers of
studying such concerns. Again, like
the short-term supply-demand pic-
ture, the figures are suspect, but
given all options, the best guess is
the opinion of experts who continue
to study the situation occupation by
occupation.

The government experts tend to be
much more objective than the people
who write books and articles extolling
the virtues of their professions, but
you also need the ideas and opinions
of people in the occupation. In spite
of all their faults, long-term projec-
tions by unbiased experts add a
needed element of credibility.

On a regular basis the U.S. Bureau
of Labor Statistics prepares a report
titted “The Job Outlook in Brief.” The
report forecasts openings by several
hundred occupations through the
next decade. This report when sup-
plemented with the Bureau's Occu-

pational Outlook Handbook for Col-
lege Graduates is the most authorita-
tive report on the long-term
manpower outlook.

The “Occupational
Outlook Quarterly” is one
of the most authoritative
periodicals available on

supply and demand.

The Bureau has developed a listing
of technical, professional, and mana-
gerial jobs for which a college degree
or some college education is neces-
sary. These jobs are listed and de-
scribed in the Bureau's publications
titted Jobs for Which You Will Proba-
bly Need a College Education and
Jobs for Which You will Need Some
College or Specialized Training.

Using these government publica-
tions, the “Occupation Table” listed in
Figure 3.4 was prepared. This repre-
sents one of the most complete lists
of occupations typically classified in
technical, professional, and mana-
gerial position descriptions.

There are literally thousands of
other jobs which people hold in the



Figure 3.4

technical, professional, and mana-
gerial fields, so this is not an all-
inclusive and exclusive list of career
fields. However, it does represent a
high percentage of the normally
available opportunities. Many posi-
tions with slightly different titles can
be related to the positions.

Projections of supply and demand
by occupation are made by the U.S.
Department of Labor's Bureau of La-
bor Statistics. The projections of
long-term trends largely ignore short-
term fluctuations caused by eco-
nomic circumstances. As underlying
assumptions change, the projections
become less accurate.

Job outlook statistics by occupa-
tional field look so factual that the un-
enlightened may want to believe
them as the unalterable truth. Always
remember that “rough estimates”
vary widely. Do not accept govern-
ment projections at face value.

Job forecasts are rarely
accurate. The margin of
error may be very high.

Even government planners readily
admit the tenuous nature of forecast-
ing the supply of jobs and the avail-
ability of job candidates in a short-run
period of time. It is worthwhile to ex-
amine the figures in detail during the
career exploration process, but re-
frain from making judgments until
you have more facts.

Specific Jobs. In what occupa-
tions do the majority of professional,
technical, and managerial people
work? When you consider that the
Dictionary of Occupational Titles lists
thousands of specific job titles, you
begin to realize that narrowinginon a
specific occupation and then a spe-
cific job title is no simple exercise.

Nonetheless, the many thousands
of job titles can be grouped into clus-
ters of related jobs. These clusters
can be further massaged into broad
occupational categories that are
more closely related to the one-
quarter of the working population into
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which you want to fit your career
namely the professional, technical,
and managerial group.

The “Occupation Table” lists the
specific occupational fields. The list
is not inclusive of every imaginable
appropriate career field, and it does
not focus on narrower sub-
specialties which are included in the
broader classification. However, the
list presents a fair listing of the major-
ity, probably over eighty percent, of
the available occupations in the pro-
fessional, technical, and managerial
fields.
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Make a point of reviewing the list in
its entirety. If you do not find the ca-
reer field in which you have an inter-
est listed, you should begin to make
some more in-depth and specific
supply-demand analyses of your
own before investing a great amount
of time in a field that may be so nar-
row that the demand is next to non-
existent.

A significant amount of grouping
has been done to narrow the list to a
manageable number of occupations
and career fields. There are many
levels of responsibility and different
job titles in each of these groupings.

The job titles listed can be mislead-
ing. The one word, “Occupation,” is
designed to start a chain reaction for
further investigation and explode the
single word title into its hundreds of
meanings.

Magnitude. 1t is human nature to
look at projections and say you want
to go where the greatest growth pos-
sibilities are likely to be. Most people
have been conditioned to equate
“growth” with “good,” and in most in-
stances there is a positive relation-
ship.

But the “growth trend” is only one in-
dicator of future job prospects. More
jobs become available due to people

leaving the labor force than to eco-
nomic growth. Large occupations
that are growing very slowly may of-
fer more jobs than small, fast-
growing occupations.

Growth Trends. Some occupa-
tions will experience dramatic growth
in terms of the number of jobs avail-
able while others will show declines
in the next decade.

Based upon demand variables by
occupation, the Bureau economists
forecast the average yearly job open-
ings anticipated for each occupation.
For each occupation, they calculate
the percent increase in number of
jobs.

A positive growth trend in a
career field does not
always translate into
better job prospects
for you in that field.

In career planning terms this means
that if you elect to go into a “non-
growth” field, the number of new en-
trants into your field is not going to in-
crease any faster than the national
average. It could mean that you may
have to search harder to find employ-
ment initially in the field or when you
change jobs within that field. The
concept also may have some impli-
cations to geographical considera-
tions as well.

The point is that you should be
aware of the growth trends in em-
ployment in the career field that you
select. How you elect to utilize that
piece of information is a personal
choice. It may have no impact what-
ever on your choice, and yet it may
be a factor that forces you to look at
other options.

Competitive Prospects. Employ-
ment success depends on more than
growth and the size of the work force.
It also depends on the number of
people competing for that same kind
of position.

Many occupations correlate directly
with academic subjects and formal



training. A fairly accurate estimate of
supply is available in this case.

For example, the supply of graduate
electrical engineers is fairly easy to
predict given that they are in college
and have selected that major. The
number of available seats is not
growing rapidly, and most of them will
be full. Both the number of labor mar-
ket re-entrants and occupational
drop-outs is low and predictable.
There is a good estimate of supply of
electrical engineers to compare to
the number needed annually; thus a
fairly accurate estimate of the supply-
demand ratio is possible.

Understand the
competition for the
Job you seek!

Other occupations have no correlat-
able college major on which to base
an estimate of supply. For example,
many liberal arts graduates will ac-
cept employment in sales, supervi-
sion, counseling, etc. Estimates in
many occupations must simply be
made on an aggregate basis given
whatis generally known about supply
and demand relationships in these
occupations.

Many people feel that the competi-
tive prospects projections for em-
ploymentin their chosen occupations
mean very little because they have
confidence that they will be among
the chosen few even if the competi-
tion is extremely keen. Other people
prefer not to analyze the employment
prospects until they complete a basic
education. These are choices that
you personally must make.

As a good career planner, you may
conclude that competitive prospects
mean nothing. You may also be at
the other end of the continuum that
believes that employment prospects
are the whole ballgame.

Regardless of where you fall on this
continuum, having the information
available is sound career planning.
How you use the information, if at all,
is clearly dependent upon your val-

ues, interests, personal qualities,
and skills.

Salary Concerns

One important element of career in-
formation is salary data. No one
makes a career decision on the basis
of one variable alone, but in every
ranking of variables which are impor-
tant to career choice, salary consis-
tently ranks somewhere within the
top ten factors.

The relative ranking of the factors
important to career choice varies
considerably based upon your per-
sonal value system.

Sources of Information

Finding hard, accurate salary infor-
mation often requires perseverance
and digging. Salary averages
change rapidly.

Some people tend to resist releas-
ing personal salary information even
though the aggregation of personal
data guarantees anonymity. People
also tend to lie a little because they
want others to feel that they (or those
in their profession) are better off than
others.

Authors of books seldom print sal-
ary averages because such informa-
tion rapidly becomes obsolete. As a
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result, the best sources of salary in-
formation for you are survey data
available from college placement of-
fices, associations, want ads, and
newspaper and magazine articles.

Salary Surveys. For the job
seeker, valid salary information is dif-
ficult to obtain, butitis available read-
ily to professional compensation
experts who make it a practice to ob-
tain comparative information. Corpo-
rate compensation experts are
members of professional associa-
tions, which exchange information
on a confidential basis.

Most employers are very well
versed on the salary subject by given
position classifications. There are
very few career fields in which a com-
pensation expert could not give you
very accurate statistics based on
educational background, years of ex-
perience, and level of responsibility.

-
Many different sources of
comparative salary data
are available if you
investigate thoroughly.

A number of professional associa-
tions conduct salary surveys on an
annual basis among their member-
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ship. Usually, you must be a member
in order to receive the data. Given an
area of interest, itis a good idea to get
acquainted with several people cur-
rently working in the field. These peo-
ple are in a position to answer
questions on an individual basis or to
help others obtain copies of salary
surveys for you.

A few organizations publish salary
surveys. For data processing work-
ers, a trade magazine annually sur-
veys its readers. Several other
groups publish results in their publi-
cations. Each year, Business Week
publishes salaries of top executives.
A review of the periodicals in your
area of interest may provide salary
data.

Under the provisions of the Federal
Pay Comparability Act of 1970, the
government must set pay rates for
federal white-collar workers that are
comparable to those found in private
industry. A survey is conducted to ob-
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tain information for comparative pur-
poses. A bulletin giving the results of
the survey is available from the Bu-
reau of Labor Statistics titled National
Survey of Professional, Administra-
tive, Technical, and Clerical Pay. It is
available from the U.S. Government
Printing Office, Washington, DC
20402.

For people who have worked five or
more years, salary information is
more difficult and expensive to ob-
tain. The only readily accessible in-
formation is in classified want ads in
newspapers and trade journals. Un-
fortunately, it is not always accurate
because many employers advertise
high salary ranges simply to encour-
age more applicants.

Entry Rates. The most accurate
salary information available is that re-
ported for college graduates who
have recently entered the work force.
It is extensive, accurate, and avail-
able for a very broad marketplace.

Although it is not directly applicable
to most people with three or more
years of work experience, the infor-
mation does serve as a realistic base
from which to make educated
guesses.

Graduating students tend to be hon-
est and cooperative in sharing salary
information with each other. Their
starting salaries usually fall within a
narrow range. Most graduates report
all offers they receive to their college
placement offices with the position ti-
tle and monthly base dollar amount.

About 200 college placement of-
fices participate in a national salary

JUST How | YouU KNOW T THINK
MUCH OID | TD BETTER CANCEL

survey with the national College
Placement Council, a non-profit pro-
fessional association. Periodically,
each college placement office sends
the Council survey data that gives
the degree level, major subject, in-
dustry, and base salary for every of-
fer reported for tabulating. Names
are not sent.

Many employers—through the ap-
plicants' college placement of-
fice—also provide salary data to
include in the survey.

In January, March, and July the
College Placement Council prepares
a multi-page report which is sent to
participating colleges. Information is
then released to the news media in
the local area by the college place-
ment office. If you miss seeing the re-
port, call or visit your college
placement office for the current infor-
mation.

Salary information released by the
local placement office and the na-
tional College Placement Councilis a
most valid source of salary statistics.
Data are released by degree level,
major field, functional field, and in-
dustry classifications.

Averages, medians, ranges, and
the number of offers give you a
wealth of new information to include
in the career decision-making pro-
cess.

Salary Determinants

Salary levels are based on three
major factors: employer policy, sup-
ply and demand, and the candidate's
credentials.
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Policy. Some employers view
themselves as salary leaders and
pay top dollar to attract supposedly
the top graduates each year. Many
employers hire many of the top can-
didates, place them in very competi-
tive situations, watch the “cream”
come to the top, and then keep the
best and lay off the rest.

Other employers prefer to come in
at the salary midpoint and hire candi-
dates from a broad spectrum of back-
grounds.

Many hire exactly the number of
new employees they need and pro-
vide a development program to build
the qualifications of those who are
less productive.

Still other employers focus on hiring
the “diamonds in the rough” who
through perseverance and hard work
will outperform the “barn-burners” at
the top of the class. There are as
many different employment and sal-
ary policies as employers.

Demand. The second major factor
influencing salary levels is the local
supply and demand situation. Sala-
ries vary by parts of the country, eco-
nomic conditions in certain sectors,
environmental settings (urban/ ru-
ral/suburban), and cost of living con-
siderations. Salary schedules often

center on the local factors, and new
employees must be merged into the
schedules with a minimum of disrup-
tion of existing staff relationships.

Credentials. Finally, your qualifi-
cations and competitiveness enter
into the determination. Your worth
may be dictated by considerations
outside the immediate control of the
employer.

The most influential factors are
years of related work experience,
education (degree, major, grades)
and leadership potential.

Salary Basis

The majority of employers start with
a base dollar amount depending
upon degree level, academic major
and experience. The base amount
results from the employment policies
and the supply-demand situation.
The amount may be above or below
national averages.

Calculations. Amounts often re-
ferred to as “adders” make up the fi-
nal figure. The “adder” amounts
supposedly correlate with a judg-
mental opinion of what it might take
to hire you, but yet they must be con-
sistent with salaries being paid to
current employees of the business.
Few employers offer salaries that ex-
ceed the salaries of current employ-
ees who are doing similar work.

The local marketplace
establishes the base salary
for most positions.

The most directly related “adder”
is previous full- or part-time work
experience, preferably former job-
related experience. Some employ-
ers reward superior academic ex-
perience, while others use it only
as a selection factor.

Most employers recognize other
factors such as leadership activities,
related interests, maturity, personal-
ity, and communication skills as part
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Air traffic controllers Market research worker
Airline pilots Mathematicians
Anthropologists Medic echnicians
Architects Medical ré ydmin
Architects: Merch arings
Astronorer Meteorologdist:
Bank u:; Newspaper reporters

Figure 3.5
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of the salary determination or selec-
tion factor. In essence, all of these
add up to competitive variables that
distinguish your offer amount from
that of other job candidates.

Differences. National standards for
starting pay in the private sector,
state and local government, and edu-
cation do not exist. Even the pub-
lished federal government salary
schedule contains elements of flexi-
bility. Because of changing economic
variables and individual competitive-
ness, free market forces determine
rates of pay.

Generalizations about

salary differences are

usually wrong. Get the
facts, not hearsay.

Commonly held attitudes pertaining
to certain sectors suggest that rates
of pay contain some consistency.
Many attitudes (such as “retailing is
long hours and low pay,” “teaching
pays poorly but is secure,” “oil com-
panies pay exorbitant salaries,” “pub-
licemployment means low pay,” etc.)
represent no truth.

A low-paying sector of industry of-
ten contains several employers that
represent salary leaders. The reason
some industries pay more than oth-
ers is often because they recruit
more technical personnel where the
demand exceeds the supply. Other
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industries may have most of their fa-
cilities in areas where there are high
unemployment rates and hence pay
less than the average.

Salary rates are employer and indi-
vidual specific. You must estimate a
reasonable range of your worth.

Trends. Salary rates change
over time. In the past ten years,
starting salary percentage in-
creases kept slightly ahead of the
rate of inflation.

In a hypothetical survey of account-
ants and engineers ten years after
graduation, starting salaries for ac-
countants may increase at a higher
percentage rate than engineering
rates; but because of the higher engi-
neer starting salaries, it may take
years for salaries of the two groups to
equalize.

There are so many uncontrollable
influences on salary rates that you
cannot realistically and accurately
make forecasts.

Past trends suggest that starting
salaries will increase by an annually
compounded rate near the current
rate of inflation. To avoid paying ex-
perienced people the same or less
than starting college graduates, em-
ployers will probably increase sala-
ries of the “top” performers in the
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range of four to six percent above the
cost-of-living.

The number of years
of highly productive
work experience is the
major determinant of
salary growth.

Northwestern University and
Michigan State University conduct
studies each year on employer hir-
ing practices. Several of the studies
suggest that employees who start
with a firm and who stay with that
employer for ten or more years in-
crease their salary far in excess of
current starting rates. The studies
show that it is possible to double
starting salaries within a seven to
ten year period.

This does not imply that everyone
can expect to double his or her start-
ing salary in the next ten years.

Given certain assumptions about
inflation, job performance, job mobil-
ity, etc., however, to double one's
starting salary in ten years is not an
unreasonable prospect. It can be
done by getting a seven percent



salary increase every year, butthatis
difficult.

Salary Caveats. Salary information
must be interpreted with care. In the
final analysis, salary relates directly
to job performance. Employers hire
people to produce results.

College graduates get paid higher
salaries for their “potential” perform-
ance rather than for their actual per-
formance the first year on the job.

Starting salaries often exceed
those of long-term blue-collar work-
ers whose immediate contributions
add more to the bottom line in the
short run. Salaries paid to experi-
enced employees are usually more
indicative of the true market than
those paid to inexperienced new
employees.

Salary relates directly to
job performance and the
worth of the job to the
organization.

In addition to the investment in sal-
ary and benefits, employers often lay
out an additional investment of
$30,000 to $40,000 in facilities,
equipment, trainers, and supporting
staff for every new “hire.” The mo-
ment the potential for adding more
than cost to the bottom line disap-
pears, the prudent employer is faced
with a termination decision.

Many new hires live on “potential”
for six to eighteen months. At some
short-term point, your contribution
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must exceed your cost. The
feedback comes in the form of the
performance review.

In general, the higher the initial sal-
ary, the sooner the employer expects
a reasonable contribution to the or-
ganization. In some assignments,
particularly those above entry level,
employers may expect an immediate
contribution.

All of the concern about salary
washes out quickly. Salary advance-
ment depends upon performance.
Within one year, no one remembers
or cares about starting rates. Starting
rates are determined by a rather in-
exact method. Any inequities usually
disappear as rates are determined by
more objective criteria related to per-
formance.

Some employers make paying
lower than average salaries part of
their employment philosophy. Their
philosophy is to leave a wider latitude
for rewarding top producers.

Usually the upward limit on salary
progression is based on salaries of
employees hired in the past one or
two years in the same job classifica-
tion. Many employers prefer to
leave as wide a gap between the
two groups as possible in order to
provide motivation for the new hires
to excel.

Unlike salaries for nonprofessional
jobs and jobs requiring significant ex-
perience, salaries for entry-level jobs
are usually not negotiable. Salary de-
sires may be asked before an offer is
extended, but once the offer is ex-
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tended, it is the rare employer who
negotiates very much.

Some employers will withdraw an
offer if there is a hint of salary nego-
tiation for entry-level jobs.

Firms occasionally raise all ex-
tended offers if the marketplace
changes and they have a number of
offers outstanding. Even those who
accepted offers usually share in
that type of across-the-board in-
crease.

Salary should not be a major con-
cern. In the final analysis, the deci-
sion to join a given organization is
usually based on factors more re-
lated to advancement potential,
people, location, honesty, lifestyle,
etc. In the short run, differences of
$50to $100 per month between em-
ployers impact little upon later ca-
reer success which is the most
important variable.

Salary is a negotiable item for expe-
rienced hires, however. The starting
point is normally your current salary.
To entice an experienced employee,
most firms expect to pay atleasta 10
to 20 percent premium over his or her
current salary. The percentage in-
crease over current salary is rarely
greater than 30 percent. The 10 to 30
percent increase range is the usual
negotiating range.

Work Settings

You do not have enough time to ex-
plore all possible avenues of career
choice, but you can bring together
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many of the variables that need to be
explored.

Exploring can be accomplished by
clustering a variety of related career
fields based upon common elements
in the work settings. Unfortunately,
too many people rely on stereotypes.

Stereotypes influence images of
work settings, organizational struc-
tures, and various career positions.
Stereotypes may be false. The only
way for you to determine the truth of
them is to actively investigate each
career option before deciding on a
given course of action.

By looking at the broad context in
which career choices must be made,
you can better reveal and understand
the various job choices. The goalis to
get you to explore career options as
they relate to specific work settings
and to destroy inaccurate stereotype
images.

The employment climate is not
identical for every work setting, and
that fact must be incorporated into
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your career decision-making process
if you seek a professional position.

“Who can | work for with a major
in my field?” is one of the most fre-
quently asked questions by students
of college placement officers. “What
can | do with my background?” is a
question asked of all career advisers.

There is not enough time in your life
to explore all of the possibilities, and
you clearly must make some tenta-
tive decisions.

A starting point is to look at the pos-
sible settings for the work you choose
to do and determine if and how spe-
cific settings mesh with your percep-
tion. A further step is to look at
specific employment organizations.

An overlay of the “world of work” re-
veals five major work settings: gov-
ernment, education, not-for-profit
organizations, private enterprise,
and the professions. Within these
work settings, there are major cate-
gories of occupations commonly re-
ferred to as white-collar, blue-collar,
and service workers.

...SOME OF YoU HAVE
BEEN CUTTING CLASS .

NOTINNRRNNRRRRR
SO

Employment in government, edu-
cation, and private business includes
workers from each category. Most
professionals (doctors, lawyers, etc.)
are in private practice as independ-
ent entrepreneurs, but some of them
work for employers in salaried ca-
pacities also in both the public and
private employment sectors.

Private business,
government, education,
non-profit, and the
professions provide jobs
for nearly all employed
professionals.

College-educated people are em-
ployed in all five of the major work
settings. Within these occupational
categories, college graduates most
frequently work in white-collar jobs
as managers, administrators, techni-
cal staff, professional sales, and in

Chemists
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City managers

Claim representatives
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Computer programmers
Computer systems analysts
Computer specialists
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the professions. You should analyze
each work setting from a practical
employment perspective.

Jobs in Education

The primary sources of employ-
ment in education are elementary,
secondary, and higher education in-
stitutions, although related compo-
nents include pre-school, vocational
education, special education, pro-
prietary schools, etc.

Most of the available jobs involve
teaching, counseling, and admini-
stration, but educational institutions
also hire a few people each year with
special technical skills such as engi-
neering, accounting, computer pro-
gramming, and so forth.

Very few employment sectors in
education forecast any significant
growth in hiring. Because of high
turnover and some retirements, sev-
eral thousand job openings will de-
velop, but the competition for each
job is keen as qualified teachers,
women returning to careers, and cur-
rent graduates vie for these jobs.

Most school systems, including
higher education, receive hundreds
of applications for available jobs.
Young, inexperienced candidates of-
ten obtain jobs sooner because of
lower salary demands.

A tough job challenge should never
deter you from entering a chosen
profession. You should, however,
recognize the competitive situation in
order to best prepare a set of superior
credentials and aggressively hit the
job market.
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Not all areas in education deserve
the competitive rating given the field
in general. Many experts regularly re-
search the outlook for elementary
and secondary teachers by teaching
field. Your employment prospects
can be enhanced greatly if you put
two or more teaching specialties to-
gether.

You should consult your alma ma-
ter's educational placement office for
the most current outlook, because
the national picture is not applicable
to all geographical regions. Nation-
ally, student enroliment statistics are
a given because of well-documented
birth rates. But regional enroliment
projections can vary from the na-
tional birth rate considerably.

BUT I CAN ONLY

A tough job market should
never deter you from your
chosen endeavor. Jobs
come to those who work
smart at searching.

Positions in elementary and secon-
dary teaching almost always require
a teaching certificate. More opportu-
nities are available in inner-city loca-
tions than in suburban schools.

A doctorate is rapidly becoming a
requirement in higher education.
With the glut of doctorates in many
fields, even community colleges and

" DON'T LET THEM DESTROY
THEMSELVES OVER MEe!
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small colleges can often demand a
terminally degreed person. Although
a doctorate is not currently required
in many administrative assignments,
the trend leans toward that direction
for the future.

Jobs in Government

Government employs over 20 mil-
lion people in federal agencies, state
governments, counties, cities, and
municipalities. Governments hire
people from nearly every occupa-
tional group. The federal government
gets the most press coverage yet it
employs only 20 percent of all gov-
ernment employees. State govern-
ments employ 25 percent and local
governments over half.

As a greater percentage of federal
money returns to local governments,
employment at state and local levels is
increasing while it is stabilizing or
downsizing at the federal level. Unfor-
tunately, state and local governments'
hiring systems are not as standardized
as the federal government's. This
makes finding a job in your specialty a
bit more difficult at the state and local
government levels.

Federal Jobs. Federal employ-
ment practices may be characterized
as: high competition for jobs; low at-
trition of current employees; internal
attention to upward mobility pro-
grams; and reductions in budget for
the hiring of new staff.

This means that it is necessary to
start job campaigns early and to be
well informed about available posi-
tions and procedures for application
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if you are interested in federal gov-
ernment employment.

Obtaining a job with the
federal government
requires a thorough

knowledge of the process
and an early start in the
search process.

Most new hires enter under the
“General Schedule (GS) Classifica-
tion” as professional, scientific, ad-
ministrative, or support personnel.
About 15 percent of all federal white-
collar workers work in Washington,
DC. Only two percent work overseas.

Your chances of employment de-
pend upon how well you compare
with others in experience and educa-
tion, the geographical location in
which you will consider employment,
and the minimum grade (salary level)
you will accept. You may effectively
eliminate yourself from consideration
by restricting location and/or grade
on the application form.

Some agencies require a standard-
ized test forinexperienced applicants
with nontechnical degrees. These
tests measure several ability areas
(verbal, mathematical, judgmental,
aptitude, etc.). You are referred on
the basis of your scores to agencies
listing vacancies which utilize the
various ability categories.

THERE. LWL GE
PLENTY OF OTHER
NEW EMPLOYEES

JUST UKE
YOoURSELF.

B

Appointments are usually made at
the GS-5 and GS-7 levels, mostly at
the lower level. Competition is in-
tense. About half of those who take
these tests pass them, but fewer than
10 percent get jobs. Most agencies
require a personal interview.

Exams are given only a few times
each year, and applicants receive re-
sults in two to six weeks. You must
take statements about deadlines
very seriously.

Referral of candidates is done ac-
cording to specific rules. Only the top
persons on the register are referred
to an agency with openings. After re-
ceiving your scores, you may “shop
around,” contacting agencies in
which you are interested. This
searching technique is useful only if
scores are in the top 20 percent.

Occupations requiring technical de-
grees or specialized backgrounds
are filled by individual agencies, and
they do not require an exam. Some
positions require written tests more
related to the jobs. You are evaluated
on the basis of education, experi-
ence, and ability to reflect your cre-
dentials clearly and accurately on the
application form.

You must complete several applica-
tion forms. Complete these legibly and
with great care and detail, because an-
swers are weighted in terms of the re-
quirements for particular positions.
Give much detail about extra-curricular
activities, volunteer work, part-time ex-
periences, and all full-time work. Suc-
cessful candidates normally are
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geographically flexible. Patience is
an important virtue. Start early.

Federal “General Schedule” salary
scales change annually. The rates
are set to be competitive with compa-
rable jobs in private industry.

You can obtain federal job
information from your local
U.S. Office of Personnel
Management.

The federal government operates a
system of federal job information
centers located in most major cities.
These centers provide current infor-
mation about employment opportuni-
ties, open announcements, testing,
and application centers.

Certain federal agencies manage
separate hiring systems. These
agencies and quasi-agencies must
be contacted directly. Figure 3.8
gives a partial listing of some of the
more active hiring groups.

State Government Jobs. The size
and scope of government operations
vary considerably from state to state.
States also differ in the processes by
which they hire new employees.

Most states have personnel offices,
but the functions are not always the
same. Some certify and recommend
candidates to agencies, some di-
rectly hire for agencies, and some
provide a central application and
candidate repository service.
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There is no consistency among the
states in the utilization of testing, po-
sition classification systems, publi-
cizing of open positions, use of
patronage, and recruitment. Each
state personnel office must be con-
tacted directly.

States obviously hire people for
roles similar to those in the federal
government, but the applicant has a
maze of fifty states to contactin order
to learn the rules of the games. Some
states have residency requirements.

Local Government Jobs. Local
governments (counties, cities,
towns) offer employment opportuni-
ties in a variety of fields. Total em-
ployment in local governments
dwarfs federal and state employment
numbers combined. Although many
governments have excellent merit or
civil service systems, many have
nothing equivalent and yet hire hun-
dreds of people. Itis common for indi-
vidual agencies to do their own
hiring, even at the managerial and
professional levels. Patronage and
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residency requirements often consti-
tute barriers for some applicants.

Employment at the local

government level may be

political as well as based
on a merit system.

Locating vacancies can be an ex-
pensive and complex process. The
best approach is to visit each local ju-
risdiction and talk with the person re-
sponsible for hiring in each agency.

Figure 3.10 identifies the services
normally provided by local govern-
ments. A review of the services pro-
vided might give you an idea of how
you could fit into the local govern-
ment employment picture.

Not-For-Profit Organizations

A few organizations which employ
college graduates do not lend them-
selves to the government or private

Figure 3.9
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organization classification. Most of
these are not-for-profit corporations.

Not-for-profit hiring organizations
include hospitals, museums, sym-
phony orchestras, art galleries, pro-
fessional associations, labor
organizations, consumer unions, in-
dustry trade groups, lobby and spe-
cial interest groups, foundations,
trusts, convention centers, auxiliary
enterprises of educational institu-
tions, etc.

The number of job possibilities with
these organizations is not large, but
these organizations do need quali-
fied people. They need accountants,
public relations specialists, market-
ers, engineers, negotiators, coordi-
nators, etc. Unfortunately, there is no
organized employment market for
them, so each unit must be contacted
independently.

Private Enterprise

About 85 percent of all employment
in the United States is outside the
realm of government. Most employ-
ment growth in our society during the
next decade is likely to come in the
private sector.

Even if you think employment in the
private sector is not for you, you must
at least investigate its opportunities

because you may be forced by cir-
cumstances to seek employment
there.

The private employment
sector, largely business,
offers the greatest
number of jobs.

Work activities are similar in many
various employment settings, but the
methods you use to seek employ-
ment in different settings are very dif-
ferent. That does not imply that it is
easier or more difficult to obtain a job
in a given sector; rather, it means that
the approach you utilize must be de-
signed for the option you select.

Some jobs in the private sector
have no counterparts in the public
and quasi-public sectors and vice
versa. In the vast majority of situa-
tions, however, the duties have com-
mon counterparts. You must
understand the setting (and what it
implies) before you can completely
understand the jobs.

The work structures, organizations,
and work concepts have similarities
but are also very different in govern-
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ment, education, and private enter-
prise work settings. Concepts such
as security, job performance, earn-
ings, productivity, values, and inter-
personal relationships have different
meanings in the different work envi-
ronments.

Private enterprise employment is
such a strong probability for most
people that it needs to be understood
by everyone, regardless of whether
they are seeking employment in that
sector or not. Your life, regardless of
the work setting you choose, is af-
fected by people working in the pri-
vate sector.

Organizational concepts such as
industry groupings, organizational
structure, functional careers, and re-
sponsibility levels should be thor-
oughly understood. The likelihood of
your working in the private sector is
so great that to ignore it is not sound
career planning.
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he private enterprise system

provides more jobs for more

people than all other em-

ployment sectors. The
number of career opportunities in pri-
vate business far exceeds those in
government, education, social serv-
ices, non-profit organizations, the
professions, and all other employ-
ment possibilities.

The magnitude of private enterprise
career possibilities is so overwhelm-
ing that it is extremely ill-advised for
you to fail to seriously investigate
them.

Private
Enterprise System

Many people view private enter-
prise as consisting of only the giant
American corporations, but private
enterprise also includes thousands
of small, privately owned businesses
ranging from the corner grocery store
to the local bank. Most private enter-
prises are small to medium-size or-
ganizations, and they are usually
owned by the person or persons op-
erating them. These businesses may
have only two or possibly two thousa-
nd employees.

The free enterprise system permits
doctors, lawyers, investors, writers,
store managers, distributors, manu-
facturers, farmers—anyone—to es-
tablish an organization for the

WORK ENVIRONMENTS:
Systems — Functions — Responsibility Levels

purpose of earning a living plus area-
sonable profit by investing, and thus
risking, their time and financial re-
sources.

Most of America's giant corpora-
tions started as small, independently
owned and operated organizations
and grew over the years by the exer-
cise of sound management prac-
tices.

Profit Corporations

A corporation is nothing more than a
group of people working together to-
ward the common goals of earning a
good living for themselves and their
colleagues in the enterprise, and of
returning a reasonable rate of return
to the individuals who have invested
financial resources in the corpora-
tion.

Through mutual funds, the stock
market, and insurance firms, private
individuals own corporate America.
This includes members of labor un-
ions, employees, housewives, and
millions of other private citizens.
Most people in America own shares
of major corporations either directly
or indirectly.

Corporations are people,
not monolithic entities.

Many people are indirectly stock-
holders in corporations and do not
even realize it. If you have an asset
base of any size, you probably have
some funds invested in insurance poli-
cies and financial institutions like
banks and savings and loan organiza-
tions.

In all probability, your financial suc-
cess is greatly dependent upon the
success of corporate enterprises be-
cause the businesses with which you
deposit your capital invest in these
organizations.

Not all countries of the world share
in this concept nor in the principle of
individual choice of employment. Our
country's free enterprise system gen-
erates more career opportunities for
people than all other forms of em-
ployment combined.

A major goal of many people is to
eventually own and operate an entity
they can claim as their own. The
business might be a one-person pri-
vate consulting firm, a ten-employee
retail operation, or a multi-employee
manufacturing firm.

Few people just starting out have
the experience or financial resources
to go into business for themselves,
so most people must look to the
larger organizations for the foothold
they need in order to get started in
their careers. The larger firms offer
training and the chance to build a fi-
nancial base.
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Every business has a cadre (some
large and some small) of profes-
sional, technical, and managerial
personnel who guide the organiza-
tion. Many of these people—not
all—have college educations. With
the passage of time, that cadre is be-
ing replaced and supplemented by a
new generation of college-trained
managerial professionals.

As new industries and firms create
new products and/or services, greater
opportunities for employment are gen-
erated. Today's entrants into private
enterprise represent the leadership of
tomorrow for these organizations.

Individual Proprietorships

What is the difference between an
individual and a corporation? Le-
gally, there is a body of laws that
separate individuals and corporate
entities, but from a working stand-
point, there is no difference. The rea-
sons individual owners of businesses
form corporations are to facilitate the
raising of capital to expand the or-
ganization and to limit personal and
financial liability.

In light of the current trend toward
corporate board members and ex-
ecutives being sued, however, the
protection from legal liability may be
diminishing. In such a case then, the
primary purposes of incorporating
are to spread the financial risk and to
provide capital for expansion.

The reason investors are willing to
provide financing is to obtain a rate of
return greater than what is possible
through investing in other things. Be-
cause the risk of loss is greater than
that with a savings account, insur-
ance, and other forms of insured sav-
ings, the anticipated rate of return
must be better.

One major goal of many individuals
is to someday own a business of their
own. In surveys of recent college
graduates, large percentages indi-
cate that their goal is to start working
for a large private enterprise, gain
work experience, earn and save
capital, develop knowledge in a spe-
cific field, and to eventually leave the
corporation to start a new business.
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Entrepreneurship is part of
the American dream.

An understanding of this basic work
environment is a key element in ca-
reer planning.

Non-profit Corporations
Not-for-profit institutions like labor
unions, associations, cooperatives,
museums, hospitals, etc., incorpo-
rate to provide a management vehi-
cle for perpetual existence and to
limit the liability of the board of direc-
tors and individual members and us-
ers. The non-profit organization
incorporates to avoid paying taxes.
There is a thin line between what
non-profit corporations call “sur-
pluses” and profit, but the difference
is that profit corporations pay divi-
dends to stockholders. Non-profit
corporations on the other hand, plow
earnings, if any, back into the corpo-
rations for the benefit of their mem-
bers and/or the publics they serve.

The free enterprise system
is a fundamental concept in
employment.

Free enterprise impacts greatly
upon career planning. For practical
purposes, the free enterprise system
defines work settings and provides
an overview of the entire world of
work. Recognizing this concept per-
mits you to see how the activities you
want to do in order to earn a liveli-
hood fit into the broad context of
work.

Industry Groups

To help understand the composition
of the U.S. work force and how you
might fit into the overall design, pri-
vate enterprise institutions may be
viewed as either goods-producing or
service-producing organizations.
The U.S. Department of Labor further
classifies these two groups into sev-

eral major divisions according to the
product or service.

Most of the nation's workers are in
industries that produce services,
which include education, health care,
trade, repair, government, transpor-
tation, banking, and insurance. The
production of goods, such as food,
buildings, and minerals, requires
less than one-quarter of the country's
work force.

Employment growth
trends continue to be faster
in service-
producing industries.

Each year, the College Placement
Council publishes a multi-volume
Annual called Job Choices. This
Annual classifies employers by a
geographical index and an occupa-
tional index. The follow-up CPC
Salary Survey further divides salary
statistics by “types of employer.” A
representative breakdown of types
of employers or industry groupings
is shown in Figure 4.1.

Many investment services, such as
Value Line, Moody's, Standard and
Poor, and the like, classify employers
into different groupings. There is no
universally accepted classification due
to mergers, new industries, and the
potential use of a given classification.

In order to collect more career infor-
mation, a helpful activity is to care-
fully review various industry groups
and observe the relative size of em-
ployment in that group. Keep in mind
that some industries are more “labor
intensive” than others. Clearly, some
industries employ more people in
professional, technical, and mana-
gerial capacities than others.

Figure 4.1 is also useful for review-
ing the number of different industries
available for you to investigate for po-
tential employment. With the growth
of technology, some of these indus-
tries may even be subdivided into
new industries, while others may
have disappeared, and yet others



Figure 4.1

may have consolidated with related
fields due to technological advances.

Thousands of employing organiza-
tions dot the landscape of the nation.
The potential for employment in pri-
vate enterprise is enormous. Within
each industry there are hundreds of
large and small employers, and
within each employing organization
many different types of job opportuni-
ties exist.

Certain occupations are character-
ized by employmentin a particular in-
dustry. For example, individuals who
desire teaching jobs usually must
seek employment in education. Ur-
ban planners work for governments.
Advertising workers work in a small
industry group. Nurses most often
work for hospitals.

Your choice of an occupation and
career field may dictate the industry
in which you will work. Some people
are comfortable with that specifica-
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tion, but others prefer to keep their
options broader.

Your occupational decision must
factor in your feelings about the
type(s) of industry in which you wish
to work.

Occupational Classifications

As industries grow in the next dec-
ade, changes will take place in the
occupational structure. Many jobs
will become more complex and spe-
cialized, and thereby an even greater
number of occupational choices will
be available. Studying broad occupa-
tional groups first helps you get a
handle on how to approach a com-
plex job market.

The government classifies workers
into four large groups: white-collar
workers, blue-collar workers, service
workers, and farm workers.

Professional, technical, and mana-
gerial workers make up over half of
the white-collar group. A very high

Hospitality
Insurance
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Publishing
Transportation
Utilities

Food
Purchasing
Metals
Petroleum
Textiles
Tires
Chemicals

Federal
State
Local

percentage of workers in these
groups hold college degrees.

Another component of the white-
collar group is sales workers, and we
are seeing an increasing number of
workers in this category also who
hold college degrees.

Most jobs in which you are inter-
ested, no doubt, are in the profes-
sional, technical, and managerial
classifications. Fewer than ten per-
cent of all employees in the blue-
collar, service, and farm worker clas-
sifications hold college degrees.

For many years employers have
classified employees as either sala-
ried or hourly paid employees. Sala-
ried employees are the smaller group
and constitute mostly the white-collar
workers.

Federal wage laws reinforce this
distinction by defining which employ-
ees are to be covered under labor
agreements, minimum wage laws,
and other compensation and em-

Work Environments 67



ployment laws. Employees not cov-
ered by these laws are widely
referred to as “exempt” employees
and include most professional, tech-
nical, managerial, and sales person-
nel.

Management
Concepts

To survive, organizations must be
managed in a manner that will insure
their continued existence. As a re-
sult, private enterprise organizations
set corporate goals just as individu-
als establish career goals. The goals
can be motivated by profit, social,
service, or survival interests, or com-
binations of these interests.

Many types of people from many
occupations must work together in a
harmonious work setting if the goals
of the enterprise are to be met. Man-
agement is the vehicle for this coop-

eration and articulation.

Management brings together people,
financial resources, technology, and
other resources in such a way as to
insure attainment of the goals of the
organization.

Management Structure

The management process de-
mands that work be organized in a
manner that efficiently allows the or-
ganization to meet its specified ob-
jectives. This organizational
structure is important to you because
it specifies how and where your par-
ticular skills and interests can be util-
ized. Organizational goals and
individual goals are not necessarily in
conflict. What is best for you may turn
out to be best for the organization as
well.

Your goals may be
synonymous with the
organization's goals.

Every organization (including gov-
ernment agencies, hospitals, law
firms, associations, small firms, and
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large businesses) operates within
some type of management structure.
A management structure avoids
chaos and defines relationships be-
tween functions and people carrying
out these functions.

When two or more people come to-
gether, formal and informal relation-
ships develop, and after a time, the
relationships usually evolve into a hi-
erarchy or other organizational struc-
ture. Leadership roles emerge.

Functions. Organizations are or-
ganized around the tasks to be ac-
complished, and all work tasks can
be classified by their function. Any
particular task is directed at carrying
out one of the three major functions:

1. Creating a product or service

2. Distributing a product or service

3. Financing a product or service

In most private enterprises that
manufacture a product, these three
functions represent manufacturing,
marketing, and accounting. In a serv-
ice organization, the manufacturing
function is replaced by the service
being provided. It may be called the
distribution or purchasing function in
retail and wholesale trade firms. Hun-
dreds of people, or one single per-
son, may be employed in these
various functions, depending upon
the size of the organization.
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Career exploration is
determining where in
an organization your
particular interests
and skills best fit.

Where in the organization could
your qualifications make the most
significant contribution to both the or-
ganization and you?

What you decide to do is important,
but equally important is how that ac-
tivity fits into the structure of the or-
ganization which will eventually be
the source of employment for you. If
you know what contribution you can
make and how it meshes with the
goals of the organization, you are
well on your way toward satisfaction
in your career.

STRUCTURES
» Marketing
» Financing
» Operating
The complexity of management in-
creases as the size of the enterprise
grows. In a very small manufacturing
concern, one person, such as the
owner, might function as the chief
manufacturing supervisor, the sales
manager, and the chief accountant.
If the enterprise were to grow, how-
ever, other people would need to be
hired to handle these functions. The
owner could hire a certified public ac-
countant to do the bookkeeping and
use an independent sales represen-
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tative to sell the product while per-
sonally supervising the manufactur-
ing. Somewhere along the way, the
owner might discover that it is more
profitable to hire other people to han-
dle these functions. The owner's role
is then to supervise, or manage, all of
the functions of the growing busi-
ness.

As thousands of units come to be
manufactured and sold, the need may
arise for a national distribution network
and new plants to handle the activity.
The owner may elect to duplicate units
in a distant city. New financing may be
necessary. An engineer may be
needed. A research person might be
useful to improve the product. Adver-
tising experts could help to increase
sales as well, as could a network of
sales representatives to call on poten-
tial customers.

Credit may become necessary to
help distributors carry inventories of
the product. The organization may
thus become a complex organiza-
tional structure of several hundred
people, and bankers may begin to of-
fer help with the new equipment,
plant, and distribution financing.

This description of the growth po-
tential of a small business illustrates
the American free enterprise concept
and explains the genesis of our eco-
nomic foundations. The enterprise
described could be a hospital serving
a small town, a labor union, a public
accounting firm, a school corpora-
tion, a retail store, or any of a thousa-
nd business entities.

MAPAGEMENT
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A management structure
organized around work
functions is essential
in any enterprise.

The U.S. economy is a mature
economy, but the growth of private
enterprise still happens every day.
Most people, particularly young pro-
fessionals, usually first work for a ma-
ture or maturing organization as they
progress in their careers. As experi-
ence is gained, many electto go outon
their own. Perhaps that is your long-
term ambition. Others prefer to always
work for an organization and not to as-
sume the risk and time commitment in-
herent in working for themselves.

Organizational Charts. Many pri-
vate enterprises in the U.S. have at-
tained gigantic proportions and
extremely complex organizational
structures. Nonetheless, the three
basic functions are the same.

Few organizations could survive
without effective organizational
structures because a single individ-

ual's span of control reaches a point
of diminishing returns.

To handle this problem, authority is
delegated to others even though the
responsibility continues to rest with
the delegator of the authority. This is
accomplished by breaking the unit
into smaller sub-units with estab-
lished reporting relationships.

This reorganization may be imple-
mented by assigning managers to
various sub-units that may be classi-
fied by a given line of products,
groups of products, a geographical
part of the world, or any other logical

grouping. Within each sub-unit, you

will find the three basic functions.
You can quickly see a pyramid struc-

ture developing which is integral to
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most organizations and their sub-units
in government, education, and busi-
ness. Most of these structures follow a
hierarchical arrangement with manag-
ers and other professional people be-
ing in charge at the top levels.

Why is this managerial organiza-
tional structure important to you?
What do you want your role to be?
Are you manager potential? Are you
atechnical expert with no intention of
climbing an organizational structure?
Have you ever thought about this
concept? These questions form the
essence of career exploration.

The corporate
organization defines
the relationship between
the functions that
employees perform.

This pyramiding concept is brought
to reality when you look at an organi-
zation chart. Have you seen the or-
ganization chart of an employer for
whom you worked? If you have, you
have seen a diagram of a logical pat-
tern of working relationships. Figure
4.3 illustrates a typical organizational
chart. See if you can identify where
you might fit, and trace the path both
up and down the chart.

Informal Relationships. Organiza-
tion charts show only the formal struc-
ture. There are “dotted-line”
relationships between many depart-
ments; these are the social relation-
ships which are never shown. People
from all parts of the organization meet
and talk to one another. In most or-
ganizations, it is impossible to function
only in one little niche. Relationships
rapidly expand in geometric propor-
tions in all directions. A sound career
decision demands that you under-
stand informal organizational struc-
tures.

The entry-level electrical engineer
meets with the vice president of mar-
keting to discuss customer product
concerns. The junior accountant
meets with the sales representative to
explain paper processing. A secretary
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screens telephone calls to protect the
boss's valuable time. A computer
programmer discusses a production
schedule problem with the manufac-
turing head. The public relations
copywriter writes a speech for top
management to deliver to a congres-
sional subcommittee. The interrela-
tionships are varied.

Can you afford to put on occupa-
tional blinders? Career exploration
involves coming to understand both
formal and informal relationships
within organizations. It does not im-
ply the use of “company politics” to
get ahead; it means career survivalin
any work setting.

Your goal is to understand how man-
agement influences your career
choices. To do this, you need a basic
awareness of how the management
process integrates all functions and
facets of the employment process.
This requires you to learn how indus-
tries and occupations interrelate. It be-
hooves you to mentally create a
picture of how the concepts of func-
tional organization and level of respon-
sibility within functions and
occupations impact upon various ca-
reer alternatives that you might wish to
consider.

The informal relationships
can be as important in
career advancement as the
formal relationships.

The career field that you eventually
select in all probability will require
you to manage your career within the
framework of a private enterprise. In
order to maintain control over your
career destiny, you need to know
how to direct an organization and
how to plot a realistic career plan
within the work environment you se-
lect.

Management Process

Regardless of whether you work in
government, education, or private
enterprise, your sphere of influence
is limited by your ability to touch only
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a few people. Your actions can influ-
ence people above your level, your
peers, and your subordinates.

You must manage your career
within the confines of an identifiable
unit. If you own a business, you have
atarget customer population that you
can potentially influence. If you are
an engineer working for a govern-
ment agency, you have a population
that describes your sphere of influ-
ence.

Only world leaders can impact upon
large populations and resources, and
even then only for a certain segment
of the earth. Even decisions by the
President of the United States rarely
impact upon all people of the world.

What is your sphere of influence?
What do you want it to be? What or-
ganizational units can you identify in
which you could develop a “niche” to
do the things that are of value to you?
You need to identify the environmentin
which you want to work now, a few
years hence, and in the long run.

Once your world is identified, you
must manage your career within the
constraints offered by your world.
Some worlds demand more self-
discipline than others.

The word “manage” means to con-
duct, control, and manipulate. Man-
agement is an action-oriented
process of planning, organizing,
and controlling an operation, sys-
tem, or group of people. Manage-
ment is a process, because it is an
activity that occurs and recurs over
and over, time after time.

Your Career Management

Career management is an on-going
activity based upon the career plan-
ning concept. Career management is
taking charge of your life by employ-
ing career planning techniques and
processes in order to attain your per-
sonal objectives.

Take charge of managing
your own career.

Management by Objectives. An
objective is a goal, an aim, or a pur-
pose. Missions are inherentin all types
of organizations. Regardless of the
statement of purpose, organizations
must establish goals simply for sur-
vival purposes. Undirected organiza-
tions usually die after painfully paying
a price in resource destruction.

Your personal career management
should be no less goal-oriented. Oth-
erwise, you may flounder aimlessly
in your life as well as your career, and
may not enjoy life to the fullest extent
possible.

Career management
is setting realistic,
achievable goals
within the context

you want to operate.

Career managementis a process of
career decision making that changes
or modifies goals as new information
becomes available. The information
is “real-world” input, and it includes
understandings about the concepts
of management and organizations.

The management process begins
with the setting of career objectives
which are realistic, attainable, and
consistent with self-understanding
and career field realities.

Planning. A plan is a schedule of
future activities designed in a sys-
tematic order so as to facilitate
achievement of some stated objec-
tive. A career plan maps out an ap-
proach to be implemented in the
future that will insure successful
achievement of a prestated career
goal.

Planning solves the “chicken and
egg dilemma.” Career planning sets
up a dynamic process that continu-
ally searches for information. As in-
formation is received and evaluated,
it is fed back into the cycle, and this
permits a readjustment of the career
goal which is based on reality.

Organizing. Organizing is creating
a structure within which a planning
and control system can operate. The
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Organizations invest billions of dollars in fi-
nancial assets. These assets are tracked,
analyzed, nurtured, and prepared to insure
that they produce the highest possible finan-
cial return back to the organization. Yet, if you
look at most organizations, you will not see
one dime on their financial statement regard-
ing an investment in human capital.

People run organizations. People employ
other people. People manage financial assets
to achieve a stated objective of the organiza-
tion.

Aren't you dumbfounded at the lack of atten-
tion that most organizations pay to their most
significant asset—their employees? Most or-
ganizations place a value on people called an-
nual compensation and account for it in the
category of operating expenses like pencils,
computers, and other depletable expenses.

History records that organizations fail largely
because of the ineptness of the people man-
aging it. People, their employees, are organi-
zations most important asset.

The record shows that employee compensa-
tion runs from low to high, but in recent years
the spread between the top groups and the
entry groups has narrowed significantly. The
concept of a team working together to get a
top quality job completed in a profitable way is
emerging in our society.

Unless you elect to become a one-person or-
ganization (a dying phenomena) you will be-
come part of the team of some type of
organization. Hopefully, someday you will be
among the select few at the top, but most peo-
ple start somewhere along the way and make
incremental contributions along the way.

In your chosen organization, you are not
likely to change the accounting concepts and
introduce long term human capital as an asset
on the financial statement. The evidence is
overwhelming that even supposedly stable or-
ganizations merge, reorganize, disband, or
respond to new and different markets.
Change is inevitable.

Along your career (or careers), expect to
change employers several times. In fact, your
skills will probably be completely outdated
within three to five years if you do not renew
them continuously. Some of the skill renewing
will surely be on the job while other facets will

Your Work Has Impact

result from employer sponsored training or
formal programs in educational institutions.

Although human capital is an organization's
most important asset, the merger mania of the
past decade proves that organizations cannot
exist to perpetuate themselves or their em-
ployees. The choice of where to spend your
working life relates as much to personal life
goals as it does to organizational objectives.

Organizations experience success (or lack
of it) just as individuals experience success.
The definition of organization success differs
from your definition of success, especially
when time parameters are introduced into the
equation. In the ideal situation, the goals are
completely compatible, but a common level of
equilibrium is not likely to endure forever.

You may prefer to ride out periods of incom-
patibility for the sake of external reasons, such
as security, stability, health, family, etc. The
organization may cooperate during the diffi-
cult periods, but a wise approach is to be
ready to sever ties if the mutual goals wander
afar.

You have more invested in human capital
than the organization. Your goal should be to
maximize your own investment. If and when
that demands a reassessment, you should be
prepared to conduct the proper analysis. One
purpose of this book is to teach you how to
have a strategic and tactical career planning
model handy in order to plug in the appropriate
variables.

This is not to suggest that the concept of em-
ployee loyalty is now thrown out the window. It
does imply that loyalty is a scale, not a blind
dogma. Many factors go into career assess-
ment, and loyalty will continue to be an impor-
tant dimension.

Loyalty is a two-way street. Employing or-
ganizations in both public and private sectors
have been stretching the concept of loyalty.

The future will continue to bring wide swings
depending on both organizational and individ-
ual needs. Your goal should be to have a
back-up position ready in the event it is need-
ed. A sound career planning model with its at-
tendant tools provides the necessary peace of
mind.

Work Environments
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organizational structure allows you to
operate without concern for losing
control of a given situation.

The organization sets limits of ac-
ceptable behavior and actions.
Organizational settings are widely di-
verse. Although no two organizations
may be identical, generalities and
standard operating procedures
(SOP) define the framework and
style in which actions are taken.

Career management involves
knowing and understanding the or-
ganizational structure in which you
must complete duties specified by
your occupation. The same career
field in two different organizations
may have completely different oper-
ating structures.

Motivating. The central factor con-
trolling the management process is
motivation. Above all else, people
manage organizations. Some people
work very hard, and others goof off.
What makes you work hard? Differ-
ent forces move different people.

Understanding your motivations
gives you the ability to select the
most compatible organization in
which to work. Some management
styles are very disciplinary in ap-
proach, and you may be the type of
person who responds to that type of
stimulation. Other management
styles are participative and indeed,
others are laissez faire.

Select the right
motivational climate
for yourself.

You may perform best under the do-
your-own-thing approach, or some-
where in between the two extremes.
In any event, sound career manage-
ment means selecting the right moti-
vational climate.

Controlling. Control keeps the ac-
tivity moving according to the plan
and within the defined organizational
setting. Controlling is taking charge
of the situation in order to make it
conform to predefined routines.

Effective controlling builds in a moni-
toring device that feeds information
back into the planning, organizing, and
motivating process to improve and fine
tune the total system.

Career management uses career
planning approaches to regulate and
modify the feedback of career informa-
tion. Just like the management pro-
cess, the career control system
provides for regulation of the process.

The Management System

The management process is a com-
plex set of interrelated activities
which moves the organization toward
its stated goals. Many organizations
have the management process so in-
grained in their basic characters that,
regardless of top leadership, the sys-
tems run themselves.

BOY, ONE OF THESE DAYS T'M
GOIG TO BE- SUPERVISOR . THER
T WONT HAVE TO BREAK MY
BACK LUGGING Nr:asc BAGS
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A system is a coordinated set of
events which serve in concert to
achieve a mission. This concept is
found in education, big corporations,
labor unions, and nearly every or-
ganization in private enterprise re-
gardless of the size.

The management process is an
action-oriented process of plan-
ning, organizing, motivating, and
controlling the operation system,
or group of people. It is found in
every phase of an organization in-
cluding accounting, marketing,
manufacturing, engineering, re-
search, and even among profession-
als such as doctors, dentists, and
nurses.

A system is a structured
set of events designed
to optimally achieve a

predetermined goal.

Management occurs at “low” levels
as well as “high” levels in the organ-
izational structure. It involves policy
determination, decision making, re-
sponsibility assumption, and super-
vision of people and systems.

Career management and planning
build upon the management con-
cept. Do organizations run careers or
do people run careers? Decide which
way it is going to be for you.

Whatever you decide, you must de-
cide with a full understanding of the
implications. That means knowing

Boy, ONE DAY I'tL BOY, ONE DAY TLL BOY, ONE OF THESE DAYS T'M
BE VICE PRESIDENTL @E PRESIDEMT THEN  GOING BACK DoAY AND (WoRIK
THEN Tl HAVEAN | Tl BE ABLE T0 ON THE LOADING DOCK. THEN

I WON'T HAVE ANY OF THESE
PRESSURES ANYMORE
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more about how work is organized in
our society.

Levels of
Responsibility

The majority of us list advancement
as one of the most important reasons
why we select a given job over an-
other job.

Greater financial rewards come as
we progress higher in the organiza-
tion structure of our employer. If one
of your goals is to advance, then you
must understand the concept of “lev-
els of responsibility.”

Your level of responsibility grows to
the extent that you make increasingly
greater and greater productivity
gains to the organization. Your worth
improves as the organization's finan-
cial goals (or other goals) improve.

Productivity

In all organizations, people are paid
for what they contribute to organiza-
tional objectives. Assuming no infla-
tionary price increases or productivity
increases, in theory individual earn-
ings would never increase or de-
crease.

If there is no productivity improve-
ment, the only reason for an increase
in earnings is to maintain a constant
standard of living. In a world of infla-
tion, for real earnings to rise, produc-
tivity must be increased.

Productivity does improve. As you
perform a given task, you get better
at it and your contribution to organ-
izational goals increases. In all fair-
ness, the wise employer recognizes
your contribution and increases your
earnings consistently with your in-
creased contribution.

Conversely, if your productivity de-
clines, so should your earnings. In
practice, salaries seldom decline ab-
solutely, but they do decline relatively
as inflation advances at a pace faster
than their increase.

Your earnings are directly
tied to your performance
and value. The greater
your contribution, the
higher you rise in
the organization.

Promotion

Employers recognize your increas-
ing productivity through earnings in-
creases and promotion. A promotion
implies greater responsibility and
authority in addition to greater pro-
ductivity. Assuming more responsi-
bility and improving your productivity
are the two basic ways for you to
progress in an organization. If ad-
vancementis your ambition, then you
must be prepared to do one or both of
them.

To some degree, your position in
the organizational hierarchy denotes
your level of responsibility. Power
and authority are tied to your ability to
decide action independently or to su-
pervise other people or projects.

In most organizations, you can
readily identify four distinct levels of
responsibility: labor, professional
staff, management, and executive
personnel. Where do you fit? Where
do you want to fit?

Labor

The laws of our nation have fairly ac-
curately defined who is labor and who
is management. Labor includes work-
ers who directly produce a product or
service at the basic interface level.
They are mostly blue-collar, service,
and clerical workers. Although there
are shades of grey, in most situations,
you can usually define where a given
group of workers fit.

Some blue-collar workers do suc-
ceed in working themselves out of
blue-collar status into the manage-
ment ranks. Other individuals in the
labor classification would not accept
management jobs if they were of-
fered to them. Nationally, about half
of these workers are unionized and
take great pride in the skilled work
that they do.

WELL,.. DO YOU WARNT 1O BE (ABOR
OR MANAGEMENT ?
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Trainee
Analyst
Coordinator
Associate
Assistant to ...
Representative

Figure 4.4

Seven Level Pyramid

TYPICAL ENTRY LEVEL JOB TITLES

Intern
Consultant
Researcher
Specialist
Junior

Professionals

Many large organizations, mostly
manufacturing, banking, retailing,
and professional service employers,
create entry-level assignments for
the specific purpose of providing en-
try routes for inexperienced profes-
sional, technical, and managerial
aspirants into the organizations.

Many government agencies also
identify a certain level of responsibil-
ity which they use to accomplish the
same purpose. In the federal govern-
ment, this is the GS-5 to GS-7 level.

Entry-level assignments are de-
signed for individuals with no or lim-
ited work experience in the
assignment field. Most of the people
entering these assignments are just
getting out of college or are starting
over in new careers.

The entry position's function is to at-
tract high-caliber people and to pro-
vide them with training for future
development. The training relates as
much to learning the organization's
structure, system, and philosophy as
it does to learning specific tasks.

Following the functional organiza-
tion chart given in Figure 4.3 permits
you to obtain arelative view of organ-
izational life and just where you might
fitin if you see yourself in this type of
entry assignment.

In terms of level of responsibility,
these positions fit into a groove just
above labor status. This type of job fre-
quently pays less than skilled blue-
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collar jobs, but it offers the chance to
move high up the organizational lad-
der.

This small niche is not a long-term
commitment; it is designed with a very
short-term job life span, usually less
than two years. In essence, these as-
signments are junior professional and
managerial positions. The assign-
ments are used for both bachelor- and
master-degreed individuals.

These inexperienced professionals
include engineers, accountants,

computer programmers, systems
analysts, financial analysts, personal
assistants, sales representatives,
buyers, production supervisors, jun-
ior scientists, and management train-
ees. They include assignments in
hundreds of different fields but fit into
the functional concept within the
management structure.

Purpose. The employer's purpose
in identifying certain positions as
entry-level assignments is to provide
technical and managerial talent for
leading the organization in the future.

Few people start at the top. The
age-old tradition is to start at the bot-
tom and work up. Even a college de-
gree does not alter that fundamental
concept

The entry-level assignment is not
“rock bottom,” but an intermediate
step between blue-collar and white-
collar; neither labor nor truly man-
agement, but destined to become
management if everything pro-
gresses satisfactorily.

Upward Mobility. Employers hire
new people for their potential, not
necessarily forimmediate productive
results. Most want productive results
quickly, but the basic thrust is to de-
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Only 1 percent of career strivers ever reach the top
in any organization. By definition, 99 percent of ca-
reers must plateau. Realistic career goal setting is
wonderful, but the key component is the word realis-
tic.

Do you have the ability, interest, stamina, and other
qualities to reach the top? What is your definition of
the “top”? Many people who supposedly reach the
top admitthe fun was in the rise, not the final achieve-
ment. Disappointment often follows people who at-
tain their lifelong dreams.

Career Plateaus:
Only one percent reach the top.
Ninety-nine percent plateau.

Our society is facing significant limits on the age-old
concept of upward mobility. The top is becoming
even more elusive. Organizational cultures that es-
pouse the “lean and mean” philosophy basically
clear out the ranks of middle management from
which top achievers must be drawn.

Promotions in organizations are becoming increas-
ingly more competitive as baby boomers and their
follow-up generation vie for recognition. Coupled
with slower growth of traditional high flying organiza-
tions, the middle assignments get squeezed even
further by economic cycles. Salary compression,
caused by unions, and labor shortages at entry lev-
els, is making upward mobility tough.

Limits to Upward Mobility:
Lean and mean programs.
Competitive promotions.
Baby boomers.
Employment contraction.
Sales plateaus.

Most corporate cultures define all “non-
promotional” rewards as immensely secondary. We
have an “advancement mentality” which we keep
perpetuating via encouraging people to respond to
challenge, change, and new experiences.

This is an unrealistic strategy because by definition,
even in the best of times, promotions are going to

Career Plateaus Limit Promotion

slow or cease. The law of average states that only
one percent can reach the top in terms of promotion.

What is a career plateau? It is a flat place, but it
could be at high levels as easily as at low levels. It
means career stability which is not all bad. Reaching
the end of the promotional ladder means that you are
not going to gain significantly more power, responsi-
bility, status or money.

A career plateau means that you are being recog-
nized as a middle management, competent, career
professional. The organization leaves you in the
same job where you are highly productive, contribute
significantly to the bottom line but does not promote
you. Your contentment at that plateau may signal
that you feel good about having expertly mastered a
needed body of knowledge. You may love your job.

Career plateauing faces nearly everyone. The
main difficulty is that the career plateau may deterio-
rate firstinto a feeling of endless cycles of repetition.
Boredom can result. The next cycle is the attitude of
“hating” to go to work. In our era of planned out-
placement, rebalancing, and redeployment, the mid-
dle management professionals (usually in the 45 to
60 age range) feel the brunt of major changes.

Plateauing in organizations is inevitable. The way
out is to leave the organization on your own before
being gently forced out. The issue is whether to seek
change or wait for it to impact upon you. Either way,
sooner or later, everyone must develop a strategy to
deal with these issues.

If you realistically accept this assessment—that
you are not the top one percent—then your task is to
make new commitments in other areas of your life.
Your rewards must come from other than career re-
lated sources. The only way you lose is by permitting
yourself to become psychological paralyzed.

Most careers stabilize a number of times. You have
the opportunity to accept the stability, make peace
with yourself, or push yourself forward. It is your
choice.

Make peace with yourself
or push forward.

It is highly common for people to plateau, enjoy the
stability, relish the feeling of expert productivity, and
later re-starta new (or even different) career thrust. It
is unrealistic to assume that you can plan for all of the
eventualities.

Work Environments
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velop long-term managers, profes-
sionals, or technical experts to run
the organization. Some of these em-
ployers stay with the organizations
and go on to high positions, but oth-
ers leave the organizations and goon
to other jobs for various reasons.

No guarantee for advancement is
given. Upward mobility is based on
merit. Thus, upward mobility serves
as the “motivational carrot.”

Some employers hire more employ-
ees than they need because a certain
level of failure is expected. Non-
performers do not get promoted and
either get terminated, leave, or re-
main on low-level assignments.

The professional entry-level con-
cept works well for most organiza-
tions. Exact job titles vary depending
upon the size and type of organiza-
tion. In fact, some employees never
realize they have been routed
through entry-level assignments.

Depending upon the type of job, the
industry, and the size of organization,
some employers design specific
management trainee positions which
feed into more responsible positions.

Because most new hires lack inter-
est in nonproductive “trainee” roles,
some employers have abandoned
the management trainee approach in
recent years. They prefer instead to
place the new professionals immedi-
ately in functional fields consistent
with their prior training.

The entry-level assignment is used
to introduce, smooth, and hasten the
transition from an academic or other
work environment to the specific em-
ployment environment.

The assignments are not lifelong
commitments which pigeonhole peo-
ple in the organization. They provide
career direction in an initial job and
can open multiple career paths which
might be unavailable to other inexpe-
rienced and experienced employees.

|
The entry-level position is
designed to hasten your
entry into a management
assignment.
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Whether it is a training program or
one of the more common direct
placement assignments, an entry-
level assignment can achieve sev-
eral very important purposes for you.
It will rapidly introduce you to the
many people with whom you must
work, both inside and outside the or-
ganization. It will also expose you to
typical problems encountered by the
employer in your area of expertise
and to typical problems more ger-
mane to the total organization.

An entry-level assignment can pro-
vide a unique environment initially so
you can become immediately pro-
ductive and make a positive contribu-
tion to the organization's goals. You

will be able to immediately begin ap-
plying your skills.

The employer is also going to be
testing and challenging you in order
to evaluate your potential for addi-
tional training and advancement.
The entry assignment also helps the
employer to determine, with your in-
put, just where in the organizational
structure your abilities can optimally
be utilized.

Actual Titles. The most frequently
referenced titles of management-
level jobs appear in Figure 4.5. The
list is not all-inclusive but represents
about 80 percent of entry-level job ti-
tles used by business, government,
and education employers. The titles
may vary slightly depending upon

Accountant

Actuarial

Adjuster

Administrative Assistant
Advertising Assistant
Agent

Analyst

Appraiser

Assistant Buyer

Assistant Director
Assistant Manager
Assistant to

Auditor

Bank Examiner

Budget Analyst

Business Manager Assistant
Claims Representative
Copy Writer

Cost Accountant
Counselor

Credit Analyst

Distribution Analyst
Economist

Editor

Engineer

Executive Secretary
Expediter

Financial Analyst

Foreman
Figure 4.5
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Inspector

Intern

Internal Auditor
Investment Analyst
Labor Relations Assistant
Laboratory Assistant
Laboratory Assistant
Lawyer

Management Trainee
Manufacturing Trainee
Market Researcher
Marketing Assistant
Marketing Trainee
MBA Consultant
Officer

Personnel Assistant
Programmer
Purchasing Assistant
Sales Engineer
Sales Representative
Scientist

Social Worker
Specialist

Statistician
Supervisor

Systems Analyst

Tax Accountant
Teacher

Therapist




type of job, industry, or size of the or-
ganization, but the assignments dif-
fer little in actual job content and
purpose.

An entry-level assignment may
have no relationship to later assign-
ments, but there is usually a tie be-
tween initial duties and upward
movement. Most organizations tend
to move people through a variety of
assighments, even in unrelated
fields, yet common threads are often
apparent and relevant to the individ-
ual's career paths.

In most successful careers there
are detours which may last many
months. Detours provide a broaden-
ing of experience that is helpful to the
employee and to the employer.

Some organizations hire career de-
velopment specialists whose role is
to assist in the internal placement
and career planning of employees.
These individuals are in-house ca-
reer consultants who assist employ-
ees in realistic career pathing within
the organization.

The career consultant who is usu-
ally a high-level executive with sev-
eral years of personnel and
development experience in the or-
ganization, assists in these types of
career decisions:

» to move you laterally for addi-
tional experience, or upward
for promotion

» to move you to development
programs for training

» to job counsel you for out-
placement and employment
with another organization

Some areas of an organization serve
as better entry-level points than others,
in spite of the fact that entry-level
placement normally does not dictate
long-term commitment to that area.

Onthe other hand, employers like to
hire people who map out career
plans because that planning process
demands the same type of objective
analysis which is useful in making
most decisions. The analogy follows
that people who can plan ahead for
their own careers have the basic
abilities necessary in planning for the
organization's success.

Cross-functional Training. His-
tory teaches that movement within
organizations for highly successful
managers often crosses functional
lines but that successful career paths
are usually functionally centered.

For example, the vice president of
finance usually started in finance but
may have worked several years in
both the marketing/sales and pro-
duction/engineering functions during
his or her rise to top management.

-
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Engineers frequently spend some
time in marketing and manufacturing
assignments before assuming engi-
neering management positions.

Employers like to hear a candidate
express strong interest in a particular
functional field. Without that strong
initial interest, success in the func-
tional field may not develop. A state-
ment like, “I want to start in
engineering but move into finance
later,” does not show sufficient inter-
est in engineering to permit success
in that field, so the person who says
that will probably never get beyond
low-level assignments.

Employers cannot guarantee up-
ward mobility. Promotions for the first
five years almost always occur in the
starting functional field. Superior per-
formance, measured by several pro-
motions, permits cross-functional
exposure later. Until the functional
field is mastered, a cross-functional
experience is probably not possible.

Upward mobility is earned,
not guaranteed.

It is good advice to lay out a career
path for five to ten years in a given
functional field. Then after five to ten
years you can begin to request reas-
signment to other functional fields.
This strengthens your qualifications
and indicates sincere interest. Con-
sider enrolling in some evening
courses in the other field which you
feel would be a logical cross-
functional experience.

International Exposure. Top
management-level aspirants in a
multinational organization need ex-
posure to international operations at
some point in their career paths. In-
ternational experience is not a re-
quirement for top management, but
in some firms it is very helpful.

The corporation is not the place to
look for an immediate overseas as-
signment. Most corporations look in-
ternally for management talent that
has five to fifteen years of domestic
expertise in a functional field, such as
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accounting, finance, sales, market-
ing, manufacturing, engineering, etc.
These high-potential American em-
ployees are sent overseas to help
solve specific problems.

Most employers fill overseas posi-
tions with nationals. Preference is
given to nationals educated in the
United States who wish to live in their
home countries because employers
have experienced fewer political, so-
cial, and economic problems with this
policy. Overseas affiliates do their
own hiring, normally without direction
from the American headquarters.

The large multinational firms do
send Americans overseas for short
durations of six to twenty-four
months to assist with particular prob-
lems and to develop management
and technical expertise.

Americans wishing to gain interna-
tional business experience should
first accept functional employment
with a corporation that has large in-
ternational operations. After excep-
tional career progress in a domestic
functional assignment, a request to
be transferred to the international di-
vision is more likely to be honored.

It is not always easy to obtain inter-
national or cross-functional training
in today's organizations. However,
long-term career success may de-
pend on this exposure.

People who later become top-level
executives will usually, at some point
in their careers, have acquired cross-
functional and international experi-
ence. Knowing the basics about sev-
eral functional fields helps people in
moving up in organizations.

If you have none or very little work
experience, the entry-level profes-
sional assignment may be exactly
what you need. The terms of your as-
signment will probably differ from
those mentioned here, but they will
follow these concepts.

Management

The next level of responsibility in
most organizations is management.
This includes engineers, scientists,
accountants, marketing managers,
plant managers, and a host of other
professional, technical, and manage-
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rial people. This large class of people
form the backbone of American cor-
porations, financial institutions, hos-
pitals, government agencies, etc.
Levels. Within management there
are also various levels of responsibil-
ity. Titles in a technical area might be
junior, assistant, associate, profes-
sional, senior, and executive, in that
order. Titles in nontechnical areas
frequently include: assistant, associ-

ate, assistant to, department head,
group head, manager, and director,
in that order.

If you have several years of work
experience, you will probably bypass
the entry-level job.

You must decide where within the
levels of responsibility of the new firm
you fit. For example, the position of
controller in a small firm may not be
equivalent to the position of assistant

\

Obsolete Career Path Planning

Understanding career paths, advancement, challenge, and so
forth are all important aspects of career planning. Recent evidence,
however, shows that very few people will start with an organization
and spend the rest of their life working there. Further, with the social
and technological changes within society, few people even stay in a
chosen occupation for more than a decade or two.

We are a mobile society. Things continue to change. Your career
pattern is likely to be much more diverse than that of your parents.
No longer should you think about an organization or even career
field where you will spend the rest of your life.

Many career experts suggest that life will become a series of differ-
ent work experiences. The experiences are more likely to be
bunched in terms of 5 to 15 year increments.

The terms, “career” and “profession” imply a longer period of en-
ergy directed to a given endeavor, but it may not imply a lifelong
commitment. You may well want an instant job now and a different
career change in a few years. There is clearly a less than definitive
answer as to when you move from one work experience to another.

You may find yourself seeking re-education several times in your
working life. These educational experiences may be in highly di-
verse arenas.

Nothing about careers is locked into concrete. The doctor of today
may be the real estate mogul of tomorrow, and the accountant may
turn out to be the architect in his second or third career. Nonethe-
less, these changes do not throw the need for career planning out
the window.

The pace of societal change demands that you greatly compress
the time horizons in traditional career planning. It is unrealistic for
you to plan for a specific career change after ten years and outline
that career. The forecasted career could have been eliminated by
the rapid change in society, technology, and organizational needs.

In all likelihood you are going to have to be an instant responder.
External events will likely force you into seeking a different job, a dif-
ferent employer, and maybe even a different career because your
chosen field becomes obsolete.

Career planning means having a vehicle ready to address these
changes when and if they occur. Career planning is a tool in your
background that is designed to enable you to pick up and start anew
whenever circumstances demand change.
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department head in a multinational
firm. To best determine a rough fit, try
to obtain relative salary information.

Technical and nontechnical manag-
ers constitute the backbone of every
organization. Managers design, con-
duct, teach, coordinate, and imple-
ment the managing process. The
term “management” (called “admini-
stration” in nonbusiness organiza-
tions) gets thrown around with little
understanding of its true meaning.

What is a manager? When does
one become a manager? Obviously,
few (if any) people start their careers
as managers because it takes time to
gain the experience which is essen-
tial to managing and supervising.

There are various levels of manage-
ment (junior, middle, top) in each
specific function at each location.
The entry-level assignment, usually
related to a functional field, is the first
rung of the management ladder.

Progression. Progression into
various levels of management takes
time which varies sharply among or-
ganizations and individuals. Some
employers offer fast-track, sink-or-
swim approaches, while others pre-
fer slow methodically planned devel-
opment programs.

Some employers prefer to rotate per-
sonnel frequently among various job
functions, geographical locations,
product lines, etc., to help them gain a
wide exposure to people, organiza-
tional philosophy, and cross-functional
training. Others prefer a strict upward
progression in a given functional field.

Your ability to learn also impacts
upon the speed of your upward mo-
bility. Some people learn faster than
others. Some fail and their employ-
ment is terminated.

Automatic tenure and salary in-
creases are not common. Promotions
come only after superior performance.
Promotions can come in three months
or take three years, depending upon
merit considerations.

Because of some demographic
changes in the United States popula-
tion, upward mobility is not likely to be
as rapid as it was the past two dec-
ades. The low birth rate of the de-
pression and war years (1930-45)
permitted that generation to practi-
cally fly into leadership roles and
move into top management rapidly.

The middle management position
voids were subsequently filled by the
postwar baby generation. Due to the
relative ages of young, middle, and
top management today and the lack
of major economic growth, one could

You SAID YoU D HELP
ME WITH SOME YARD
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predict much cross-functional move-
ment within the lower and middle
management ranks within the next
decade in all types of organizations.

Not all individuals aspire to man-
agement responsibilities. Even
though a high percentage of new
hires want to move into the ranks of
management later, it is not for every-
one.

Management tends to be the high-
est paid individuals in business, gov-
ernment, and education, but many
organizations build in a comparable
reward structure for high technology,
engineering, research, and profes-
sional personnel. With some employ-
ers you can remain a “professional’
without the management pressure
and earn comparable salaries.

Executive

The executive level of responsibility
is for only a very small number of
people, usually less than 1 to 3 per-
cent of total employment. There is

Owner
Partner
Chairman
President

Figure 4.7

EXECUTIVE TITLES

Vice President
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only one chief executive officer per
organization. It is possible for both
technical and nontechnical people to
move into the executive ranks, and
every profession points to their mem-
bers who have made it.

Not everyone desires this type of
position, even though it offers enor-
mous prestige, status, and financial
rewards. The pressures, stress, so-
cial demands, and total commitment
to the organization is not for most
people.

Executives often earn incomes of
well over $100,000. In most organi-
zations the route to the top is still up
through the organization. Very few
choose the “job hop” route to the top.

This is not a book about executive
employment. The group of people
most likely to find this publication of
use are the entry-level and
management-level participants, peo-
ple earning $30 to $100,000. Ironi-
cally, however, individuals in
executive ranks use the basic ap-
proach in preparing for ajob change.

CONCLUSIONS

Your exploring process must en-
compass all types of employment
settings including private enterprise.
Where you want to work is a funda-
mental employment consideration.
You should understand basic organ-
izational structures in order to see
how you can fit into the total scheme
of activities.

Understanding the organizational
management process permits you to
develop your own career plan within
a compatible environment. Career
management is reality-based.

You must also incorporate into your
plan some idea of the level of respon-
sibility you desire initially and in the
long term. You do not need to be so
specific as to attach concrete time
parameters to each level, but you
should know the general direction
and the steps which must be taken to
reach the level of responsibility.
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PART 2

his section

MANAGEMENT CAREER

EXPLORATION

People with di-

on manage-
ment careers
is not for eve-
ryone. If your career
decision is fairly well

President

rect authority for
one of these
functions have
line manage-
ment authority.

made, you may not
need to read about the
different aspects of
management. If you
have worked in &
management capac-
ity, this discussion is
simply a review of
what you already
know.

The material is most
applicable for young, inexperienced
management aspirants and experi-
enced people who have had no man-
agement training or experience.
There are discussions of each of the
basic functional fields and the posi-
tion alternatives normally found in
them.

This material is an integral part of
the exploring process. The informa-
tion presented is invariably dis-
cussed in job interviews.

Six major work functions are found in
the typical private enterprise organiza-
tion: marketing, finance, manufactur-
ing/service, engineering, research and
development, and administration. The
three central functions are marketing,
finance, and operations (manufactur-
ing). Within manufacturing, many firms
include the engineering and research

Finance

Administration

Marketing

functions since they relate so closely
to production operations.

These three functions dominate:
creating the product or service (op-
erations/production), financing the
product or service (accounting and fi-
nance), and distributing the produc-
tion or service (marketing).

Regardless of the type of sector
(government, education, or busi-
ness), there are counterparts for
these three functions in each.

|
Do you fit into marketing,
finance, operations,
engineering, or
administration?

Operations

Engineering

People em-
ployed in activi-
ties which assist
these principle
functions hold
staff manage-
ment functions.

In general, line
managers hold
more power and
authority and
are paid more for comparable-level
jobs than staff people. Experience in
one or all of the line functions is nor-
mally required for advancement to
executive status.

In some non-manufacturing organi-
zations (banking, insurance, retailing,
hospitals, associations, government,
etc.) the operations (production) func-
tion may be replaced by a purchasing
(buying) function or service activity.

In most cases, your employment re-
lates to one of the three basic func-
tions regardless of the type of
organization for which you work.
Many times the function and the in-
dustry closely parallel each other.
Your background may lend itself
more to a given industry than to a
given function.




Nonetheless, your functional inter-
estis as much or more important than
the industry in which you plan to
work. For example, biology, chemis-
try, and zoology academic creden-
tials relate very well to careers within
the chemical, pharmaceutical, and
health industries. Majors in English,
journalism, and communications re-
late closely to publishing, printing,
and advertising. Within the indus-
tries, however, people with those ma-
jors specialize in specific functional
activities when they start to translate
interests to real work assignments.

With the exception of a few special-
ized fields, such as accounting, engi-
neering and marketing, few
academic backgrounds correlate
perfectly with job-related assign-
ments.

Individuals who insist on relating
academic credentials directly to jobs
miss the whole point of a broad-
based education. Engineers do not
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always start and stay in the engineer-
ing function; many start in marketing
and may even switch to other non-
engineering fields later.

Regardless of your academic
credentials, you should take a
close look at all of the basic func-
tions and try to place yourself in
the most appropriate function. Re-
late your self-assessment to real
world assignments. You do not
have to live forever in the narrow
niche your academic credentials
might at first glance dictate.

Investigate all of the career
options for which you are
qualified.

Your starting point is the prepara-
tion of career profiles—an analysis of
careers in various functional areas
within employing organizations.

Learn what is available. Relate vari-
ous profiles to your background. In-
vestigate industry settings as
secondary, and more specific work
environments. The more you can re-
late your background to specific jobs
in specific industries, the greater are
your chances for employment and an
enjoyable career.

Various career profiles are de-
scribed within each basic manage-
ment function to give you some real
world information. It would be impos-
sible to discuss every occupational
profile or to give complete profiles in
any single publication. To obtain
depth of information, you must follow
up your interest in a functional field, a
specific position, and/or a specific in-
dustry with a vigorous research effort
using many outside references.



arketing is the distribution
of products or services
from the source to the
customer. No govern-
ment, public enterprise, or private
business can survive without effec-
tive distribution of goods or services
to users and potential users.

Marketing invites consumers to
sample a wide variety of products or
services before they elect to devote
resources to the purchase of them.

The customer exercises complete
control. Competitive marketing pro-
vides a broad selection of goods and
services at various levels of quality at
the lowest possible prices. Everyone
is a customer.

Millions of people in some way or
another are involved in marketing
every day. Although the concept is
simple, its effect is immense and al-
most incomprehensible to people us-
ing other systems in other countries
of the world.

Marketing System

The American marketing and distribu-
tion system is unique in its ability to
serve the public. Anyone who travels
outside the U.S.A. quickly recognizes
the other countries can manufacture
equivalent products, but that these
products seldom reach the masses and
thus bring them the necessities and
conveniences of life as well as in the
USA.

The main difference is our distribu-
tion system which permits enormous
savings through the economics of
scale production.

The American marketing system is
builtupon the ideas, “Find a need and
fill it,” and “Do it better, faster, and
cheaper than the other guy.” And it
must always be at a “better quality
level.” That competitive entrepreneu-
rial spirit makes an enormous impact
on our standard of living.

Significant Needs. The marketing
function in private enterprise needs

millions of talented people with both
technical knowledge and superior
ability to communicate. An individual
who can combine technical compe-
tence with quality communicative
skills will find financial opportunities
in marketing which are difficult to
match in any other form of employ-
ment.

Marketing is often the shortest
route to management responsibility
and authority.

Regardless of whether you pos-
sess a technical or non-technical
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background, marketing may be the
right career for you. The distinct ad-
vantage for the person willing to work
hard is that productivity is readily
measurable and rewards directly fol-
low performance.

Marketing offers thousands
of jobs to individuals with
diverse backgrounds.

In many other positions, keeping
your salary up with inflation is a major
goal. A successful person in market-
ing, however, beats the inflation syn-
drome by substantially
outperforming the rate of inflation by
regularly increasing sales. An em-
ployer has no option but to increase
the marketing person's earnings sub-
stantially to retain him or her.

Channels of Distribution. Al-
though there are hundreds of differ-
ent channels of distribution for goods
and services, for employment pur-
poses you can look at two main ave-
nues: wholesale and retail.

In the wholesale avenue the prod-
uct or service is exchanged through a
middle person, the wholesaler, who
serves a broker role between the
manufacturer and the end user. The
retail market is where the product is
sold directly to the end user.

Before the establishment of thou-
sands of retail stores, products and
services were often literally sold
“door to door” or by “word of mouth.”
Most of that personal selling has now
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been replaced by many types of retail
stores where the customer finds the
seller rather than vice versa.

There are still a few large pockets of
personal selling in stock brokerage,
insurance, personal services, etc.
but for the most part store retailing
has replaced personal selling.

A product or parts of a product may
have changed hands many times
before it is ultimately sold to the con-
sumer. For example, an automobile
radio is a combination of parts and
sub-assemblies which are manufac-
tured by different firms and sold to the
final assembler by various persons.
In practice, the automobile firm may

ByY

have purchased only three items
(speaker, antenna, and tuner) and
put them together into the package
that the end user purchased; while
the speaker manufacturer had to buy
paper, magnets, steel, and wire to
construct the speaker assembly.

Most products have a lengthy chain
of purchases of sub-parts before
they reach the consumer. Someone
sold the manufacturer the raw mate-
rials. The manufacturer shopped
around for the lowest price for a given
quality level just like a conscientious
shopper would do at the supermar-
ket. Sales people called on the
manufacturer.

BUY K SELLR SELL

ARE YoU A BLY OR A SELLT



il
\
N\

A

Raw materials are bought and sold.
Partially finished components are
bought and sold. Long before a prod-
uct reaches the consumer, many
transactions occur, and these trans-
actions involve marketing people.
This is part of a wholesale market.

Another part of the wholesale mar-
ket is the middie person for a finished
good. Developing a marketing net-
work is an expensive process. Many
times a manufacturer prefers not to
develop a network of salespeople be-
cause further investment in produc-
tion is more profitable than an
investment in the sales network.
Most manufacturers prefer not to cre-
ate retail outlets for a single product
line.

There obviously is a need for some-
one to coordinate the purchases of
thousands of small stores with thou-
sands of manufacturers. This is the
function of the middle person, often
called a manufacturer's representa-
tive. The representative is not em-
ployed by the manufacturer but is an
independent person buying at one
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price and selling at another or obtain-
ing a commission for completing
each transaction.

Brokers are everywhere. Farmers
do not sell lettuce directly to retail su-
permarkets. Clothing manufacturers
use middle people rather than sell di-
rectly to every small retail store.
Manufacturers of copper wire sell to
firms who make electric motors who
sell to washing machine manufactur-
ers who use a distributor network to
sellto small and large retail appliance
stores.

Thousands of people sell
products/services in a
business-to-business

network without ever
directly talking to the
end consumer.

You may fit into this whole market-
ing and distribution network. There
are products that only technically

A

MARKETING OFFERS WOMNDERFUL
OPPORTUNITIES FOR. TALENTED PEoPLE
WHO CAN COMBINE TECHNICAL COMPETENCE
WITH QUALITY COMMUNICATION SKILLS .

trained people can sell, such as jet
engines; but there are also products
such as fiberglass insulation which
may only require limited technical
training which is easily supplied by
the manufacturer.

An overwhelming number of prod-
ucts require no technical expertise to
sell.

Wherever there are sellers, there
are also buyers; and you may also fit
into that part of the channel as well.
Retail stores, large and small, need
sophisticated buyers who forecast
what the consumer market wants
and needs. Manufacturers need pur-
chasing agents for raw materials and
sub-assemblies. Governments need
buyers for products and contract ne-
gotiators for services.

Millions of people work in this buy-
ing and selling arena at various lev-
els. Even professional people like
doctors, lawyers, and psychologists
must sell their services. Mechanics,
plumbers, and masons must develop
a reputation to convince consumers
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that their personal services are
needed.

As a consumer you have a choice of
which products and services you
want. Someone must sell you on go-
ing to a given store or calling a certain
sales person.

Marketing is a wide-open career
field which has great potential for its
entrants. If this is of interest to you,
take a look at some specific opportu-
nities available in the career profiles
that follow.

Sales Management

In nearly all business organizations,
regardless of size, the major market-
ing assignment is that of sales repre-
sentative. Before you can become a
successful marketing executive you
must spend some time in sales work
learning about the products or serv-
ices, customer attitudes, and how to
handle front-line, direct relationships
with customers.

Few employers hire and promote
people into higher-level marketing

THE SALES ORGANIZATION

\

Figure 5.1
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Vice President
Marketing and Sales
‘ Advertising ‘ Market Research‘
(small rotating staff) (small rotating staff)
5000 National Sales 50
People Manager States
2000 Central Region 15
People Sales Manager States
1000 Regional Sales 3
People Manager States
100 District Sales 1
People Manager State
20 Branch Sales Major
People Manager City
5 Sales Territory
People Supervisor
1 Sales
Person Representative
Organization for Each Product Group

management positions without some
experience in sales. Figure 5.1 gives
the typical marketing organizational
structure.

Organization. The old hard-sell
approach is dead. Buyers are so-
phisticated today and are searching
for value in terms of price, quality,
and service.

The fast-talking, back-slapping,
flashy-dressing salesperson does
not meet today's needs, and few
such people will find employment in
today's environment. Customers
want solid information based upon
facts, guarantees, and service com-
mitments, not public relation gim-
micks.

Marketing is not confined to busi-
ness organizations. The consumer
demands no less service and infor-
mation from public employees (fed-
eral, state, and local) political
leaders, churches, hospitals, and
cultural institutions. All organizations
must express their wishes in a direct,
logical, and well prepared way in
both speaking and writing to their
constituency.

Selling. The art of selling calls for
person-to-person contact and
problem-solving ability. This service-
oriented activity requires skill, disci-
pline, and analytic ability if it is to be
competitive in our highly developed
technologically based society.

Presidents, vice presidents, execu-
tives, professional people, partners,
owners, directors, and all types of
managers spend a great deal of their
time in selling activities.

As you move into higher levels of
responsibility in whatever career you
choose, chances are that more and
more of your time will be spent in
some facet of the selling activity.
Very few organizations can survive
without the personal involvement of
its leadership in the selling of products,
services, or reputation of the organiza-
tion.



CHUG, MO OTHER.
CAREER HAS THE
EARNINGS POTENTIAL
THAT SALES HAS,

Selling is offering solutions
to problems. You are a
personal consultant to your
client.

Whether you are a teacher, engi-
neer, dentist, scientist, or account-
ant, if your goal is to move into the
highest levels of responsibility, you
need to learn how to sell ideas, prod-
ucts, services, or abstract concepts.
When you recognize that fact, the
rest of the organizational structure
begins to make sense.

In many respects, life consists of
selling. People enjoy giving advice.
They do it all the time.

Titles. Because the salesperson's
job is so broad, many different job ti-
tles have emerged. Many of the titles
relate to specific industries and oth-
ers relate to certain occupations in a
particular industry group. As you
move up the promotion ladder, the
assistant manager and manager ti-
tles get added.

The most commonly used titles are
sales representative, marketing rep-
resentative, marketing consultant,
service representative, technical
specialist, sales consultant, special
agent, account executive, field engi-
neer, and manufacturer's represen-
tative.

Many of these titles are also ap-
pended with the names of specific

THERE'S MORE TO
A CAREER THAN

products, geographical regions, and
divisions of the organization.

Abstract of Duties. Sales person-
nel, regardless of their levels of re-
sponsibility, are responsible for a
wide range of specific duties. It is
common for a salesperson to have
the most unstructured job in the or-
ganization and most control over his
or her use of time to complete an as-
signment.

Although it is neither all-inclusive
nor descriptive of every salesper-
son's work, the following list of typical
activities should give you a good idea
of what a salesperson does.

Makes contact with

customers . . . consultant . . .
takes orders . . . serves as
liaison between two parties . . .

JUST MONEY, RALPH,

plans requirements . . .
forecasts sales . . . problem
solver . . . projects supply
and demand . . . researches
markets . . . introduces new
products . . . assists with
inventory and production
control . . . arranges delivery
dates and methods . . .
services clients' needs . . .
settles complaints . . .trains
new employees . . . develops
new customers . . . checks
on competitors' activities . . .
prepares sales reports . . .
serves as representative at
trade meetings . . . arranges,
coordinates, and sets up
trade shows . . . influences
produce or service design
and price . . . assists in

-

Figure 5.2

PERSONALITY/PRODUCT MATCH

— Choose a product you be-

— The product does not have

in a “growth” field

— Know the product and pos-

the ability to learn it better

— Relate to the personality of

your clients
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preparation of promotional
materials . . . coordinates
advertising . . . arranges
public relations activities . . .
trains new employees . . .
develops solutions . . .
solves customer problems.

To the customer, the marketing rep-
resentative is the organization. At all
levels, the marketing representative
is part of the management team.
Many marketing management deci-
sions must be made in the field.

Requirements. The requirements
for entering the sales career field differ
greatly by industry, product line, and
specific employing organization, but
some generalizations can be made.

Sales usually requires a college de-
gree, but most organizations do not
require a specific major. For some
commercial and technical sales as-
signments, a masters degree may be
required.

Very few specify exact academic
training, but there are assignments
where certain majors and degrees
are helpful. For example, a semi-
conductor firm might prefer an elec-
trical engineer for marketing the new-
est and latest technical products to a

sophisticated manufacturer of
products using electronic compo-
nents.

Liberal arts majors also make excel-
lent marketing representatives. Their
analytical thought pattern and com-
municative skills are highly benefi-
cial.

Most firms have elaborate training
programs designed to teach the tech-
nical characteristics of the product or
service to salespeople. Many firms
require continuous training via semi-
nars, correspondence study, and on-
the-job training.

Conversely, some firms immediate-
ly place new hires out in the field to
call on customers if they are suffi-
ciently versed in sales techniques
and product information. On-the-job
training is common.

Sales positions require strong self-
discipline because people often must
set their own hours and work rou-
tines. The individual need not be the
stereotyped extrovert, but an outgo-
ing, mature, pleasant personality is
extremely helpful.

The job requires some evidence of
a helping nature because that is the
essence of selling. Most firms desire
excellent speaking ability. Strong

Figure 5.3
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ACCOUNT EXECUTIVE PERSONAL QUALITIES

— Strong ego

— Persuasiveness

— Independent drive

— Self-starter

— Patient listener

— Belief in the products

— Empathy with clients

— Desire to find solutions

— Accept rejection of product, not self
— Helping others

— Resilient attitude on peaks and valleys
— Perseverance and challenge

— Independent, minimal supervision
— Positioning product power

— Coping with uncertainty

— Creative solutions
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skills are required in writing reports
and promotional styles of writing.

The most sought-after
quality is the ability to think
quickly and communicate
solutions effectively. Hard
working, self-motivated
people with assertive
personalities do
extremely well.

At the entry level, prior work experi-
ence is rarely required, but most
firms do seek prior selling and super-
visory experience if the position is at
a manager or higher level of respon-
sibility. Employers frequently consid-
er extracurricular activities, civic
responsibilities or prior part- or full-
time work experience which shows
leadership potential. Most firms look
for the ability to solve problems, su-
pervise others, and make decisions.

Career Paths. The top-level posi-
tion is vice president of marketing or
sales. Many of the larger firms have
several vice presidents for product
lines, geographical areas, and func-
tional departments. The regional and
national sales manager positions are
usually classified as executive
status. All employers have many
middle- and upper middle-level man-
agers in the sales area which are
paid extremely handsomely.

Managers are responsible for prod-
uct planning, promotional design, ad-
vertising strategy, and staff
administration. Managers supervise
other managers, clerical personnel,
market researchers, marketing staff
assistants, and sales representa-
tives, and often control large geo-
graphical areas and/or multiple
product lines.

Managers are responsible for
budget preparation, financial control,
and sales production of significant
dollar amounts. They often sell to
large accounts as well.

Representatives begin to assume
management responsibilities after



one to three years of experience.
About 30 percent of top executives
come from marketing backgrounds. In-
dividuals on management tracks often
spend one to three years in staff as-
signments in marketing research,
product management, and advertis-
ing.

Training. Almost all firms offer ex-
tensive management development,
sales management, and sales tech-
niqgue and strategy training pro-
grams. These programs vary in
length from a few days to two years of
now-and-then programming. The
product line, industry, and level and
type of training dictate the length of
the various programs.

Most training involves classroom
work, seminars, evening home study
programs, and on-the-job training
with highly experienced managers.
As one progresses in the field of
sales, he or she is called upon many
times to develop and train subordi-
nates, drawing upon materials pro-
vided by the firm, academic texts,
and personal experiences.

The training programs orient the
new salesperson to the organiza-
tion's product and/or service charac-
teristics and specifications. The
programs deal with organization pol-
icy, personnel practices, and provide
exposure to internal resources in
terms of people and materials. The
training introduces the new people to
customers, important industry con-
tacts, and key people in the sales
management organization.

Earnings. Earnings are usually ex-
pressed as a yearly salary which is
paid in monthly installiments. A sales
representative often receives some
attractive supplemental benefits
such as an automobile and an ex-
pense account. Some firms pay a bo-
nus at the end of the year based upon
productivity during the preceding
twelve months.

Earnings in sales can become very
substantial in a very short period of
time if you are especially productive.

It is not uncommon for a sales con-
sultant to be earning significantly
more than many of their managers
due to incentive compensation.

After a few years, many firms will of-
fer a commission or some other in-
centive plan that often increases
earnings beyond that of much higher-
level executives.

The incentive
compensation and travel
benefits make sales one of
the most lucrative career
options available.

Although initial hiring earnings lev-
els may not be as attractive as those
in some technical fields within the
same firm, a sales career can prove
to be a faster track to substantial
earnings later.

Outlook. No exact figures are avail-
able on number of people currently in
the function, but it is well over a mil-
lion people. Employment growth po-
tential is one of the strongest
characteristics.

Many openings are listed daily in al-
most every newspaper in every re-
gion of the nation. All manufacturers
and service industries need qualified
sales talent.

Nearly every industry and occupa-
tion group has a counterpart to the
sales representative. The outlook is
especially strong as many smaller
employers upgrade positions. Until
recently, a college degree has not al-
ways been required, but that appears
to be changing now and a degree is
becoming essential.

The best sources of additional infor-
mation are the Occupational Outlook
Handbook, local libraries, employ-
ment brochures of major firms, job
descriptions in classified ads, etc.

Sales is one of the best bets for lib-
eral arts graduates hoping to make
use of their communicative abilities.
It is one of the highest-paying fields.
The experience is directly applicable
for individuals wishing to someday
own businesses of their own.

The drawback of some sales posi-
tions is that they often require exten-
sive travel. Many  sales
representatives literally live on their
expense accounts. The amount of
travel required depends on the in-
dustry, type of product, and geo-
graphical territory to which the
person is assigned. People located
in major metropolitan areas may
rarely need to travel overnight, while
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representatives in Nebraska may Sales management is one of the
rarely be at home during the week. largest and most attractive career

There will always be many fields for you to consider. Upward
jobs in sales. Your best mobility is “wide open,” and earnings

ity bilit relate closely to your productivity. A
security Is your own abliity. good salesperson's job security is

enhanced by his or her ability to go
just about anywhere in the U.S. and

find employment readily, particularly
\ with prior successful sales experi-

ence. Many dual-career couples
RETAIL STORE MANAGEMENT consider this a most attractive field
for one of the parties due to this ca-
reer flexibility.

Assistant Department Manager

Vice President

Retail Management
As lucrative and attractive as the
sales area is to many people, there
remains a strong aversion among
Group SfOTe Executive others for the traveling, setting ap-
pointments, and talking with custom-
ers about product specifications.
Given the non-technical outlook of
Store IYIanager many of these people, they realize
that the marketing function best suits
their background, but they prefer that
customers come to them.

Assistant Stiore Manager I
Many people prefer a job
where the customer comes
Store Salés Manager to them. They like to deal
directly with the end user
rather than
middlemen.

The prospecting and calling on peo-
ple they don't know do not seem to fit
their basic dispositions. The field of

DepartmeLt Manager

Figure 5.4
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retailing might be the ideal match for
this group of people.

Career Paths. Most large depart-
ment stores and the large national
chain stores provide both entry-level
programs for new entrants and hire
experienced personnel for manage-
ment positions. Many of the smaller
retailers bring people into the busi-
ness as assistant managers.

Retailing is a business that offers di-
rect management responsibilities
very rapidly. The scope of the early
responsibility is probably unmatched
in any other career field.

Retailing offers two distinct career
paths: retail store management and
merchandise buying. In day-to-day ac-
tivities much of the distinction blurs, but
in theory, these are two different func-
tional areas of the business.

A third area is operations which in-
cludes the more technically oriented
careers of accounting, presentation
engineering, distribution, data sys-
tems, personnel, display, advertis-
ing, labor relations, facility
management, etc.

Store Management. The organiza-
tion of store management depends
largely upon the size of the retail or-
ganization. Large operations, like
Sears, Penney's, K-Mart, etc. have
structured training programs whose
career paths typically follow the man-
agement hierarchy.

Retailing offers one of
the fastest entries into
the management
function. You are
supervising people
almost immediately.

After a training program which ori-
ents new managers to basic policies
and procedures, a person may be as-
signed as an assistant department
manager and follow the promotional
path shown in Figure 5.4.

After becoming store managers, in-
dividuals can move between various
sizes of stores or can be promoted to
zone, regional, and corporate man-

agement positions and supervise
several stores. Anywhere along the
way, an individual can be selected for
buying responsibilities.

Buying. Some people prefer to take
the alternative career path of becom-
ing a buyer who is more responsible
for the selection, purchase, and pro-
motion of the merchandise that the
store carries. If a particular line does
not sell, the buyer is the person held
directly responsible.

Store management people super-
vise people and manage the physical

facilities, whereas buyers manage
the product mix, image, and product
promotions.

Both buying and store manage-
ment hold comparable positions, so
earnings potentials are not usually a
consideration in selecting which
route to consider.

/

Trainee

RETAIL BUYING MANAGEMENT

Merchandising Executive

Divisional Mercnanjulse Manager/buyer

Merchandisfe Manager

Buyer (One p‘roduct group)

AssociaLe Buyer

Sales I\J’Ianager

Assistat

itBuyer

Figure 5.5
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The key decision is
the type of work you
want to do.

Buyers often travel a great deal and
can be away from home for two to
four weeks on major buying trips.
Store managers travel much less fre-
quently.

Store managers may do some buy-
ing in terms of reorder to catalog se-
lection, but buyers usually select the
merchandise to be carried after con-
sultation with store and sales manag-
ers to identify what customers in
particular geographical or demo-
graphic settings want.

In the large chains buying is central-
ized, so the store manager often or-
ders from a central shopping list the
merchandise most appropriate for
his or her store. If goods can be pur-
chased better elsewhere, the man-
ager often has the authority to use
outside sources. The magnitude of
buying responsibility for a large chain
is immense. The pressure on the
buyer can be intense.

Most regional department stores do
their own buying, as do small spe-
cialty shops. Buyers purchase mer-
chandise to fit their unique markets
and images. Although the dollar
amounts may seem staggering, the
sums invested do not often approach
those of the chain store buyers.

I DONT Know, JAa(. '
PO YouU REAUY THINK

ANOTHER. ORDER OF
THESE HIGH FASHION
DESIGNER. CLOTHES 7 4
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ACTUAULY TM A BUYER EROM YOUR COMPETITION |

Some department stores associate
together and form buying coopera-
tives in some basic lines to insure
lower cost and retail price competi-
tiveness with the large chains.

The time it takes to move from entry
to buyer and other management
posts is not predictable. It varies by
store policy, size of store, product
classification, and individual track
records.

7.

I JUST WANTED T SEE (F You WERE STILL
CARRY ING THE SAME LINE OF JUNK,

It is not uncommon for you
to become a buyer of
several million dollars

worth of goods in less than

three to five years.

Beware of promises made about
the time required for upward mobil-
ity. Many external and uncontrolla-
ble factors such as the weather, the
economy, and availability of mer-
chandise influence performance.




Abstract of Duties. Depending
upon the store's policies, size, mer-
chandise selection, and other vari-
ables, the distinctions between
manager and buyer functions are of-
ten hard to recognize in actual prac-
tice. Listed below are some of the
daily and periodic duties a retailer
performs regardless of function.

Supervises sales workers . . .
sells merchandise on floor . . .
handles complaints . . .
provides customer service . . .
orders merchandise . . .
meets with manufacturer's
representatives . . . travels to
buying markets . . . determines
prices of merchandise . . .
assists in advertising and
promotional plans . . .
analyzes market.

Prepares marketing and

sales reports . . . manages
and controls daily cash
receipts . . . supervises
inventory audits . . . trains
sales workers . . . hires sales
and clerical personnel . . .
assists in advertising copy
preparation . . . designs and
supervises building of displays
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. . . shops competitors . . .
operates as an independent
profit center.

The smaller the organization is, the
more likely are the functions to be in-
tertwined. A family department store
owner does everything from buying
goods overseas to selling merchan-
dise on the selling floor. The variety
of duties is so diverse that people in
the profession often find it impossi-
ble to describe a typical day. Each
day may be a whole new experi-
ence.

Requirements. People of all aca-
demic disciplines and degree levels
and with a variety of prior work experi-
ences work in retailing. In terms of aca-
demic background requirements,
retailing is one of the most open fields.
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... ESPECIALLY WHER THEY'RE WRoNG,

The most important criteria
sought are leadership
qualities, desire to interact
with the general public,
and strong ability to
communicate verbally
with people from all
walks of life.

The people-oriented nature of the
business demands outgoing person-
ality styles, high energy levels, drive,
initiative, and independence. High
levels of responsibility must be ac-
cepted quickly, so employers look for
these background qualities in prior
academic, work, social, and civic en-
deavors.

For some types of buying jobs, can-
didates need to have a flair for fash-
ion, color coordination, fabric
selection, and presentation methods
(ala fashion stores), while for other
types, persons may need more of a
mechanical bent (ala an automobile
center).

Training. The time spent as a man-
agement trainee varies from six to
eighteen months depending upon pol-
icy and candidate performance. It nor-
mally takes three to six years to reach
the buyer/store management level

Training begins with seminars but
quickly goes on-the-job supple-
mented with regular seminars. Usu-
ally the first performance review is
after six months and then there are
annual reviews and annual salary in-
creases thereafter.

Earnings. Retailers have a reputa-
tion for starting with low pay and then
substantially rewarding high per-
formers with superior salaries. The
reputation is not universally true.
Large department stores and chains
pay extremely competitive salaries in
order to attract top students, while
smaller retailers are usually slightly
below average.

Buyers and store managers earn in
the $75,000 to $150,000 range, de-
pending upon performance, mer-
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chandise line, and gross sales. In
several recent salary surveys, suc-
cessful retail executives rank near
the top of industry-wide pay scales
which indicates substantial returns
for high performers.

Outlook. There are thousands of
retail stores ranging from small spe-
cialty shops to the national chains.
The need for people varies greatly
with the economy. Demand for peo-
ple drops substantially in slow econo-
mies and is extremely strong in
normal and superior climates.

Opportunities are usually available
in most geographical locations. Re-
tailing is a strong field for the non-
technically trained college graduate,
especially liberal arts majors.

Because the skill transfer is so easy
from one store to another, many
dual-career couples plan for one of
the parties to go into retailing if the
other's career may be enhanced by
frequent job moves.

For graduates who enjoy meeting
people but dislike calling on custom-
ers, retailing may be a good choice;
responsibility and earnings come
rapidly.

Retailing may be especially enticing
to individuals with an entrepreneurial
flair who want to start their own busi-
nesses after gaining experience and
acquiring a savings base.

Most retailers require employees to
work 40 hours per week normally, but
during certain periods like Christmas
the workweek is often longer. There
is often pressure, some travel for
buyers, and night and weekend
hours, but the challenge and attrac-

— Executive Staff

Figure 5.6

tive pay tend to negate some of the
drawbacks.

The business is fast-paced and
action-oriented which is why so many
people right out of college enjoy start-
ing their careers in retailing. Retailing
can also be an attractive alternative
for housewives returning to the labor
market.

The number of jobs in retailing will
always continue to be strong. The po-
tential for high earnings after training
is extremely high.

Advertising Agency

Many organizations, both public
and private, use advertising agen-
cies to assist in the selling and pro-
moting of products and services to

ADVERTISING AGENCY ORGANIZATION

— Market Research (Statisticians, field interviews,
research design)

— Media Selection (Space and time buyers for
newsprint, radio, television, and other media)

— Creative (Copy and production)
— Account Management (Sales to clients)

— Services (Merchandising and public relations)

/ WELL, ITs ALAOST
TIME TO OPEN UP.
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potential customers. All but the very
largest of the consumer goods com-
panies use advertising agencies
rather than in-house advertising or-
ganizations.

There are many reasons for this
lack of in-house activity, but one of
the foremost is the continual need for
new sets of creative ideas which can
be inhibited by an in-house staff. The
expense of maintaining a whole
cadre of technical experts every few
years is also a negative factor for
most businesses.

Most organizations allocate per-
centages of their budgets for sending
messages to given constituencies
via various methods of communica-
tion. Ad agencies design these mes-

JUST A
FEELING
I GUESS.
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sages for delivery via media such as
newspapers, magazines, brochures,
radio, and television.

Most opportunities in advertising
are with agencies rather than with the
large industrial firms and government
units.

Organization. Advertising agen-
cies deal with the media of newspa-
pers, magazines, business
publications, outdoor billboards and
signs, television, and radio by provid-
ing orders for space or time. The me-
dia run the copy or video tape
provided by the agency at the fre-
quency requested.

Media also work with clients in de-
veloping copy and programs, but the
majority of employment opportunities
on the creative side are with agen-
cies. A few jobs are available with
media in sales and production.

Figure 5.6 illustrates the organiza-
tional structure of the typical advertis-
ing agency. The chart gives some
idea about the types of jobs normally
available. An agency may produce
displays, folders, booklets, catalogs,
trade show exhibits, and premium
programs for clients in addition to de-
veloping copy and programs for vari-
ous media.

An agency is composed of various
technical specialists who are in-
volved in the planning, design, and
production of marketing programs.
Agencies are usually hired by high-
level business executives whose
roles are more those of coordinating
than of executing.
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The agencies make recommenda-
tions which the clients approve or dis-
approve. Few organizations attempt
on a regular basis to challenge or
greatly modify programs recom-
mended by their agencies, for doing
so negates the very reason the ex-
perts were hired.

After an advertiser appoints an
agency, the goal of the agency is to
make the firm's advertising budget al-
location produce the desired results. If
the agency does not achieve the goal,
it is not rehired. This creates a highly
charged, volatile, competitive situation
characterized by extreme pressure
and excitement. Agency personnel
need to be persons who can cope with
and thrive on this pressure.

Employment opportunities exist in
several major areas, or departments,
of an ad agency. Within large agen-
cies the seven areas are readily dis-
tinguishable, but in smaller agencies
many of the functions are consoli-
dated or even farmed out to free-
lance consultants.

Once you understand the areas or
departments and their functions, you
will better see how your particular
skills may fit into the agency organi-
zation.

Marketing Research. The market
research function conducts surveys
designed to provide information for
decision-making purposes. Sophisti-
cated research design techniques
are employed to obtain accurate up-
to-date data from the constituency
being surveyed.

The research method may involve
mail questionnaires, telephone que-
ries, or door-to-door canvassing. Re-
searchers analyze the responses
and deliver elaborate reports to man-
agement.

A strong analytic
computer background
and organized writing

style are key criteria for
personnel selection in
marketing research.

Copywriting. The copywriter com-
poses stories which hopefully will sell
products, services, or ideas. Creativ-
ity, style, and content in writing are
thus concerns of a copywriter, and
people in this department spend
much of their time reading, typing,
editing, and reviewing copy.

Art and Layout. Agencies use
graphic artists in the design of adver-
tising whose jobs are to enhance the
copy and improve the comprehen-
sion and recall of the material being
presented.

Photographs serve a similar pur-
pose. Agencies usually employ a
staff of professional photographers
and may call on a cadre of freelance
photographers as well.

Television and Radio. The televi-
sion and radio department produces
the sound effects, video, audio,
sketches, scenes, etc. for commer-
cial messages. Creative designers
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come up with themes which produc-
tion experts develop into radio jingles
and messages or television spots.

This department hires engineers,
writers, announcers, actors, and
technically trained telecommunica-
tion specialists. Small agencies often
contract much of this work to spe-
cialty firms or large radio and televi-
sion stations.

Print Production. The planning
and ordering of the plates used to
produce magazines and newspa-
pers happens in this department.
These employees are experts in all
phases of hard copy reproduction
processes such as typography,
printing, photoengraving, electro-
plating, and allied crafts.

Traffic. The traffic department
plans the flow and timing of the vari-
ous processes of the agency. Work
for printing, radio and television,
copywriting, art, layout, graphics,
etc., must be coordinated in order to
meet various production deadlines.

In some large firms this function is
similar to a production line in an as-
sembly plant and requires supervi-
sors, technical planners, and
expediters. All of the various compo-
nents of a job are put together at this
point.

.
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Account Management. The ac-
count executive is the agency person
in charge of direct contact with clients
and serves as the liaison between
the agency and its clients.

The account manager must have
knowledge about both the agency's
expertise and the client's problems,
products, services, and other con-
cerns. Although he or she is not the
creative designer, the manager must
act in a role involving all aspects of
the finished product.

The account executive is
basically the salesperson
who calls on regular and
potential customers for
the agency .

Outlook. Few agencies actively re-
cruit people for their staffs because
so many applicants continually con-
tact them.

-
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The number of job
openings in advertising
is rarely significant.

Agencies are in the attractive posi-
tion of being able to select the very
best qualified and talented people to
join them.

If you are interested in pursuing em-
ployment in one of the departments
in an agency, you must begin early
on an aggressive approach to the job
search process, because there is
enormous competition for each
opening.

Your starting point is the Standard
Directory of Advertising Agencies
and your telephone directory's yellow
pages.

Job requirements depend on the
function you see yourself performing.
Most employees are specialist-
trained in their technical fields via
courses and full- and part-time work
experience.

Itis necessary that you have a port-
folio of your work and other creden-
tials with you when you contact
agencies. The majority of agencies
are located in New York, Los Ange-
les, and Chicago, but larger metro-
politan cities usually have a number
of branches and smaller firms.

Levels of responsibility relate to time
spent in the advertising business and
the level of skill development. Very
creative people can earn substantial
sums early in their careers and then
drop substantially later. Earnings are
sometimes cyclical since they are re-
lated to performance and productivity.

Agencies tend to have very “flat” or-
ganizational structures.

Entry-level earnings tend to be be-
low average due to supply and de-
mand aspects of the employment
picture in the industry. As expertise is
developed, earnings increase rapidly
though. Earnings are directly related
at middle levels to contribution to the
account being serviced. Substantial
earnings are possible, but relatively
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few people earn great sums of
money.

Upward mobility within an ad
agency is not always a prime motivat-
ing force for employees, but the type
of assignments given, recognition,
and financial rewards are regarded
as important and thus serve as moti-
vation for them. Most personnel re-
main loyal to their technical expertise
be it writing, research, photography,
printing, sales, etc. Of course, people
can and do elect to advance to man-
agement positions within their areas
of expertise.

The advertising field is character-
ized by large numbers of people
wanting to get in and an extremely
limited number of openings. There is
keen competition for jobs, so agen-
cies simply wait for the most talented
people to contact them.

Marketing Research

Some of the very large corporate
firms maintain marketing research
staffs, usually at the corporate head-
quarters. Generally, these staffs are
quite small and consist of technical
experts such as economists, statisti-
cians, computer programmers, psy-
chologists, and sociologists. The role

of the departmentis to prepare analy-
ses of sales and other marketing data
available within the firm or collected
from external sources.

Duties. Market researchers collect,
analyze, and interpret many kinds of
data that may have been generated

from questionnaires, general eco-
nomic data, and/or internal sales rec-
ords. The reports that market
researchers prepare may make rec-
ommendations to management on
sales forecasts by product line, re-
ceptivity to brand names, plant loca-
tions, acquisitions, and advertising
strategies.

Most employment is with large
manufacturing and consumer goods
companies, but advertising agencies
and independent market research
firms also maintain small staffs in
marketing research. New York City
has the largest number of market re-
search analysts.

Requirements. A bachelor's de-
gree in a semi-technical field is the
normal basic requirement for em-
ployment, but many jobs require ad-
vanced degrees.

Market researchers must have ex-
ceptionally strong writing skills be-
cause much of their work requires
preparing lengthy reports to man-
agement in decision-requiring situa-
tions. Courses in research
methodology, statistics, english
composition, speech, psychology,
and advanced economics are essen-
tial.

LORY, ITLL BE YOUR BABY ... NURTURE. (T, FEED (T,
CARESS IT, LOVE IT, CobDLE IT, CARE FoR T,
RESPECT 1T, AND ABoVE Arc .. SELL 'T-
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Many firms require extensive sales
experience of employees being
moved into this area because sales
experience is the best way to truly un-
derstand the product and the cus-
tomers purchasing the product.

Advancement. Trainees usually
start as market analysts if they have
not come up via the sales route. Initial
market analysis work involves col-
lecting data from published sources;
designing, administering, and coding
questionnaires; and summarizing the
results.

Later responsibilities include de-
signing projects, writing reports,
making presentations to manage-
ment, and directing the efforts of sev-
eral subordinates.

Top positions include marketing re-
search director and vice president for
marketing. Itis usually not possible to
advance to top executive status with-
out some sales and marketing man-
agement experience with the firm.

The number of people needed in
this field is not likely to be large in the
next few years, but the number of
such highly technically trained per-
sonnel is not likely to be great either.
The few jobs available will most likely
go to the most technically trained
people. There will also be some tem-
porary assignments in marketing re-
search made to sales management
personnel as firms attempt to
broaden the horizons of sales per-
sonnel.

Sales Representative

PRODUCT MANAGER ORGANIZATION
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Product Manager

The product manager is the person
responsible for coordinating every
facet of the product's business in-
cluding advertising, promotion,
sales, pricing, packaging, manufac-
turing, distribution, budgeting, legal
problems, and other concerns. This
method of marketing is common pri-
marily in consumer product compa-
nies. Some firms use the term “brand
management” instead of product
management.

Duties. The product management
concept was pioneered at Procter
and Gamble over fifty years ago as a
means of focusing marketing atten-
tion on one central group of people.
This group (usually only three or four
people) plans, develops, and directs
the marketing efforts for a particular
product.

The product group consists of the
manager, an assistant, and one or
two market analysts. This small
group knows more about the product
and how to increase consumer ac-
ceptance of it than anyone else in the
company.

The product manager has the re-
sponsibility for developing an annual
marketing plan, executing the adver-
tising and copy strategy, planning
and selecting media, planning sales
promotions, coordinating package
design, recommending product im-
provements, sizing packages, and
analyzing sales and forecasting
sales and profits.

Organization. Most products of a
given firm are consolidated into
groups of three to six similar prod-
ucts. A product management team is
assigned to each specific product or
brand.

The new assistant product man-
ager might coordinate the budget,
track progress of a special test mar-
ket, and/or write copy for submission
to the manager. Assistants work with
advertising specialists in copywrit-
ing, media, art, and package design,
and participate in meetings with
agency representatives.

Most assistants spend several
hours at their desks each day analyz-
ing reports, processing numerical



data, and writing memos consolidat-
ing their efforts.

Advancement. Before being pro-
moted to assistant product manager,
most people in this field have spent
some time in sales usually selling a
consumer product. The purpose of
the sales assignment is to provide a
broad understanding of products and
how they are merchandised to con-
sumers. After the sales experience
comes a promotion to assistant prod-
uct manager, an assignment usually
held for three to five years.

Because the product management
organization is a very flat structure,
promotions are not frequent, but indi-
viduals do rotate from product to
product. Promotions to group prod-
uct manager and advertising man-
ager are possible also. Many product
managers later become account ex-
ecutives for advertising agencies.

Many firms do not start people di-
rectly in product management.
These firms often require their peo-
ple to have three to five years of sales
experience before considering them
for product management assign-
ments. Some first use product man-
agement as a temporary assignment
for three to five years before moving
managers back into the line sales
force as executives.

Figure 5.7 typifies an organizational
structure. Very few companies use
this approach, and most of those that
do are consumer product firms such
as Procter and Gamble, General
Mills, General Foods, and Quaker
Oats. Firms in the beer, wine, ciga-
rette, and soft drink industries also
use product managers.

Requirements. The annual need
for people entering this field is very
low, probably less than 200 people.
There are thousands of fresh college
graduates, particularly MBA-
degreed people, plus hundreds of
people with three to five years of
sales experience vying for the limited
number of openings. All openings are
at entry level, and they usually re-
quire a good working knowledge
about marketing and some sales ex-
perience in the consumer goods
business.
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inancing the product or serv-

ice is an essential activity of

all types of organizations. It

encompasses a wide range
of finance-related occupations, some
of which have very little direct rela-
tionship to the basic accounting func-
tion.

Finance includes accounting for ex-
penditures, budgeting for the future,
analyzing past and planned expendi-
tures, investing resources, banking,
risk-sharing, and managing a com-
plex combination of procedures, pa-
per work, and the people running the
operation.

Finance is the
controlling mechanism
of an organization.
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FINANCIAL MANAGEMENT

The accounting and finance func-
tion employs people from all aca-
demic and work disciplines. Finance
requires people who understand the
big picture of the total organization.

Financial managers get a broad
view of the organization because
budget expenditures and prudent
monitoring and planning for them ex-
tend across all functional lines. The
function exists in both public service
and private business.

The finance function includes most of
the administrative activities involved in
running the organization. The posi-
tions available include many assign-
ments at various levels of
responsibility and include account-
ants, auditors, budget analysis, finan-
cial analysts, credit analysts, banking
specialists, insurance specialists, real
estate specialists, investment ana-
lysts, computer programmers, sys-

DOES THAT MEAR
(Ts NOT A Goob TIME

tems analysts, tax experts, and an ex-
tensive array of managers.

Financial staff work in all
sectors (government,
private enterprise, and
non-profit) as well as in all
industry groups.

Most assignments require some
exposure to basic accounting and fi-
nance courses, but the depth of
study varies greatly with the actual
assignment. A real estate or insur-
ance specialist might need only two
courses of basic accounting and one
course in finance, while a controller
aspirant needs a full academic major
of accounting and finance courses.

Because the various positions vary
so greatly in duties, requirements, and

Financial Management 103



FINANCIAL ORGANIZATION \

Chief Financial
Officer

Vice President

Treasurer

Corporate Controller

ontroller
ontroHer

3 o 4 H
controfier

Depar‘tme?t Manager

Figure 6.1

career paths, they must be explored
separately. The function cuts across
all functional lines, which means, for
example, that a budget analyst as-
signed to the engineering function
must know the basics about engi-
neering in addition to basic account-
ing.

The career profiles which follow
provide adequate depth or informa-
tion to help you determine if a par-
ticular position might be appropriate
for your background and interests,
but the information is not of sufficient
depth to determine a firm career
choice. It will be necessary to refer to
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Staff

additional sources for the depth you
need for that decision.

General Accountant

More than sixty percent of all ac-
countants do management account-
ing work, and twenty percent work as
public accountants in independent
accounting firms. The remainder
work in government or teach at col-
leges and universities.

Because of growing interest in ac-
counting and readily available jobs, the
field has grown rapidly over the past
decade. In fact, it has grown to the ex-
tent that over one million people are

now working in the profession and it
is one of the fastest growing occupa-
tions.

An accountant carries one of many
different job titles depending upon
the industry, level of responsibility,
and type of accounting work he or
she performs. All accounting is char-
acterized by compiling, analyzing,
and reporting on the financial condi-
tion of the many functions of an or-
ganization. Frequently used titles
include industrial accountant, tax ac-
countant, financial analyst, budget
analyst, administrative assistant,
cost accountant, auditor, and for
high-level assignments, controller.

Career Paths. Figure 6.1 illustrates
a typical financial organization and
thus shows the upward career prog-
ress normally seen by most success-
ful accountants. The usual entry-
level positions are within the various
operating departments shown in Fig-
ure 6.2.

Within each level of responsibility,
staffs perform the basic work activities
in the various operating departments.
These staffs are managed by account-
ing managers, not bookkeepers.

Departments. Operating depart-
ment managers usually reportto alo-
cal controller and to a functional
operating manager at the head of-
fice. This dual reporting relationship
maintains functional integrity while
providing for local operating control.

Financial accounting involves as-
signments in journal entry prepara-
tion, general ledger preparation,
financial statement preparation, and
analysis of these accounts.

A typical cost accounting assign-
ment might involve estimating costs
for a new product, preparing a cost
analysis on an operating facility, set-
ting cost standards for given prod-
ucts or services, analysis of
operating variances, and projecting
cost-trend data. These projects call
for a thorough understanding of pro-
duction processes, engineering
methods, and new equipment plans.

Internal auditing provides inde-
pendent, objective reviews of the fi-
nancial and operational control
functions of all levels of operation. In
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General Accounting
Computer Systems
Internal Auditing
Credit Analysts
Operating Budgeting
Capital Budgeting

Figure 6.2
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many organizations the department
acts as an internal management con-
sulting unit that makes recommenda-
tions to management for profit
planning purposes. Auditing is the
corporate watchdog and problem
solver.

Tax departments prepare the em-
ployer's federal, state, and local tax
returns for all legal entities and pro-
vides professional tax counsel on tax
planning, tax laws, legislative inter-
pretation, and court decisions. For
many private enterprises, a good tax

department saves substantial sums
of capital resources annually.

Budgeting requires initial and con-
tinuing contact with division and de-
partment heads to develop a plan for
a realistic expenditure of funds. Pro-
jections are based upon manpower
requirements, operating efficiency,
customer needs, and new plans.

Budget people consolidate reports
from various units, analyze total im-
pact, and make recommendations
for sources and uses of funds consis-
tent with the organization's mission
and available resources.
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The chief financial officer is responsi-
ble for safeguarding the organization's
assets. This is accomplished through
cash management, financing expan-
sion plans, establishment of long-term
debt requirements, supervision of in-
vestment portfolios, protection of for-
eign exchange exposure, credit
analysis, credit collection, risk man-
agement, insurance, bank relations,
and establishment of financial poli-
cies for all departments within the
organization. The chief financial offi-
cer heads the organization's treas-
ury department.

Positions. The normal entry-level
assignment is as an accountant. The
assignment might be to any one of
the operating departments. People
frequently move between operating
departments during the early stages
of their careers to increase their
breadth of organizational exposure
and experience.

One common assignment is to the
position of financial analyst. This as-
signment is similar to that of an ac-
countant but carries with it the
potential for movementinto a line ac-
counting management function. A fi-
nancial analyst reviews balance
sheets and statements of financial
condition and writes reports and/or
makes presentations to manage-
ment recommending and supporting
certain financial courses of action.

The financial analyst works in the
accounting and finance function, and
his or her basicrole is to analyze, rec-
ommend, and support a financial de-
cision based upon concrete financial
and market facts.

Financial analysts are found in both
controller and treasury functions. The
position is usually an interim assign-
ment leading to a top-level financial
management responsibility. Manage-
ment uses the assignment to provide
both breadth exposure to many areas
and in-depth experience in a particular
area. The position is often a training
ground for grooming high-potential tal-
ent.

Financial analyst is the title most
frequently given to MBA degree re-
cipients as they enter the enterprise
for their first assignment. The salary
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level is often above that of the typical
entry-level accountant job, and em-
ployers usually assign the financial
analysts to higher-level managers. In
many instances they report to vice
presidents and controllers.

After spending a short time as a fi-
nancial analyst, most organizations
assign the person to a line accounting
function; often this is a supervisory,
rather than an analytical assignment.
Most financial analysts have strong ac-
counting, finance, or banking back-
grounds and the potential to move
quickly into management assign-
ments.

|
The accountant and
financial analyst basically
perform very similar duties.

Abstract of Duties. The following
list of typical duties of accountants
and financial analysts gives you a
good feel for a typical routine.

Compile financial records . . .
prepare financial reports . . .
develop profit and loss state-
ments . . . develop statements
of financial operations. . .
analyze financial reports . . .
prepare budgets . . . conduct
internal audits to insure
adherence to acceptable
accounting standards . . .
manage cash resources.

Prepare balance sheets . . .
make financial decisions . . .
prepare control procedures . . .
create financial systems . . .
design procedures and

formal data for machine
processing . . . write financial
and credit reports . . . prepare
capital investment plans . . .
develop financial plans . . .
work with bankers . . .
supervise clerical, managerial,
and technical personnel.

Requirements. For the highest-level
positions in accounting, most employ-
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ers want to see a full complement of
accounting courses which is usually
reflected by an undergraduate degree
in accounting. Although an MBA de-
gree in finance or accounting is ex-
tremely advantageous, the degree is
not often listed as a requirement.

For upper-management accounting
positions, very few firms accept any-
thing less than five strong courses in
accounting plus two courses in finan-
cial analysis.

For top jobs, many firms require cer-
tification as a “Certified Management
Accountant” or a “Certified Public Ac-
countant.” The CMA and CPA certifi-
cates represent accomplishment in
accounting beyond the basic aca-
demic training in college.

Atthe entry level, the bachelor's de-
gree in accounting is normally re-
quired along with evidence of a
strong ability to write concise, clear,
and grammatically sound reports.

Many employers look for additional
courses in financial analysis coupled
with an internship, cooperative edu-
cation experience, or similar practical
experience, but they do not require
these credentials. MBA degree-
holders who have a large number of
accounting courses often start as a fi-
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nancial analyst or “assistant to” an
accounting manager.

“Corporate financial
analyst” is the most
frequently used job title
for the MBA candidates.

Perhaps more than the accounting
skills, employers look for evidence of
strong communicative skills, written
and verbal, as they promote and
move people up into accounting
manager positions. Partly for this
reason, employers look for evidence
of leadership via extracurricular ac-
tivities, civic responsibilities, and
other work experience.

Advancement. New accountants
rotate through several operating de-
partments and at various levels of re-
porting to obtain breadth of
knowledge about the overall financial
function. It takes three to five years,
depending upon performance, open-
ings, and size of organization, to at-
tain the manager level.

In very small organizations the
functions performed by the operating
departments may be consolidated

ACCOUNTING | 1 ;’/,:,///,,

DEPARTMENT

’
o

\&

CEHHTINY

N

N

V7
e

'o,//////;////////// .
Vi




into the controllership function which
makes movement from top to bottom
of the organization relatively “flat.”

Advancement is
frequently very rapid
due to shortages of

qualified talent.

During the early years, accountants
may be given titles like financial ana-
lyst, budget analyst, assistant to, as-
sistant department manager, or
assistant controller. The levels of re-
sponsibility in some organizations
are junior, staff, senior, and chief ac-
countant for each operating depart-
ment and within various plants,
divisions, or headquarters.

Promotions every two to four years
are quite common, and they almost
always involve substantial earnings
increases in addition to the normal
merit and cost of living increases. As
one advances, the pyramid becomes
narrower and narrower, so the time
span between promotions tends to
become longer. Because of the pent-
up need for qualified financial man-
agers and executives, the earnings
increases tend to be rather substan-
tial even though title changes may
not occur.

Training. Most employers provide
some formal training at the entry
level, the purpose of which is to show
how the fundamental accounting
principles taught in school relate to
the employer's specific manner of
building upon the basic skills.

Most employers attempt to maxi-
mize exposure to all accounting de-
partments with an overview training
program which relieves one from
spending time in every department.
A few employers rotate people
through each department with two-
to six-month assignments to accom-
plish the same purposes as the over-
view training.

Regardless of the method em-
ployed, most employers provide
some type of in-house training (OJT,
rotational, courses) supplemented

with outside seminars and home of-
fice programs. The purposes are to
expose one to all facets of the organi-
zation (both within accounting and
within other functional areas), to pro-
vide an introduction to the people
with whom one must work, and to
provide experiences through which
one will learn how to do and manage
other functions.

The accounting and
finance function
often serves as a
training ground for
general management
responsibilities later.

As advancement comes, many or-
ganizations move people up in the
function or laterally to a new function to
broaden the learning process. In addi-
tion to building specific accounting
skills, more attention is given to super-
visory, management, and decision
making skills as people are moved.

Outlook. There are over one million
accountants employed in the U.S. at
many levels of responsibility. The
growth continues at a pace faster
than that of most other occupations.
The competition for each job opening
is tempered by the fact that fewer
new employees are entering the field
than the field needs at this time.

The competition is reflected in
entry-level and management-level
salaries which are among the highest
paid to any occupational group ex-
cept engineers. The annual perform-
ance reviews normally result in
further salary increases which ap-
pear to stay two to four percentage
points above the current rate of infla-
tion.

Promotions usually bring substan-
tial pay boosts. Top financial manag-
ers are among the highest paid
occupational groups.

Most initial jobs demand attention to
detail because the work is of a
project-related nature. This requires
a special type of mental attitude. As
one progresses, the daily routine

slowly changes from the detail-
orientation to one of managing peo-
ple and resources.

Most jobs do not entail extensive
travel, but when one reaches mana-
gerial assignments more travel is de-
manded. The major exception is the
internal auditing function which often
requires regular travel between vari-
ous units, but this inconvenience is
usually compensated for by financial
considerations.

The accounting function offers
enormous exposure to top manage-
ment in all areas of all organizations
(public and private), because every
function has a need for accounting
expertise. Preparing and making for-
mal presentations to high-level man-
agement is a common activity of
rising accounting managers.

Every major organization needs a
strong management team in finance
and accounting and this enhances
employment possibilities and the
chance for upward progress in the
field.

Public Accountant
Public accountants are independ-
ent practitioners who work on a fee
basis for organizations needing fi-
nancial records verified. Govern-
ment regulations require many
organizations to hire an independent
third party to review financial rec-
ords.
The three major functions of public
accountants are to:
» Report the financial facts
* Attest to their authenticity
 Advise clients of alternate
plans of action
Public accountants review an or-
ganization's financial records and
given an opinion as to the reliability of
the methods of accounting used by
the organization and the accuracy of
the records kept. Public accountants
are advice clients on tax matters and
other financial concerns, but basi-
cally they make after-the-fact analy-
ses.
The organization's accountants
then make recommendations and
implement decisions for the future.
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Public accountants deal largely with
historical data.

Organizations. Most large public
accounting firms are organized into
three main units:

* auditing
o tax
* management advisory service

By overwhelming numbers, most
people enter the firm via the audit
staff, but a few who are highly trained
in tax work do enter the tax depart-
ment directly.

The management service unit
serves in a capacity similar to that of
a management consulting organiza-
tion. It provides advice to clients for
decision-making purposes. Most
people in this function are highly ex-
perienced and educated in a specific
topical area.

Many firms use a team approach to
providing consulting services. The
client receives technical advice from
a variety of experts who individually
would be impractical to hire for a
short-term project. The accounting
firm finds it profitable, however, be-

cause the team works on similar
projects for many different clients.

Career Path. Entry into public ac-
counting is almost always at the
entry-level assignment. Very few ex-
perienced people desire to start over
with new firms, so most firms recruit a
very high percentage of employees
from college campuses. The
promote-from-within concept is
stronger in public accounting than in
about any other industry. The typical
career path is illustrated in Figure
6.3.

“Staff assistants” usually begin in
the audit branch of the firm. Although
most firms have a tax and manage-
ment service component which hire a
few entry-level people, most usually
move people into one of these spe-
cialties internally. Only about 10 per-
cent of the individuals beginning as
staff accountants reach the top part-
ner level but this varies by firm.

The initial training period is aimed at
orientation and preparation for pass-
ing the CPA examination with super-
visors meeting regularly with new
employees to review work assign-

TYPICAL CAREER PATH
IN PUBLIC ACCOUNTING

\

General Partner
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Junior Partner
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Figure 6.3
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ments and offer professional assis-
tance.

Typically the staff accountant is given
one area of the audit (verification of
cash balances, inventories, receiv-
ables, etc.) and asked to evaluate the
client's control procedures and to ver-
ify the accuracy of the figures.

The second level is the “senior”
accountant, who assumes responsi-
bility for field assignments and for su-
pervising several staff assistants.
The promotion comes in two to four
years, after which much of the “dog
work” is a thing of the past. The sen-
ior is rotated to a variety of jobs and
assumes responsibility for small
jobs. There are various levels of sen-
iors, and most seniors stay at this
level for two to four years.

The third level is the “manager”
who maintains direct contact with the
client's problems, personnel, organi-
zation, and accounting methods.
Managers assign seniors and assis-
tants to jobs. The manager, with the
partner, writes the “management let-
ter” to the client suggesting ways to
improve operations.

Some firms have an intermediate
level known as a “supervisor”’ bef-
ore the manager stage. Most manag-
ers have five to eight years of
experience before reaching this level
and remain in the assignment four to
eight years. Some plateaus exist at
this level.

A few firms promote the manager to
an intermediate step, often called
“principal” or “senior manager,” a
few years before they are given part-
nership status. In other firms, the
word “principal” implies a position
largely equivalent to a partner.

Consulting firms and divisions of
the public accounting firms called
“Management Advisory Services” of-
ten employ the job title “principal” in
lieu of partner or just one step before
partnership status.

The word “partner” implies owner-
ship and hence a capital investment
in the firm. Many times the principal
does not have a financial investment
in the firm.

A “partner” bears the responsibil-
ity of management and takes part in



decision making and policy formula-
tion. Final responsibility for servicing
clients rests with partners. Partners
maintain and foster relationships with
accounts and deal with questions re-
garding fees, services, and recent
developments in the industry.

There are also various levels of
partners. It normally takes twelve to
fourteen years to reach the partner
stage.

Requirements. Most public ac-
counting firms require 24 to 30 se-
mester hours of accounting courses
and a four-year college degree.
Some states require a five year ac-
counting program to sit for the CPA
exam.

Most seek graduates in the top 25
percent of the graduating class and
rarely drop standards below 3.2 on a
4.0 scale. CPA firms need the assur-
ance that employees can later pass
the rigorous national CPA examina-
tion.

Public firms also turn down a high
percentage of students in the top 25
percent of their class because it
takes more than grades. Employees
constantly meet with clients, so an
outgoing personality and highly de-
veloped speaking skills are essential
for future success. There are many
reports to write and much public rela-
tions work to do with clients, so writ-
ten communication abilities are
extremely important in the selection
process.

Compensation. Public accounting
offers superior earnings at every
level. In addition to a higher than av-

erage starting salary, many firms of-
fer employees several hundred dol-
lars when they pass all parts of the
CPA examination. Significant in-
creases annually above the annual
rate of inflation are not uncommon for
partnership-track people.

With some firms, staff assistants
can earn overtime, which increases
the base salary on an annual basis by
about 10 percent. At entry level, a
master's degree increases the start-
ing rate to about 10 to 15 percent
above that offered to bachelor's de-
gree candidates. Small regional firms
often pay 15 to 25 percent less than
the large national firms located in ma-
jor metropolitan areas, but these
salaries are usually very competitive
and attractive given the location of
the firm.

Senior accountants usually earn 50
to 70 percent more than beginning
assistants, while managers can earn
two to three times more money than
assistants. Although senior partners
in most large firms earn six-figure
salaries, many of them make sub-
stantial regular contributions to the
firm's capital base.

Outlook. Entry into public account-
ing is almost always at the staff ac-
countant level, and very few people
enter the field above the junior or
senior accountant level. If you do not
start when you first complete your de-
gree, later entry is very difficult un-
less you start your own firm.

Competition for entry into public ac-
counting is competitive. There are
many more qualified people trying to

enter the profession than it can ab-
sorb. Location and school reputation
play important roles in the selection
process.

Less than 20 percent of those who
start with a public firm remain for ten
years. Attrition due to “flunking-out”
and the “attractiveness” of other op-
portunities is high. More than half of
the accountants who leave do so by
the end of the third year, but nearly all
of those who leave stay within the
field of accounting.

Many individuals leave because of
an extensive amount of traveling and
the long hours, particularly during tax
season. Many leave because they
see that they do not have a chance
for making partner with the firm, and
others because the firm has encour-
aged them to look around for oppor-
tunities elsewhere. The tedious
nature of auditing is another reason
given for leaving an accounting firm.

Public accounting firms try to keep
the more talented individuals and of-
fer them as much opportunity as
other organizations. Individuals on a
partner track seldom leave.

Those that do leave do not always
settle for a second-best firm. Some of
the client firms with which they have
worked are happy to have them join
their staffs. This often works out to be
an attractive arrangement for both
the public accounting firm and the
hiring employer.

As more and more employers adopt
promote-from-within practices, the
opportunity for the “recycled” CPA to
join major firms in other than entry-
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level positions might be declining.
Getting two to three years of work ex-
perience in public accounting before
joining an industrial firm may not be
the wave of the future; yet, a better
opportunity to learn and a better
chance for advancement is hard to
find.

For further information, you should
write the American Institute of Certi-
fied Public Accountants, 1211 Ave-
nue of the Americas, New York, NY
10036.

Internal Auditor

The internal auditor is the industrial
and government employer's counter-
part of the public accountant. Audi-
tors are internal consultants. Itis their
job to advise the appropriate parties
regarding financial plans. Internal
auditors go into every operation of a
company or a government agency.

Duties. In addition to checking to
see that all money is accounted for,
auditors investigate the ways in
which the money is being used. Audi-
tors check the inventory valuation
and investigate how well it is being
secured and whether it is too small or
too large in light of the organization's
objectives. They conduct project
analyses to determine whether there
are appropriate numbers of workers
on various jobs.

The consultant gets into tax mat-
ters, sales, purchasing, production,
advertising, and any other area
where particular projects need to be
investigated. The auditor's role is not
to direct, but to describe conditions
and performance to management.

The consultant assists
management in learning
how well controls, policies,
and procedures are
working and to
suggest solutions where
there are deficiencies.

Nearly all organizations have an in-
ternal auditing function. The internal
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The Internal Consultant

The traditional concern of the internal auditor has been finan-
cial auditing which translates into the inside staff that checks up
on managers and staff to insure the funds are not stolen or mis-
allocated. Since the chief auditor often reports directly to an
outside Board of Directors member who chairs the Audit Com-
mittee, the top management may also have reason to be wary
of internal auditors.

Auditors may be viewed as a “necessary evil.” They often
have to tell top management that their baby is ugly. In recent
years, the auditor's activities have broadened to include re-
views of non-financial programs due to the independence of
these well-respected staff members. An internal unbiased
opinion is often difficult to obtain in large organizations.

The data in a computer has become an important tool used by
auditors. Through examination of financial and non-financial
data stored in computers, it is often easy to ascertain many im-
proprieties. Once an area is identified, a more thorough investi-
gation can be given.

The work of the internal auditor, (now the internal “consultant”
in leading-edge firms), takes staff into nearly every department
within the firm. From this vantage point, people get showcased
throughout the organization. Top management often identifies
new talent from this pool and hires from this important cadre of
talented individuals as special opportunities arise. Often this
results in a super monitoring relationship that continues for sev-
eral years.

Auditing gives you a very broad perspective on the organiza-
tion by permitting you to see many operations and feel the true
underlying culture of the organization from several perspec-
tives. After several years, you might find yourself heading such
diverse areas as corporate finance, accounting control, acquisi-
tions planning, corporate accounting, data processing, pur-
chasing, or personnel.

The field welcomes majors from a variety of academic disci-
plines, but most organizations like to see four or five accounting
courses supplemented with one to three courses in finance.

For some people, the major drawback is the amount of travel
that is often required. Itis common for assignments to last from
one week to three months in locations outside the base station
ofthe internal consultant. For some individuals with family com-
mitments and responsibilities, this may not be desirable. For
otherindividuals whose desire is to travel and experience many
parts of the world, this is truly a special opportunity. A side
benefit is that auditors often can live on an expense account
and basically save much of their base salary.

More information about this opportunity can be obtained from
The Institute of Internal Auditors, P.O. Box 1119, Altamonte
Springs, FL 32715-1119.




auditor is a full-fledged member of
the management team. The rapid ex-
pansion of the field has come about
through the growth in the number and
size of public and private enterprises.
Chief auditors sometimes report to
the Board of Director's Audit Commit-
tee to guarantee independence.

As organizations grow, manage-
ment is more and more removed
from the physical running of things;
therefore, there is a need for the
checking and balancing provided by
an internal auditing department.

Internal auditors take broad views
of the company's policies and activi-
ties. Their work takes them into many
departments. Internal consultants
examine and appraise policies,
plans, procedures, and records of
various departments. They do not ex-
ercise direct authority over persons
nor install procedures, prepare rec-
ords, or engage in any other activi-
ties; what they do is audit inventory,
payroll, and accounts receivable.

Internal auditors often travel from
factory to factory, agency to agency,
and branch to branch. The job re-
quires the ability to concentrate on
many details without losing sight of
the broader perspective. It requires
tact and maturity to probe for poten-
tial problems in a department while
gaining the respect and confidence
of people in the function being
audited.

Requirements. The auditor is a
generalist who usually reports to top
management directly.

Most organizations require a de-
gree in accounting and course work
which develops strong abilities in hu-
man relations, public speaking, and
report writing. Auditors must have a
“detective” type of awareness while
probing for suggestions and ideas to
improve the system being studied.

Many organizations consider the
auditing function a training ground for
managers in the finance, accounting,
and administration areas. Employ-
ees frequently rotate people in and
out of the function in order to give
them an overview of the entire or-
ganization.

Systems Analyst

Although the management informa-
tion system (MIS) reports into the fi-
nance function in most
organizations, this field cuts across
nearly all organizational and func-
tional lines. The larger the organiza-
tion, the greater is its need for diverse
and complex information systems.
Effective cross-functionally inte-
grated systems can control the op-
erations of hundred of departments
and make the work of thousands of
people more meaningful.

Systems professionals develop, de-
sign, program, and implement com-
puter and manual system networks
that control many different opera-
tions in finance, production, engi-
neering, marketing, and research.
Systems may be installed in materi-
als control, production planning, as-
sembly operations, personnel
planning, labor analysis, sales re-
porting, sales forecasting, cost ac-
counting, financial analysis, payroll,
and general accounting.

Management information systems
personnel, whether at the analyst
level or the manager level, work on
the leading edge of change and im-
provements in management.

Duties. Systems analysts plan,
schedule, and coordinate the activities
which are necessary for developing

the systems, procedures, and pro-
cesses which manipulate the data
used to solve organizational problems.

Analysts collect and analyze datain
order to formulate efficient patterns
of information flow from sources to
computer, to analyst, to manager,
and to other end product areas. Al-
though computers are not always
used, most applications lend them-
selves to computer processing.

The systems analyst defines the
computer process which is neces-
sary for changing raw data into useful
information and then plans the distri-
bution and use of the resulting infor-
mation. The analyst develops
process flowcharts and diagrams in
detail format for the computer pro-
grammer.

The analyst may work as part of a
team or alone. In smaller installa-
tions, the positions of the system
analyst and computer programmer
are frequently combined, while other
employers prefer to keep the job
functions as separate activities. In
any case, there must be a close
working relationship between the
systems analyst and the computer
programmer.

Requirements. A college degree
with courses in business, account-
ing, programming, statistics, com-
puter science mathematics, and/or

-

MIS POSITIONS

Chief MIS Officer
Data Processing Man-

Figure 6.4

Assistant Manager
Database Manager
Project Team Leader
System Analyst Man-

Lead Systems Analyst
Applications Manager
Lead Programmer
Systems Analyst
Programmer
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other hard sciences is usually re-
quired unless the person has prior
experience in data processing. Some
employers do not require any specific
academic major, but computer sci-
ence majors receive high preference.

An advanced degree is rarely
needed after one becomes em-
ployed because most firms offer in-
depth training in programming tech-
niques, systems design, data base
organization, communications, pro-
cess control, and management.

Because of the need to interact fre-
quently with persons outside of the
data processing function, good com-
munication skills are necessary.
Some firms give tests designed to
evaluate numerical ability and the
logical thought patterns which are
necessary in the daily work setting.
The most common test is a program-
mer aptitude test.

Advancement. The growth of the
information systems area has been
phenomenal in the past decade, and
the future also looks promising. Many
new jobs should open up, which will
provide upward mobility for current
systems analysts. The levels of re-
sponsibility in the field range from
trainee to analyst to senior to chief
and then into supervision, manage-
ment, and executive responsibilities.

Because of the cross-functional ex-
posure, some people move into other
areas of the organization and then
advance in very different career
paths. Others prefer to remain in the
programming and systems function
indefinitely as experts on a given sys-
tem and work with new generations
of equipment and supporting sys-
tems.

The compensation for the systems
experts is normally just as attractive
as that for people electing to move
into management.

Programmer

The programmer takes the work of
the systems analyst and prepares
specific instructions for the com-
puter. The programmer prepares a
detailed plan for solution of a data
problem. This plan is a series of logi-
cal steps of computer instructions
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called a program which makes the
computer perform the desired opera-
tions.

Duties. Computer instructions re-
ceived by the programmer are in
English, whereas the computer can
only accept its machine language.
Machine language is a set of proce-
dures expressed in the number sys-
tem basic to the computer.
Programming languages are more
definitive languages than the English
language and thus bridge the gap be-
tween English and machine lan-
guage.

The most common programming
language is COBOL, which stands
for “COmmon Business Oriented
Language,” and it is quite similar to
English and our arithmetic symbols.
Other common languages are PL-1
and BASIC. Once a programmer be-
comes proficient in one language, it
is common for him or her to become
proficient in others with a minimum of
training.

Programming may require only a
few hours for a simple data manipula-
tion program or weeks and months
for complex systems programs. A
program may consist of as few as 20
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instructions or encompass hundreds
of pages of instructions.

Large programs are usually broken
down into sections of basic proce-
dural steps. Flow diagrams give an
overview of complex programs which
enable different programmers at dif-
ferent times to access and under-
stand the original programmer's logic
and subsequent construction pat-
tern.

Advancement. There are several
levels of responsibility to which a pro-
grammer may aspire. The chief pro-
grammer plans, schedules, and
directs all operations of a given sec-
tion of programming. For example,
one small section may be assigned
to work only on sales reports, or a
large section (which may have sev-
eral units within it) may be assigned
to the entire marketing organization.
Because of the various sizes of units,
even chief programmers may have
different levels of responsibilities.

Alead programmer is usually an as-
sistant to the chief programmer and
as such supervises several other
programmers in an assigned section.
There are business, scientific, and
system programmers whose respon-
sibilities vary by the size and com-
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plexity of the projects assigned to
them.

Many programmers move into sys-
tems work later in their careers and
advance up into management re-
sponsibilities.

Many employers make the pro-
gramming section the first assign-
ment for anyone coming into
information systems management
because programming is the basic
building block upon which all sys-
tems are constructed. Having spent
some time in programming greatly in-
creases the credibility and accep-
tance of systems managers by their
subordinates, especially after they
progress into management responsi-
bilities.

Financial Institution

Financial institutions offer individu-
als the opportunity to move into the fi-
nance function without getting as
heavily involved in accounting as
would be necessary if he or she were
to seek employment in the account-
ing function of a manufacturing firm.

Most larger financial institutions
prefer to “grow their own” manage-
ment talent and, as a result, it is very
difficult to move into a position of
authority there without rising through
internal management steps.

Many smaller financial institutions
do not have elaborate management
training programs, so they look to the
larger organizations to provide candi-
dates for management positions if
talent is not available internally.

4 LEAUING ? T HATE |
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Financial institutions include banks,
credit unions, loan companies, sav-
ings and loan associations, insur-
ance firms, stock brokerage firms,
investment banking firms, invest-
ment advisory firms, and commercial
and residential real estate busi-
nesses.

Titles. Titles vary depending upon
the type of financial institution, but
the actual duties are often quite simi-
lar. Some of the titles include branch
manager, lending officer, credit ana-
lyst, mortgage loan officer, appraiser,
operations manager, trust adminis-
trator, and vice president of any
number of various departments.

All financial organizations employ
supervisors, data processing per-
sonnel, managers, accountants,
auditors, and collection managers,
and most offer management training
programs.

Abstract of Duties. If you decide to
join a financial institution, you will
most likely be involved in the follow-
ing types of activities.

Evaluate credit . . . invest
funds . . . provide financial
advice . . . make decisions on
installment, commercial, or
real estate loans . . . appraise
property . . . conduct market-
ing studies . . . evaluate risks
. .. plan investment programs
... coordinate work flow . . .
evaluate and design paper
processing systems.

Manage people at all levels

EVER HAJE ONE OF
THOSE- DAYS You b
JUST LIKE TO

FUNCTIONS IN
FINANCIAL
INSTITUTIONS

Major project finance

Energy lending

Installment lending

Cash management

Domestic private banking

Corporate lending

Correspondent banking

Trade financing

Asset based lending

Credit analysis

Factoring

International private banking

Construction lending

Residential real estate

Commercial real estate lend-
ing

Trust

Branch banking

Money market trading

Information systems
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... sell services . . . carry out
public relations activities . . .
devise advertising strategy . . .
conduct economic research
... forecast economy . ..
draw up contracts . . . service
contracts . . . design forms . . .
evaluate claims . . . process
paperwork.

Buy and sell stocks

and bonds for clients . . .
analyze securities . . .
provide customer contact
and service . . .prepare
periodic reports . . . maintain
records . . . handle customer
inquiries and complaints . . .
develop budgets . . .
implement cost control
procedures . . . recruit and
train personnel.

Requirements. A bachelor's de-
gree in some phase of business ad-

3. Department/Branch Manager

4. Junior Officer

5. Officer

6. Officer of a Major Division

Experienced personnel usually can
move into the institution at appropri-
ate levels of responsibilities. Officer
ranks often carry vice presidenttitles.

Earnings. Money center banks
tend to be salary leaders, and most of
them are located in large metropoli-
tan areas. The large insurance firms
and regional banks start employees
at competitive salaries. Other smaller
financial institutions tend to offer
starting salaries slightly below the av-
erage but often provide excellent
benefits and working conditions, less
pressure, and greater job security.

Financial institutions have some of
the best benefit packages. Salaries
of officers with large banks are on the
level of those paid by manufacturing
firms. Salaries in smaller organiza-
tions often top out in the $70,000 to

ministration is preferred, but $100,000 range.

institutions often hire candidates
without business backgrounds espe-
cially if they have taken some ac-
counting and/or finance courses.

Some money center banks primar-
ily recruit MBA degree-holders for
commercial lending and technical
functions.

The paper flow is tremendous, so
outstanding report writing skills are re-
quired. For jobs involving public con-
tact, a pleasing appearance and good
speaking characteristics are essential.

Career Path. Most financial institu-
tions set aside several positions as
professional entry-level positions.
Training programs tend to rotate new
salaried employees into a variety of
different areas. A structured and
planned on-the-job training program
with key personnel identified as top
trainers is common.

Some employers offer regular semi-
nars with take-home assignments,
but most simply encourage matricu-
lation at local colleges and pay their
employees' tuition for job-related
courses.

The typical career path is:

1. Trainee

2. Assistant/Analyst
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As the U.S. moves toward more
credit card use and a “checkless” so-
ciety evolves, more and more oppor-
tunities will emerge in this field.
Financial institutions may add to their

professional staffs while overall
white-collar employment may drop.

Financial institutions are service-
oriented and are highly competitive.
This brings about pressure to de-
velop new services for the public,
and thus it is necessary to hire peo-
ple to manage the functions.

Credit Manager

A credit manager has final authority
in decisions to accept or reject credit
requests after analysis of pertinent
facts. The analyses may be conducted
by the manager, assistants, or ana-
lysts, and they are based upon a pre-
scribed set of analytical procedures.

The credit function is
an essential activity
in most organizations
that sell products, services,
or ideas.

Consumer credit is granted to the
end product (or service) user, usually a
private individual. Commercial credit is
extended from one organization to an-
other organization, often through an
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intermediary such as a bank or com-
mercial lending company.

There are credit departments, (in-
dependent units which are usually or-
ganized as part of the accounting
function), in every large private or-
ganization and in many government
departments.

Duties. The credit department per-
sonnel analyze detailed financial re-
ports submitted by the applicant,
conduct personal interviews with ap-
plicants, and review credit agency re-
ports about past payment history.

Analysts check with banks and other
lending firms where the firm or individ-
ual has deposits or previously was
granted credit. Where detailed finan-
cial statements are not available, the
credit analyst relies upon personal in-
terviews, credit bureaus, and banks
who can provide information.

High-ranking credit managers in
large corporations are responsible
for formulating broad credit policies
and implementing procedures to in-
sure compliance with sound princi-
ples of business. They establish
uniform financial standards and de-
termine the degree of risk the firm is
willing to accept.

Credit managers establish office pro-
cedures, supervise analysts and office
workers, and assign broad limits of
credit responsibility to subordinates.

Requirements. Most firms request
a college degree, but a major in ac-
counting is not normally specified if
the person has taken two to four
courses in the accounting and fi-
nance fields. Hires above the entry
level usually have prior experience in
a related field such as accounting, fi-
nance, lending, supervision, or data
processing.

Credit department applicants must
be able to analyze detailed financial
information and draw inferences
from it Because it is necessary to
maintain good customer relations, a
pleasant personality is essential for
credit department employees. The
ability to write accurately and con-
cisely is also important.

Career Path. About half of credit
managers work in wholesale and re-
tail trade with the other half working

for banks, loan firms, and large
manufacturing organizations. Inex-
perienced entrants into the profes-
sion usually start as analysts whose
work is directed by a manager for
three to nine months.

Some of the larger firms offer elabo-
rate classroom instruction, seminars,
and rotational training programs.

There are various levels of respon-
sibility within the credit organizations
in terms of dollar responsibility and
number of people supervised. The
option to move into other financial
and marketing responsibilities opens
avenues of upward progression for
people in the credit function.

Security Analyst

The security analyst is a researcher
involved with portfolio management
and the analysis of bonds, stocks,
and other forms of investments. The
largest employers of security ana-
lysts are the large brokerage houses,
often located in New York.

A few security analysts, however,
do work for investment bankers, in-
surance companies, and the trust de-
partments of some banks, especially
banks in San Francisco, Chicago,
and New York.

iy

A security analyst is often assigned
one type of industry to research
through reading reports and inter-
viewing corporate leaders. They pre-
pare reports which are similar to
those found in the Value Line Invest-
ment Survey and Standard and
Poor's Investment Service.

Most of the financial reports are for
internal use or for clients' needs and
are not for the general public's knowl-
edge. These positions normally re-
quire a high degree of technical
expertise and an ability to write well.

The average analyst has been in the
profession for many years and earns a
substantial salary. During recent years
there was a significant number of
mergers and failures in the brokerage
and investment business which
sharply reduced the number of people
in the profession as well as the number
of openings for new employees.

Although the situation has im-
proved, there is still much competi-
tion for each new investment analyst
position from both experienced and
inexperienced applicants.

Most security and investment ana-
lysts do not aspire to upward ad-
vancement in the typical manner of
many other professionals. They pre-
fer to remain in their profession doing
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analytical work, but some do leave to
move into bank lending and security
sales positions or to manage depart-
ments of analysts.

In addition to the security and in-
vestment analyst titles other titles
used for these positions include port-
folio manager, director of research,
trust administrator, account man-
ager, and broker. Typical promotions
are from junior analyst to senior to
consultant.

Sources of employment include in-
vestment counseling firms, mutual
funds organizations, foundations, in-
surance companies, banks, broker-
age houses, and special research
firms. More than half of all analysts
live and work in New York City, but
other large metropolitan areas and
money centers have employment op-
portunities in this field as well.

All employers require a significant
commitment to the profession in
terms of education and work experi-
ence. Work experience is usually
gained first in tangential fields or
through significant personal invest-
ment and research before entering
this field. Most new entrants are over
25 years old and hold MBA degrees
from prestigious business schools.

Security Sales and Trading

A security salesperson is one who
buys or sells stocks, bonds, or
shares of mutual funds for an inves-
tor. Security salespeople are often
called customer brokers, registered
representatives, or account execu-
tives.

Every salesperson must be regis-
tered as a representative of a broker-
age firm according to the regulations
of the security exchange where the
firm transacts business. Before be-
ginning salespeople can qualify for a
registered representative position,
they must pass the Security and Ex-
change Commission's general secu-
rity examination.

Most employers do not require spe-
cialized training in a given academic
major; however, courses in finance
and investment subjects are usually
helpful in securing employment. The
same traits found in other types of
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Financial Planner

Financial planners advise other individuals on financial matters.
They earn income by charging a flat fee to their clients or they earn a
commission on the sale of financial products and services that they
recommend as part of a comprehensive financial plan. The largest
contingent earn income by charging both a fee to clients and earning a
commission from products.

Planners prepare a detailed financial plan for their clients to execute
in short- and long-term time horizons. The advice involves personal
budgeting, saving, and investment strategies. The plan often gives
recommendations on tax planning, estate design, wills, stock portfo-
lios, partnership arrangements, life insurance, and real estate hold-
ings.

Because the clients who purchase these services demand experi-
ence and seasoned maturity, this is not a common job for young indi-
viduals coming right out of college.

The International Association for Financial Planning (2 Concourse
Parkway, Atlanta, GA 30328) estimates that a very high percentage of
their members are independent practitioners or partners in small firms.
Individuals are certified (CFP) by the Institute for Certified Financial
Planners in Denver. This is an excellent way to eventually hang up a
shingle and start your own business.

A common career path is for you to start by finding employment in
public accounting, banking, life insurance, customer financial firms, or
securities brokerage firms. These industries frequently hire entry-
level talent and offer extensive training in both sales and financial
products.

Many financial planners originally began their careers as staff audi-
tors, tax accountants, bank lenders, branch managers, insurance
salespeople, mutual fund consultants, real estate agents, financial ac-
count executives, etc. The large firms in these industries provided the
training needed, and their name lends credibility if you later become an
independent practitioner in your community.

The maijority of financial planners are in the 30 to 50 age range and
earn above-average incomes. A major ingredient though is that you
are a recognized professional whose future income is directly tied to
ability. It is like running a small business of your own.

sales personnel are required for this
career field as well, but these traits
must be coupled with a sound finan-
cial background to add credibility to
the sales presentation.

Security sales personnel can ad-
vance into management positions,
such as branch manager, mutual
fund manager, etc., but most of them
prefertoremainin sales. The reason
for this lack of interest in advancing
into management relates to the
higher earnings potential in sales
and the sheer excitement of the

business. Most work with high net
worth individuals.

Most successful security salespeo-
ple enjoy their work and earn sub-
stantial commissions. Their earnings
are restricted only by their ability to
increase the number and size of the
accounts they serve.

A beginner usually starts by servic-
ing accounts of individual investors
and eventually may handle very
large accounts such as those of insti-
tutional investors. Some experi-
enced salespeople advance to



positions as branch office managers
who supervise the work of other
salespeople while executing buy and
sell orders for their own clients. A few
salespeople eventually become part-
ners in their firms.

Trainees are usually paid salaries
until they meet licensing registration
requirements and for a short time
thereafter. Starting salaries in the
field are competitive with those be-
ing offered to other recent college
graduates.

Once a salesperson has completed
the training, earnings are usually in
the form of commissions from sales
of securities. The size of commis-
sions depends on the policies of the
firm and the type of security bought
and sold. Consequently, earnings
fluctuate. Full-time security sales-
people usually earn over $30,000 an-
nually, and many earn much more.

The employment market for secu-
rity salespeople has been very cycli-
cal and may continue to be
weak/strong for several years. When
not weak it can be on a roller coaster
hiring boom. A large number of bro-
kerage houses regularly close or
merge. Consequently, experienced
security salespeople find themselves
in the employment market.

Insurance

Insurance companies assume mil-
lions of dollars in risk each year by
transferring liability for loss from
their policyholders to themselves.
Like individual policyholders, all
types of organizations purchase in-
surance to cover the potential
chance that a disaster may strike
and bankrupt the organization.

Whether for personal or organiza-
tional protection, the insurance busi-
ness is a major part of the financial
planning program and, therefore, the
industry needs many types of experts
in this area. Conversely, organiza-
tions must employ experts in the fi-
nance and administration functions
to evaluate their needs for protection.
Organizations refer to this as risk
management.

Careers abound in the insurance in-
dustry in many types of jobs, but

learning some things about three
types of employment (underwriters,
sales, and claims) permits one to
gain an understanding of the industry
and how risk management careers
may be found in all types of organiza-
tions.

Underwriters. Underwriters ap-
praise and select risks their company
will insure. This career is distinctly
different from that of insurance
agents. Underwriters analyze infor-
mation in insurance applications, re-
ports from loss control consultants,
medical reports, and actuarial stud-
ies which describe the probability of
insured loss. Routine applications
may be handled by computers, but
underwriters must also use consider-
able personal judgment in making
decisions on risk.

Underwriters assume great respon-
sibility, because their company may
lose business to competition if they
appraise risks too conservatively,
and their company will have to pay
too many future claims if their deci-
sions are too liberal.

Underwriters outline
the terms of contracts,
including the premium

amounts.

They correspond with policyholders
and agents regarding information re-
quests and cancellations and occa-
sionally accompany salespeople on
appointments with prospective cus-
tomers.

Most underwriters specialize in one
of four major categories of insurance:

* Life

* Property Damage
» Personal Liability
* Health

Life underwriters may specialize in
group or individual policies. The
property and liability underwriter may
specialize in a type of insurance such
as fire, automobile, marine, etc.

Claims Representatives. Fastand
fair settlement of claims is essential
to an insurance company if it is to

meet its commitments to policyhold-
ers and protect its own financial well
being. Claims representatives inves-
tigate claims, negotiate settlements
with policyholders, and authorize
payments.

When a casualty company (in con-
trast to a life insurance company) re-
ceives a claim request, the claim
adjuster determines the amount of
the loss and whether the policy cov-
ers it. Adjusters use reports, physical
evidence, and testimony of wit-
nesses in investigating a claim.
When their company is liable, they
negotiate and settle the claim.

In life insurance companies, itis the
claim examiner who checks claim
applications for completeness and
accuracy, interviews medical spe-
cialists, verifies information, and cal-
culates benefit payments.

Insurance Agents. Agents sell
policies that protect individuals and
businesses against future losses and
financial pressures. They help clients
plan financial protection, advise
them on investment strategies, and
help them obtain settlements.

Agents may sell and service life,
casualty, or health policies, or a com-
bination of those policies.

An agent may be either an insur-
ance company employee or an inde-
pendent agent who represents
several companies. The latter is
called a broker, but agents and bro-
kers do the same things. Agents
spend most of their time discussing
policies with prospective and existing
clients who may be organization ex-
ecutives or individuals buying per-
sonal protection.

Beginning agents are usually paid a
competitive base salary for a reason-
able period of time. After that time,
earnings are based strictly on com-
missions, and productive agents can
earn substantial commissions in a
very short period of time. Few fields
offer such a high level of earnings po-
tential in such a short period of time.

Administration. Insurance firms
manage thousands of policies and
millions of dollars in assets, so they
need many home office employees.
The employees may specialize in

Financial Management 117



customer relations, service, com-
puter processing, accounting, invest-
ments, or actuarial science. The
insurance industry has many of the
same types of positions found in any
large firm.

Insurance plays a large and impor-
tant role in any organization. Experts
are needed in the insurance industry
and also in the organizations that
must interface with the industry.

Because of the nature of most posi-
tions in this field, most employers re-
quire college degrees, but few
specify particular major fields of
study. Most insurance firms have
training programs to teach new em-
ployees the duties and responsibili-
ties of various assignments.
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OPERATIONS, ENGINEERING, AND

ost organizations which
offer a product or service
to customers employ
people to perform the
function that creates the product or
service. The operation may be an as-
sembly line, a mining operation, a
product processing operation, a pa-
per flow process, or any other activity
which requires the services of many
people doing repetitive and/or skilled
tasks.

Engineers help create the systems
that make an operation function
smoothly.

Operations

The operations end of an organiza-
tion is a management structure or-
ganized around the goal of producing
a finished product or a service or ac-
complishing a series of tasks.

Banks manage an enormous flow of
paperwork and deal with millions of
individual personal transactions.
Automobile plants assemble vehi-
cles. Transportation firms manage
motor vehicle fleets. Oil companies
convert raw materials to products
used by consumers and commercial
organizations. Steel firms produce a
basic commodity. Hospitals manage
a patient flow process. Governments
deliver services. All of these opera-
tions require people at all levels of re-
sponsibility.

Few organizations operate without
a chain of command structure for
managing people, materials, and
other resources. This management
function is called production, manu-
facturing, or operations, depending
upon the industry and the type of ac-
tivity which is involved.

RESEARCH

The operations
(or production and
manufacturing)
function is the activity
that manages people
and other resources.

The most common characteristic of
the management of all operations is

NO KPP, THIS DoES NOT REQUIRE ANY
EXTERNSIVE MEDICAL TRAINING
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that people are supervised. The op-
eration to which itis simplest to relate
the function is the typical manufactur-
ing organization. Although manufac-
turing is used as an example, you
should realize that the same activi-
ties are performed in non-
manufacturing organizations as well.

Functions

A production function is responsible
for supervision and coordinating ac-
tivities of people involved in the
manufacturing process. This may in-
volve thousands of employees in
many different locations for large cor-
porations or only a few employees in
a department within a service organi-
zation. Figure 7.1 lists the eight func-
tions most often found in operations.

Some of these functions are found
in some organizations but not in oth-
ers. Where these functions are
found, various levels of responsibility
exist within each function. There are
analysts, specialists, and managers
within each function.

Many organizations carry out cross-
functional training so that individuals
in the operations function are ex-
posed to all eight functions. Other
firms tend to develop professionals in
the respective fields for the purpose
of making each of them an expert or
manager in one of the eight func-
tions.

Production Management. Pro-
duction management is the function
of directing the work of those who are
responsible for producing and mak-
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ing products, and it is performed at
various levels from first-line supervi-
sion to vice president.

Positions in production manage-
ment afford high visibility and expo-
sure to all levels of management
including distribution, product plan-
ning, employee relations, finance, re-
search, and marketing.

Most manufacturing firms have a 6-
to 18-month training program in pro-
duction management, with the length
depending upon assignments cov-
ered and the individual's background
and progress.

The first assignment might be as a
first line supervisor directing 25 to
100 production employees. One may
be assigned to special projects deal-
ing in quality control, process control,
product development, pollution con-
trol, or safety. Over time, most indi-
viduals gain exposure to various
levels of management from supervi-
sor to department manager to plant
manager.

Production Planning. Production
planning involves the ordering of ma-
terials and supplies, the develop-
ment and control of operating
schedules, and the management of
inventory in the firm's production fa-
cilities and distribution centers. The
function uses sales estimates from
marketing personnel, production ca-
pacity figures, labor agreements, and
inventory levels to arrive at appropri-
ate production levels.

The goal is to minimize total costs
by smoothing manufacturing pro-

N

cesses over time and by keeping in-
ventories low while still maintaining
required customer demands and
service.

Purchasing. Purchasing is respon-
sible for the placement and admini-
stration of orders, contracts, and
other agreements for the procure-
ment of goods and services. This in-
cludes negotiating with suppliers on
matters of quality, service, and price
features. Purchasing follows up and
expedites in order to insure that the
terms of various agreements are
met.

Purchasing secures the materials,
supplies, and equipment required for
operation of the business or govern-
ment agency. In addition to the actual
buying of merchandise, it includes
planning and policy activities.

It is the responsibility of the pur-
chasing agent to buy materials of the
right quality and in the right quantity,
atthe righttime, and at the right price,
from the right source, and with deliv-
ery at the right place.

Within any one firm the purchasing
department includes the manager of
purchasing, purchasing agent, assis-
tant purchasing agent, buyers, assis-
tant buyers, expediters, and traffic
managers.

A purchasing agent must be willing
and able to accept the responsibility
for spending large amounts of
money. He or she must be tactful in
dealings with salespeople and have
a good memory for detailed specifi-
cations.

YEAH, Goob OLE FLECKMAN
ALWAYS SEEMS TO
ENJOY HIS WORK.
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Figure 7.1

Most employers, whether in busi-
ness or government, who hire assis-
tant purchasing agents at the entry-
level position seek people with col-
lege degrees. Many employers fill
needs internally by moving individu-
als from other areas into the purchas-
ing function.

Warehouse Management. \Ware-
housing is the function that manages
the warehousing and distribution op-
eration to insure customer service

levels. This includes developing and
maintaining a close liaison with sales
personnel to help assure a coopera-
tive response to customer needs.

It also coordinates operations with
planning, order processing, and
transportation activities to allow for
the timely, efficient, and orderly flow
of finished product to customers.

Materials Management. Materials
management involves controlling the
flow of materials from vendors to and

Operations, Engineering, and Research

through the production facility, to the
warehouse and eventually to the
customer. The objective is to insure
that raw materials, partially proc-
essed materials, and finished prod-
ucts are at the right place, at the right
time, in the right quantities.
Materials management involves
contact with almost every phase of a
manufacturing firm's operations and
offers a unique insider's view of the
various aspects of the firm. Materials
management activities include pur-
chasing, transportation, packaging,
production planning, distribution,
and order processing.
Transportation. The physical distri-
bution (as it is sometimes called), co-
ordinates the movement of materials,
supplies, and finished product to the
production facilities, the warehouse,
and the customer. This includes all
phases of negotiations with carriers,
their associations, and government
regulatory bodies. The function also
administers claims control, travel
modes, and product movement.

Employment Characteristics

All of the individuals working in
these functions usually report to a
functional manager who reports to
the equivalent of a plant manager,
usually a high-level executive.

If there are multiple locations, a per-
son in one function might move from
one location to another within that
function or move to another function
at the same location. The move
might depend upon the size of the or-
ganization, organization policy, and
the individual's career interest.

Job Titles. Many different job titles
are used in the operations manage-
ment function, so it is impossible to
describe each specific job. Titles at
the entry level might include fore-
man, analyst, inspector, planner, in-
dustrial engineer, systems analyst,
expediter, assistant, scheduler,
agent, dispatcher, etc.

Higher-level management job titles
might include plant manager, super-
intendent, general foreman, depart-
ment manager, engineer, chief,
senior, etc.
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SO THIS 1S WHAT A
PURCHASING AGENT
DOES, MRS, BECK ? ’

Job titles are most frequently as-
signed with functional department
names attached to them. For exam-
ple, an assistant manager would
carry the designation of the depart-
ment to which he or she is assigned.

Duties. There are so many possible
duties of people involved in the op-
erations process that every aspect
could never be completely de-
scribed. Some of the specific duties
are noted in the abstract below which
is designed to provide some idea of
the variety of assignments possible.

Supervise production

You KNoW, TALWAYS
THOUGHT A PURCHASING
AGENT WAS A TOUGH
GLUY WHO SCREAMED

personnel . . . schedule work . . .
review output quality. . .
process raw materials . . .
arrange transportation . . .
order materials . . . analyze
production processes . . .
design production process

. . . select transportation
carriers . . . route raw
materials and finished goods
... manage warehouse . . .
design control systems . . .

analyze work methods of workers . . .

develop quality standards.

Improve efficiency of oper-

ACTUAWLLY, BEING A PURcHASING AGENT
ISN'T LIKE THAT AT ALL, CHUG.

122  Career Planning Today

WHAT D0 You MEAN
You CANT SHIP THE
PARTS? YoURE. HoLDING
OP PRODUCTION! 6ET
THAT SHIPMENT HERE

YoU WERE SAYING ?

ations . . . conserve energy

.. . design equipment . . .
develop new products . . .
establish safety standards . . .
test products . . . design
environmental control
systems . . . create, design
and implement engineering
projects . . . create managerial
control systems for cost
reduction . . . buy production
equipment . . . order raw
materials.

Requirements. Essential skills for
positions in operations management
include the ability to work well with
others; mechanical aptitude; ability
to analyze products, equipment, and
people problems; and ability to man-
age time well.

The person must be self-
motivating, have a positive attitude,
be imaginative, be assertive, and be
a decision maker. The person must
be able to take calculated risks
based on sound analysis of technical
and non-technical data.

Although many employers require
technical or engineering academic
backgrounds, many other firms look
for leadership factors, coupled with
educational backgrounds that in-
volve the study of people. Even with
applicants for non-technical posi-
tions, most employers still look for
some mechanical aptitude and quan-
titative courses in the academic
background.

A bachelor's degree in some phase
of engineering is preferred, but em-



ployers often hire candidates with
backgrounds in related fields such as
industrial management, production,
mathematics, physics, chemistry,
and other fields that require the use
of quantitative and analytic experi-
ences.

A few non-technical candidates are
hired in supervision, scheduling,
warehousing, purchasing, and other
fields where the technical, analytical
thought process is not necessary.
Some jobs require a strong people-
orientation while others are analytical
and project-centered. Some jobs re-
quire specific backgrounds in given
disciplines of science or engineering,
and many times people are promoted
from blue-collar jobs into these man-
agement assignments.

Career Path. An entry-level assign-
ment may be as part of a team project
concerned with some aspect or prob-
lem area in production or operations
design. Upward movement may be
within a given professional field
rather than into management if indi-
viduals in that field do not desire
management responsibility.

It is common for individuals to re-
main plant professionals throughout
their careers and to assume more
complex projects as their experience
warrants. The management option is
to move into people supervision, sys-
tems or unit management, plant
manager, superintendent, etc.

In the long run these people can be-
come divisional manufacturing heads,
research and development managers,
and corporate vice presidents.

Training. Much of the initial training
is on-the-job since candidates usu-
ally come in with high levels of techni-
cal competence. To maintain this
high level of skill in a fast-changing
technology, many organizations op-
erate in-house technical centers
through which employees are rotated
on a regular basis.

These team-oriented projects help
people keep current as they learn
from each other. There are frequent
plant and corporate level seminars.
Most firms pay tuition for employees
who want to continue their education
on a part-time basis.
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Salary. Individuals going into the
field command earnings that are
among the highest of all occupations.
As long as the supply-demand trend
continues to raise starting rates so
rapidly, employees within the firms
will continue to enjoy large pay in-
creases.

Annual raises of 10 percent above
inflation rates are not uncommon
for the top 25 percent. Chief plant
technical people and managers in
middle management earn substan-
tial salaries.

Entry level people entering this
function will find top salaries, chal-
lenges, and long-term opportunity.
All'is not glory, though, because dirt,
noise, long hours, shift work, daily
change, people problems, produc-
tion foul-ups, etc. are integral parts of
the everyday picture.

Non-technical entrants need to be-
gin early in their careers to prepare
themselves technically in order to
compete for the higher-level assign-
ments. Top management in certain
highly technical industries tradition-
ally come from the engineering and
manufacturing ranks.

Operations, Engineering, and Research
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Engineering

The engineering function built the
American enterprise system to the
apex of all industrialized nations of
the world. Engineers created and de-
veloped technology to the fine-tune
science that now provides us with
one of the highest standards of living
in the world.

The initial thrust related technology
to the manufacturing process which
brought about a highly productive
system.

More recently, the same techno-
logical innovations applied in the
manufacturing process have been
extended to increasing the productiv-
ity of white-collar workers. There is a
growing trend for engineers to be
employed in service-providing indus-
tries as well as in the product produc-
ing industries.

Engineer

Engineering is one of the largest
professional occupations. More than
one million people practice the pro-
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fession, and over 50,000 new people
enter the field each year. Engineers
are employed in all sectors of the
economy, so if you desire to work in
education, government, private in-
dustry, a non-profit group, or your
own business, you should be able to
find the appropriate work environ-
ment.

Most engineers specialize in one of
the more than 25 areas recognized
by professional societies. Each of the
major areas is further subdivided, so
specialization is exceedingly com-
mon. The largest engineering spe-
cialties are discussed briefly in the
career profiles that follow, and they
are the aerospace, chemical, civil,
electrical, industrial, and mechanical
engineering fields.

These areas were selected solely
on the basis of the number of employ-
ment possibilities within them. Em-
ployment possibilities which are
equally as attractive exist in most of
the other engineering disciplines and
their subspecialties.

Although by definition, a narrow
specialty field limits the number of
jobs available, it has the countering
effect of balancing the opportunity by
permitting one to become a “scarce”
expert. Personality style and aca-
demic interests help to determine the
engineering specialty a person
chooses.

The duties and responsibilities of
the various types of engineers differ
substantially, but there are certain
commonalities in other facets of the
field. The requirements for entering
the profession, career paths, and the

HAVE. YoU EVER CONSIDERED
BEING AN EAG(NEER, AMY?
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general outlook are very similar in the
various engineering specialties.

Requirements. A B.S. degree in
the special field is required. In many
technical fields, employers request a
master's degree. For those individu-
als wishing to work in a research set-
ting or at a university, a doctorate is a
common requirement.

Career Path. Most engineers prog-
ress through the ranks of assistant,
associate, senior, and executive en-
gineer. Common paths involve heavy
exposure to production, design, and
research applications of technical
knowledge.

Many engineers move into man-
agement positions at plant, division,
and corporate levels later in their ca-
reers. For those electing the man-
agement route, the typical
progression is from supervisor to
manager to director. Many continue
to advance into the executive ranks
of vice president, chief operating offi-
cer, and chief executive officer.

Another common career path is for
the engineer to move out of the
manufacturing or analysis function of
the operation and into the marketing
function.

Many employers desperately need
technically trained personnel to deal
with customers and potential cus-
tomers. This requires individuals who
are intimately involved in all technical
aspects of a product, service, or pro-
cess. The work may entail direct sell-
ing, a service working relationship, or
consulting work.

The upward mobility is nearly identi-
cal in the two different career paths.

PLENTY OF OPPOR MME‘MS
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Which route to accept is largely a
personal choice. Both routes can be
extremely rewarding financially.

Outlook. In nearly all fields, the out-
look is very good and superior to that
found in most other occupations. De-
mand occasionally is influenced by
short-term fluctuations in the overall
economy, but the underlying
strength indicates good opportuni-
ties for nearly all new entrants into
the field of engineering as well as
great mobility for experienced engi-
neers.

The growth of complex manufactur-
ing processes and automated work
devices and services will keep the
demand strong. The supply is ex-
pected to remain constant as nearly
all seats in the colleges are currently
occupied, and no new expansion in
the colleges seems evident.

The recent phenomena of college
students leaning toward more voca-
tionally oriented courses of study
suggests that the seats will remain
filled. This relationship should have a
stabilizing influence on employment
in the engineering profession.

Earnings. The favorable supply
and the demand situation should
keep earnings growing faster than in-
flation. Engineers' salaries tend to
start at much higherlevels than those
of most other disciplines. This initial
advantage keeps others from catch-
ing up rapidly, but over time engi-
neers' earnings as a group do tend to
plateau. This plateau is at a rather
high level compared to other occupa-
tional groups, however.
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As a profession, engineers tend to
be a highly mobile group; that is, they
move to wherever the best opportuni-
ties are available. This mobility is
among the highest for all occupa-
tional groups, and it has served as an
explanation for the high earnings and
rapid ascent to corporate leadership
within the engineering profession.

Specialties. The many specialties
in engineering enrich the scope of the
opportunities available. The six basic
fields whose profiles are presented
next form the bulk of the job possibili-
ties normally available, but there are
hundreds of spin-offs associated with
these six fields and other engineering
specialties. The profiles are de-
signed to present only a quick over-
view of the field and to spark
enthusiasm for a more in-depth ex-
ploration.

Aerospace Engineers

Aerospace engineers work with all
types of commercial and government
aircraft and spacecraft including mis-
siles, rockets, satellites, and air-
planes. They develop products from
the initial planning and design to the
final assembly, testing, and mainte-
nance. The actual duties relate to the
following:

Structural design . . .
navigational guidance and
control . . . instrumentation

. . . communication gear . . .
power distribution . . .
theoretical flight simulation
... stress analysis . . . design
formations . . . field testing . . .
manufacturing technology . . .
aerodynamics . . . vibration
analysis . . . cycle analysis
... acoustics.

Product life evaluation . . .
performance testing . . .
aeromechanics . . . thrust
control . . . structural engineering
. . . instrumentation

testing . . . teardown analysis

. . . maintenance and
repair-ability . . . manufacturing
assembly . . . quality control

. . . cost-to-design analysis

. . . manufacturing planning
and processes . . . production
supervision . . . production
scheduling . . . space utiliza-
tion . . . technical marketing

. . . service engineering.

Chemical Engineer

Chemical engineers design, de-
velop, and install processes that
change the chemical or physical
properties of materials to the forms
needed in production processes. The
chemical engineer turns a chemical
process into an economical reality
which will advance progress and still
retain a reasonable profit for an in-
dustrial organization. They work in
research, laboratories, and in manu-
facturing facilities.

Although most chemical engineers
work for chemical and petroleum
firms, nearly all industrial firms em-
ploy them in a variety of capacities.
The employment outlook is ex-
tremely bright, and advancement
continues at a rapid pace. Some of
the typical duties are listed here.

Produce chemicals and
chemical products . . .
design equipment . . .

design plants . . . devise
methods of chemical manu-
facturing . . . operate pilot
plants . . . develop new
processes . . . improve
current processes . . .
reconstitute materials . . .
participate in environmental
control activities . . . analyze
compounds . . . estimate
costs . . . prepare budget
requests . . . lay out facilities
. . . install and “debug”
production processes.

Design equipment for
handling complex specialty
or bulk chemical products . . .
conduct testing programs . . .
evaluate methods . . . super-
vise production personnel . . .
manufacture and transport
polymers, liquids, and gases
. . . perform laboratory
analysis . . . participate in
technical marketing . . .

carry out basic research.

Civil Engineer

Civil engineers design and super-
vise the construction of roads, har-
bors, airports, tunnels, bridges,

HELLO, OPERATOR ... GET ME THE CHEMICAL
ENGINEER OVER AT THE PLANT.

Operations, Engineering, and Research
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water supply systems, sewage and
waste systems, and buildings. Spe-
cific concerns in civil engineering in-
clude the following:

Surveying . . . facility layout
. . . construction develop-
ment . . . economical use
of materials . . . functional
structures . . . load bearing
capacities . . . materials
strengths and properties . . .
water demand analysis . . .
sewage capacities . . .
distribution and collection
systems . . . population
trends . . . suburban growth
trends . . . urban planning

. . . municipal engineering.

Community social needs
analysis . . . environmental
impact . . . pollution control
. . . impact statements and
recommendations . . .
materials testing . . . bridge
design . . . highway
construction supervision . . .
street location and con-
struction . . . contractor/
government liaison . . .
design requirements.

Civil engineers work with architects,
other engineers, government lead-
ers, and industrial organizations in
analyzing, planning, and construct-
ing major projects. They often work
outdoors as well as designing and
writing elaborate plans and project
proposals at their desks.

I REALLY OUGHT TO
60 INTO COMPUTERS,
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Nearly all types of
manufacturing and
construction firms employ
civil engineers in every part
of the nation.

The employment outlook and earn-
ings potential in civil engineering
place it among the best-rated growth
occupations for the next decade. The
short-term demand for civil engi-
neers can be highly cyclical depend-

ing upon construction expenditures,
the supply of funds, and the general
economy.

Electrical Engineer

Electrical engineers design, de-
velop, and supervise the manufac-
ture of electrical and electronic
equipment. These include such
things as electric motors, generators,
and communication equipment.
Electrical engineers also design and
operate facilities for generating and
distributing electric power.

Electrical engineers generally spe-
cialize in electronics, computers,




electrical equipment, communica-
tions, or power. There are several
other subspecialties in which many
elect to concentrate their study.
Listed below are some of the activity
areas in which electrical engineers
spend time.

Power engineering . . .
generation . . . transmission
.. . distribution . . . appli-
cation . . . manufacturing . . .
machine design . . .
hydro-electric power . . .
design combustion systems . . .
pollution analysis . . . nuclear
generation . . . radiation . . .
radioactive waste disposal

. .. solar electrical produc-
tion . . . collectors . . . power
distribution networks . . .
cost estimates . . . peak
power loads . . . conductors
... insulation . . . tower
design . .. stress . . . power
applications . . . illumination
... light reflection, absorp-
tion, and distribution.
Communications engineer-
ing . . . information transmit-
tal and delivery . . . audio
and visual forms . . . signal

channels design . . . amplifi-
cation . . . transmission
apparatus: relays, switches,
keys . . . circuit design . . .
switching systems.

Electronics engineering . . .
computer technology . . .
navigational controls . . .
calculators . . . radar . . .
radio signals . . . miniatur-
ization . . . chips control
application.

These diverse
activities make electrical
engineering one of the
fastest growing fields
of engineering.

The common element in the work of
all electrical engineers is the move-
ment of the electron—electrical engi-
neers harness its immense power by
designing, developing, supervising,
and controlling equipment, pro-
cesses, and materials.
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There are numerous opportunities
available each year for entry-level
and experienced engineers in all
parts of the nation.

Industrial Engineer

Industrial engineers determine the
most effective ways to use the basic
factors of production, personnel, ma-
chines, and materials. They are more
concerned with people and work or-
ganization than most other types of
engineers. Industrial engineers may
be employed in any type of industry
from manufacturing to service indus-
tries such as banks, retail organiza-
tions, and hospitals.

The major goal of
industrial engineering is
to improve operating
efficiency, and this cuts
across all industry and
occupational lines.

Industrial engineers are employed
in all geographical sectors of the na-
tion, but they are most heavily con-
centrated in the heavily industrialized
areas of the Midwest and the North-
east.

The increasing complexity of indus-
trial operations, the expansion of
autodated processes, and the con-
tinued growth of the economy will
contribute to an increasing demand
for industrial engineers. The needs
for scientific management, safety en-
gineering, cost reduction programs,
environmental pollution control, and
increased productivity foster the con-
tinuing demand for industrial engi-
neers.

The actual duties of industrial engi-
neers vary greatly depending upon
the industry and size of the work
force, but the duties always relate to
the goal of saving time, money, and
other resources. Most industrial en-
gineers have great latitude on how
they approach this goal, but certain
techniques are common across in-
dustries and work settings. The basic
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duties may be similar to those listed
below.

Design data processing
systems . . . apply operations
research techniques . . .
analyze organizational report-
ing relationships . . . develop
management control systems
. . . install cost reduction
programs . . . design produc-
tion planning processes . . .
coordinate quality control
processes.

Organize physical distribution
routes . . . conduct surveys

. . . analyze plant location
potentials . . . plan raw material
acquisition arrangements . . .
develop wage plans . . .

install job evaluation

programs . . . evaluate new
operations . . . select equipment
. . . examine make, buy,

or lease alternatives . . .

study work flow patterns.

Mechanical Engineer
Mechanical engineers are con-

cerned with the production, transmis-
sion, and use of power.

_—»
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Mechanical engineers
design and develop
machines that produce and
use power.

The field of mechanical engineering
incorporates:
» The conversion of energy
from one form to another
» The design of all types of ma-
chines
* The instrumentation and
control of all types of
physical processes
 The control of human and
machine environments
Activities of mechanical engineers
include research, consulting, engi-
neering instruction, applied re-
search, design, testing, production,
distribution, handling, and sales. Me-
chanical engineers are usually in-
volved in many facets of these
activities over their careers.
Mechanical engineers apply their
scientific-technical backgrounds to
problems that need solutions. They
draw from such areas as statistics,

D
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dynamics, thermodynamics, heat
transfer, gas dynamics, gas sys-
tems, electrical principles, instru-
mentation, materials processing,
and computer technology. They
creatively integrate ideas from each
relevant area to solve specific prob-
lems.

Research and
Development

Most manufacturing firms maintain
research and development functions
in order to stay at the forefront of new
product technology and invention. A
hallmark of American progress has
been the strong commitment to regu-
lar and sustained research activity.
This is especially true of firms in high
technology fields such as the chemi-
cal, petroleum, electronic, pharma-
ceutical, and computer industries.

Research activity includes the sys-
tematic and intensive exploration de-
signed to expand the horizons of
current knowledge in the field. Many
times this research is initiated with-
out reference to a specific applica-
tion, but, of course, the purpose of
the overall research activity is to pro-
vide for product improvement and
the development of new products.

The research may be directed to-
ward creation or modification of
equipment, materials, systems, or
techniques. Once a possible applica-
tion is found via the research, devel-
opment people design, produce, and
test the new product or other applica-
tion. There must be a close tie be-
tween marketing, manufacturing,
engineering, and finance if the pro-
duction process is to be utilized to its
fullest.

Although the research and devel-
opment function is best character-
ized by discussing its experimental
activities, it nonetheless must even-
tually serve as a profit-producing
center. The work must, therefore, be
somewhat more application-oriented
than that done by scientists in gov-
ernment and university research set-
tings.



NO, HE'S NoT" A MAD SCIeENTIST, . JUST AN ANGRY ONE

Once major development plans are
set, the project is usually turned over
to the engineering and manufactur-
ing staffs if the marketing and finance
functions see a profitable market.

Most individuals going into the re-
search and development function
hold advanced degrees in very spe-
cialized fields. Doctorate and post-
doctorate degreed individuals find
employment in research, but some
master degreed people may be em-
ployed in the development phase.

Most research and development
activity in industry is centralized and
reports to top executive levels. Top
management often closely super-
vises expenditures and encourages
applied product, process, and new
technology development in addition
to new concept research.

Most firms maintain pilot test facili-
ties, laboratories, professional serv-
ice units, technical libraries, and
appropriate offices. The corporate le-
gal staff works closely with this unitin
patent work.

The scientific occupations most
frequently found in research and
development include geologists,
geophysicists, meteorologists,
oceanographers, biochemists, as-

tronomers, chemists, food scientists,
and petroleum scientists. Most of
these scientists specialize at great
depth within their fields of study and
their work is largely dependent on
their specialty, the type of work, and
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any geographical considerations re-
lated to their occupation.

The number of job possibilities in
these specialized fields is very low
because of the very narrow speciali-
zation. Growth is expected to keep
up or move faster than that of most
other occupations. Most job seekers
must be extremely flexible as to geo-
graphical location. The likelihood of
multiple offers is uncommon except
for established, highly recognized
scientists. The protege concept is
widely recognized as a channel for
employment.

Most firms have several levels of
professional scientific personnel
grades. Typical job titles are:

 Scientist

» Research scientist

» Senior research scientist

» Research associate
 Principal research associate

Most titles carry the designation of
the research discipline such as bio-
chemist, chemist, physicist, geolo-
gist, etc.

Job responsibilities range from
functioning as a project team mem-
ber to the complete handling of proj-
ects that require more in-depth
knowledge and are by nature more
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complex and challenging. Some sci-
entists work as individualists and oth-
ers function as group leaders.

Manager positions almost always
exist in the research environment for
people who have been on the staff for
some time as technical persons. A
common practice is to move into a
managerial position after some years
rather than opting to stay in a scien-
tific role indefinitely.

The reward structure is extremely
good for those taking either the sci-
entist or managerial route. A few peo-
ple also elect to leave the research
and development environment for
positions in manufacturing and mar-
keting. A few even move into top ex-
ecutive ranks after many years of
experience with a given organization.
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any technical and non-
technical employees in
all types of organizations
aspire to management
assignments as they progress in their
careers. For very valid reasons few
people start in management assign-
ments, but through hard work and
dedication those who desire posi-
tions in management can attain
them.

In some industries and organiza-
tions, a few administrative-type jobs
exist that do not have a close rela-
tionship with any functional manage-
ment field. These positions are most
often at the firms' headquarters and
involve paper-processing rather than
people-management. Employees'
upward mobility is greatly advanced
by moving to branches, plants, or
other units that have a more direct
line type of responsibility.

In most organizations, there are
three functions that do not have
counterparts in the marketing, fi-
nance, operations, engineering, and
research areas. These three func-
tions are:

» Personnel
 Public relations
 Legal staff

A few organizations also have very
general management training pro-
grams that cross functional lines, and
these are also explored in this sec-
tion.

ADMINISTRATION

Personnel Management

Personnel professionals are re-
sponsible for labor relations, employ-
ment, training, compensation,
benefits, and personnel services.
Personnel departments are rapidly
becoming highly specialized, and a

variety of experts are now being
employed in each department.
Many organizations have changed
the name of their department from
personnel to human resources.

TYPICAL HUMAN RESOURCE POSITIONS

Figure 8.1

Vice President of Human Resources
Chief Human Relations Officer
Labor Relations Executive
Compensation/Benefits Executive
Labor Relations Director

Director of Personnel Services
Staffing Director

Organizational Development Manager
Compensation Manager

Benefit Manager

Safety Manager

Personnel Manager

College Relations Manager

Affirmative Action Manager
Recruitment/Employment Manager
Employment Interviewer

Training Coordinator

- Compensation Analyst

Job Analyst

Safety Inspector
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The Human Resources
Department (HRD)
has replaced the old
Personnel Department
in many organizations.

Legislation regarding labor rela-
tions, wage and hours, equal em-
ployment, safety regulation
compliance, environmental health
concerns, etc. has forced personnel
management to become a much
more technical area than it once was.

Personnel has become a major
paper-processing part of every or-
ganization, in contrast to its former
emphasis on working with people.
There is still a considerable amount
of human interaction in personnel of-
fices, but much of the work carried
out there is more related to meeting
legal and technical requirements
than it is with managing people.

The people managing process is
now more the responsibility of man-
agers in the finance, marketing, op-
erations, engineering, and research
functions.

More employers are seeing the
need to bring highly trained person-
nel into their organizations. The idea
of transferring a promising manager
working in another function into per-
sonnel management for a two or
three-year broadening experience is
a viable option that is still used, but
the trend is now toward developing

human resource specialists who
want to remain in the personnel func-
tion throughout their careers.

The technical nature of modern hu-
man resources management almost
requires organizations to hire people
who are trained in labor relations or
personnel management.

Even though the image of the HRD
has improved greatly during the past
decade, the number of people
needed in the function is still quite
small relative to the total number of
employees an organization hires.
There may be only one HR expert for
several hundred other employees.

Because personnel-related
courses are some of the most popu-
lar courses on college campuses,
there are many more qualified people
with in-depth training in the field than
there are jobs available. Many em-
ployers even prefer to move people
into personnel who have some su-
pervisory experience in other func-
tions.

The personnel function goes by
many different names in various
firms. It is known as human resource
management, employee relations,
industrial relations, and the most
widely used term: personnel man-
agement. Once the size of a firm
grows to over 100 employees, an in-
dependent personnel function is usu-
ally necessary.

Very large organizations may have
several hundred people employed in
the function with many sub-function
specialists. Smaller organizations
may have just one or two managers

SAY, CLIFF, wHY DID
YoU EVER GO (NTO
PERSONNEL, ANYIWAY?
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who wear many different hats
including those for personnel re-
sponsibilities. The major specialty ar-
eas are described below.

Employment. The employment
department is responsible for the re-
cruitment of personnel for factory, of-
fice, sales, technical, and
professional positions. They analyze
jobs, prepare job descriptions and
job specifications, administer tests,
interview applicants, and refer se-
lected applicants to specific open-
ings.

They seldom do the actual hiring,
because this is usually the responsi-
bility of department managers.

They also assist department manag-
ers in appraisal procedures for em-
ployees and executives. They are
involved in transfers, promotions, ter-
minations, layoffs, and exit interviews.

The employment function is the
typical entry-level position for college
graduates in personnel. Entering
candidates should be familiar with
each of these operations and should
have some course work in industrial
relations, labor relations, industrial
psychology, and labor economics.

The duties of an employment man-
ager or assistant might include the
following:

Hiring of hourly workers . . .
screening of salaried person-

nel . . . coordinating college
recruiting . . . writing classi-

fied ads . . . analyzing
employment tests . . . conducting
performance reviews . . .

HOWEVER . THERE ARE €OME.
I LOVE WORKING WITH MORE.




assisting in recommendations
for reviews, promotions, and
terminations.

Training. Training departments ori-
ent new employees into the organi-
zation and provide training for
present employees that will improve
their skills. They are usually involved
in supervisory training, executive de-
velopment, presentation of visual
aids, maintaining the company li-
brary, developing suggestion sys-
tems, preparing training manuals,
and providing appropriate education
for employees.

Training specialists may develop
curriculum materials and teach
courses in general areas, but in most
cases they simply set the stage by
bringing in experts (from within or ex-
ternal to the firm) to instruct employ-
ees in technical areas related to their
jobs.

Few organizations maintain a resi-
dent faculty as a college would. A
training department serves as cata-
lysts; they bring individuals needing
training and those capable of provid-
ing training together. Training is a co-
ordinating and liaison function in
most organizations.

Compensation. The function of the
wage and salary administration de-
partment is to plan and administer a
wage and salary scale. Consultation
with managers determines the com-
pensation policies which are then ad-
ministered in compliance with
various laws and regulations.

This department makes periodic re-
ports and conducts wage surveys. It
is responsible for developing wage
systems and supplemental compen-
sation plans for new employees as
well as current employees.

Compensation experts conduct
wage surveys, maintain employment
compensation records, devise com-
plex pay plans for executives, and ba-
sically keep the organization
competitive.

They manage elaborate wage and
salary schedules and classification
systems to insure fair and equitable
treatment for all classes of employ-
ees. This activity usually requires
some sophisticated advanced

Administration
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courses in compensation alterna-
tives and knowledge of how laws are
administered.

Benefits. The benefits and services
department administers the com-
pany insurance, disability, pension,
and retirement programs, as well as
a variety of other services for employ-
ees. It reviews requests for leaves,
vacations, unemploymentinsurance,
and severance pay.

Specialists in this field must under-
stand social security regulations, ad-
minister fair vacation plans, and
design legal, medical, and insurance
policies. They administer pension
plans in accordance with the most re-
cent legislation.

Specialists may be involved in de-
signing and purchasing group medi-
cal and life insurance plans for
thousands of employees. They must
be aware of the tax implications of the
various benefit plans proposed and
adopted and be able to explain in
written form the tax ramifications to
employees.

Labor Relations. A complex set of
laws, court decisions, and formal Na-
tional Labor Relations Board rulings
govern the relationship between
management and labor. Labor rela-
tions people are experts on labor his-
tory and laws and on the
interpretation of labor laws.

An elaborate system of management
and labor relations has developed in
our society over several decades, and
over 20 million workers are now mem-
bers of labor organizations.

Labor relations experts negotiate
contracts periodically and then must
live with the contracted rules and
regulations until the next bargaining
session.

Contract administration and inter-
pretation constitute a form of private
judicial arrangements in our labor
force which requires a sound under
standing of what can and cannot be
done in the work environment.

Labor experts are involved in all
phases of settling labor disputes
which can arise daily. Most contracts
spell out detailed grievance proce-
dures to which both sides must ad-
here. The final step is arbitration and

134  Career Planning Today

A trainer is not always

Nearly all profession-

Some of th
| Pl |

| | e conduct

Training

Sometimes the

Figure 8.2

it often requires people with legal
training.

Duties. The various duties in the
personnel function require far more
than the ability to deal with people.
Satisfactory performance requires a
working knowledge of sophisticated
techniques, methods, laws, and
compliance regulations.

A large organization may have over
a hundred different job descriptions
for people employed in the personnel
function. Some of these duties are
summarized in the abstract below.

Direct personnel programs . . .
administer policies . . . set
personnel objectives . . .
interview salaried and hourly
candidates . . . refer qualified
candidates to department
managers . . . write classified ads
... travel to recruit

people . . . develop recruiting
itinerary . . . prepare manpower
plan . .. conduct wage and
salary surveys.

Maintain employment

records . . . compile statistics

. . . devise complex pay
structures . . . administer benefit
programs . . . prepare payroll
reports . . . know government
wage regulations . . . know
social security laws . . . handle
employer grievances . . .
participate in labor negotiations.

e teach em

Design and give orientation
programs to new employees
. . . administer job classifica-
tion system . . . write job
descriptions . . . assist in job
performance evaluation . . .
design forms . . . sitin on
government compliance
reviews.

Requirements. Most organiza-
tions require a bachelor's degree for
entry into personnel, but some expe-
rienced people may move into per-
sonnel from other departments of the
organization. For the highly technical
areas, many employers require mas-
ter degrees in specific subject areas.

Because complex government
laws and regulations are creating a
deep structure of specialists, most
people will need some special train-
ing even after becoming employed
with the organization. Hiring prefer-
ences are usually for those who are
best trained and those with related
personnel work experience.

Specific course work in industrial
relations, labor relations, labor law,
industrial psychology, personnel
management, employment, com-
pensation, organizational develop-
ment, and related areas greatly
enhances one's chances of finding
employment in the field.

Some firms still hire generalists, but
the trend is toward hiring specialists.



You often must start as a specialist
and work toward a career as a gener-
alist later in your career.

Career Path. The entry-level job is
usually as a personnel assistant or
trainee. The first move may be to a
position as an assistant department
manager in one of the basic functions
from which functional managers are
selected. Formerly most firms ro-
tated personnel between functional
fields, but the increasing complexity
of OSHA, ERISA, EEO, FLSA, etc. is
forcing some specialization.

Some firms use personnel as a 12-
to 30-month temporary, rotational as-
signment for line managers.

Most training is on-the-job, supple-
mented by training seminars spon-
sored by professional associations.
The upward mobility route is usually
that of staying within the personnel
function and moving into executive
status there.

Outlook. The number of candi-
dates needed annually is very low.
The supply of candidates greatly ex-
ceeds the demand; however, many
of those applying do not have the
necessary credentials.

Candidates trained in
personnel or labor
relations have the best
shots at available jobs.

Because of the heavy walk-in and
write-in applicant traffic, very few
employers actively advertise and re-
cruit candidates even when an
opening exists.

Because of this supply and demand
situation, starting salaries in person-
nel are below average, and the salary
progression is often slower than in
more directly profit-contributors line
management functions. The earn-
ings are modest but more than ade-
quate to maintain an excellent
standard of living. Most experts enjoy
the type of work they do and are will-
ing to accept lower levels of compen-
sation as a result.

Public Relations

Public relations employees build
and maintain positive images for em-
ployers. Most public relations work-
ers are employed by manufacturing
firms, public utilities, trade and pro-
fessional associations, labor unions,
and governmental agencies. Others
are employed by consulting firms and
provide public relations services to
clients for fees.

Duties. Public relations personnel
provide information to newspapers,
magazines, radio, television, and
other channels of communication.
They also arrange speaking engage-
ments and often write speeches for
high-level organization officials.
Much of their writing relates to news
releases about promotions, retire-
ments, and financial reports.

Many public relations people who are
hired to work in the organization are
writers or copywriters who have had
experience with newspapers, maga-
zines, or other communications media
prior to joining the organization.

Beginners often maintain files of
materials about company activities,
scan newspapers and magazines for
pertinent articles, and assemble in-
formation for speeches and pam-

phlets. As they progress, they get
more difficult assignments such as
writing press releases, speeches,
and articles for publications. Some
organizations publish internal publi-
cations.

Usually the promotion path is within
the public relations function, al-
though employees occasionally ac-
cept opportunities in marketing after
gaining experience in public rela-
tions.

In addition to public relations de-
partments within business and public
service organizations, a number of
other employers hire people with
writing skills. Daily and weekly news-
papers hire many of the people
graduating from college with experi-
ence in reporting.

Newspaper reporters gather infor-
mation on current events and use
this to write stories for publication.
Their reporting assignments can
lead to jobs as editors.

Many newspapers require bache-
lor's degrees in journalism, although
many of them will consider English
majors or majors involving an exten-
sive amount of writing experience.
Professional courses in reporting,
copywriting, editing, feature writing,

MY DAD NEVER FORGETS HES (N PUBLIC RELATIONS,
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and technical writing would be very
worthwhile for persons aspiring to ca-
reers in newspaper work.

Some organizations hire technical
writers. The technical writer organ-
izes, writes, and edits material about
science and technology in a form
which is useful to those who need to
use it.

Government agencies and busi-
ness firms often must take some of
their research and put it into terms
that the average layman or business
executive can read and understand.
For those graduates who have de-
grees in scientific areas and the abil-
ity to write well, this is an avenue to
consider.

Other sources of job leads for writ-
ers are weekly and monthly maga-
zines and publishing companies.
Although magazines often obtain
their material from free-lance writers,
much of it has to be edited before it
gets into print. Publishing firms hire
writers to edit books and solicit new
manuscripts for publication.

Requirements. Many people join-
ing public relations departments or
public relations firms hold college
degrees with majors in English,
journalism, mass communications,
telecommunications, or public rela-
tions. Sophisticated typing, word
processing, and graphic arts skills
are also required by many employ-
ers.

Individuals should have a measure
of creative ability as well as the ability
to express thoughts clearly and sim-
ply in speaking and writing. Employ-
ers always like to see some previous
work experience in journalism or are-
lated field, so it is advantageous for a
candidate to have acquired some
writing experience by working part-
time.

Public relations jobs invariably re-
quire outstanding writing skills. Can-
didates who have majored in
journalism, English, or radio and tele-
vision will need a basic understand-
ing of business and technical terms,
but this should be easy for them to
pick up. Whether they are writing
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copy, designing layouts, preparing
news releases, or editing house or-
gans or other internal publications,
literary expertise is a major neces-
sity.

Outlook. There are many more ap-
plications for jobs than there are op-
portunities, but graduates having
experience and top grades should
apply. Public relations firms and pub-
lic relations departments within busi-
nesses and government agencies do
not usually advertise or recruit per-
sonnel openly, so special effort is re-
quired for finding an appropriate
position.

Given the keen job
market, you must contact
firms directly.

Good writing skills are very valuable
in many different occupations. If you
have them, it is well for you to com-
bine them with another functional
field in management or an occupa-
tion that has more favorable employ-
ment prospects.

Legal Staff

The legal staff is almost always a
very small department. Attorneys in
the legal department deal with the or-
ganization's patent protections, law
suits, real estate, tax considerations,
labor contracts, and other legal con-
cerns. Many firms do not have this
function in house because they pre-
fer to hire an external (often prestig-
ious) law firm to handle problems on
a retaining or as-needed basis.

Employment in this function is quite
limited and required a law degree
and admission to the bar. Most or-
ganizations hire experienced law-
yers when they decide to add a
person to their legal staff. Legal staff
members are often recruited from the
firm the organization uses for legal
matters.

Management Training

Several years ago when employers
experienced difficulty in attracting
qualified talent, many developed
well-structured management training
programs. The programs taught peo-
ple about the basic management
functions.

A common practice was to rotate
new employees through several dif-
ferent management-track assign-
ments to give them an overview of
the organization. Management train-
ees could wander around through
various assignments hoping to find
the right niches for themselves. This
concept is still used by a few employ-
ers, but most have abandoned it for a
variety of reasons.

The turnover in management train-
ing programs tends to be excessive.
As colleges provided more technical
and vocationally trained people, the
need for the programs declined. Peo-
ple in the programs often expressed
displeasure because they wanted
permanent assignments which had
more specific career options to them.
Many were given “make-work” as-
signments which were repulsive to
highly educated people.

The dissatisfaction of people in the
programs and the increasing avail-
ability of candidates trained in func-
tional areas forced most employers
to abandon the concept.

A few industries have found the ap-
proach to be very satisfactory and
thus maintain it today. Management
training programs are still common in
the industries of transportation, in-
surance, retailing, and some govern-
ment organizations. Most of these
programs are now short-term, lasting
six to twelve months, and people
tend to be moved into functional as-
signments as soon as possible.

For individuals who are undecided
about their careers, these programs
may be ideal. The number of them is
quite limited, so it takes a great deal
of searching to locate one. Many
firms also call training programs in
the marketing and sales function
management training programs.



/ » readapt commercial programs to unique situa-

tions

instruct on decision-making techniques and
planning

facilitate communications in learning groups
prepare sophisticated teaching aids via com-
puters

prepare teaching aids, such as videotapes
and slides

supervise and train other professionals
consult with senior technical and managerial
staff on materials

teach others how to deliver complex materials
organize and manage large conventions and
conferences

create and design exhibits and learning mod-
els

librarian for existing training programs

Liaison to Divisions

as computers

There are many facets of this interesting career. Al-
though the assignment only occasionally leads into
“top management” positions, it offers an enjoyable ca-
reer for the right person. The salaries are comparable
to teachers and professors. You will not likely get rich
in this occupation, but the pay is adequate and the job
rewards intrinsically satisfying.

The competition to seek an entry-level position in
this field is keen so many professionals start at other
jobs in the organization and request a transfer to this
area later.

Training
Director
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areer management con-

sists of decisions made

over time that influence the

direction of your work life.
Each decision must be made inde-
pendently of one another, but you
build each new decision on the base
of earlier decisions.

What most people do not do is lay
out a plan for future decisions that
ties all decisions together.

This chapter is project oriented. It
gets you involved in the mechanics of
career planning.

Career Planning

Your goal is to learn how to manage
your career as opposed to letting fate
and fortune determine your destiny.
The management process begins
with career planning. How do you tie
together each career decision you
make over time?

Self-Assessment

Career planning is a process that
integrates an analysis of self with an
analysis of the world of work. An in-
depthinvestigation of the self devel-
ops a very high level of personal
awareness about values, interests,
personal qualities, and your skill at-
tainment.

CAREER DECISION MAKING:
Assessment — Exploration — Goals

|
Knowing yourself is
important in your career
decision making.

You should now have a broad over-
view of the world of work. It is com-
posed of specific assignments and

tasks which operate together to
achieve stated organizational objec-
tives.

Decision Making

How do you develop objectives
through a decision-making process?
Before you begin the job search pro-
cess you must establish specific per-
sonal career objectives. Not to do so
leaves you wandering aimlessly
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searching for something without
knowing what you are seeking.

Decision making is developing a set
of alternatives and then evaluating
the alternatives against a predeter-
mined set of criteria. Your criteria are
found in your self-assessment.

Career exploration is collecting infor-
mation about careers of interest to you.
An overview of management and how
organizations function is critical to the
investigation process. An awareness
of management and organizations
gives you the framework in which you
must conduct your exploring.

Career decision making
requires development of
your career options.

A “management level” position, but
not necessarily a supervisory career,
is most likely your goal whether you
are technically trained or liberally
educated. This requires you to un-
derstand the management process,
industry groups, occupational classi-
fications, functional organization
structure, and the level of responsi-
bility concepts.

You must now overlay your self-
assessment on that framework and,
through a pattern of logical investiga-
tion, discover which fields of career
interest best suit you.

Career Profiles
You now need to prepare a career
profile for your special area of inter-
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est. A career profile is a fairly exten-
sive summary of all information you
collect about the career field of spe-
cial interest to you.

In actual practice, depending upon
your current level of job specification
and responsibility level, you may pre-
pare several different career profiles.

A later analysis of these profiles will
give you a wealth of information con-
solidated in one place for you to re-
view in specifying which career field
you feel is best suited to your self-
assessment.

Figure 9.1 gives a brief description
of the content that belongs in a career
profile. The career profile gives vari-
ous job titles, duties, requirements,
career paths, training normally re-
ceived on the job, earnings, the em-
ployment outlook, and any points that
are peculiar to the career field.

Career profiles need to be devel-
oped within an organizational frame-

work and functional field
designations.
|

A career profile is the first
step in exploring your
career options.

Where do you see your career pro-
file resting within the organizational
framework?

Career profiles fit within the organ-
izational structure. Career profiles
abstract information. They are not
complete analyses, but they do offer
ideas and suggestions that will cause

CHUG LOOKS
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you to investigate your profile in
much greater depth as you get closer
to the job interview.

Exploration

You should systematically explore
several career alternatives by accu-
mulating specific career information
on each alternative.

Through various career exploration
projects you should conduct an in-
depth study of a particular career
field including specific employers.
You should gather information
through library research, reading,
and interviewing others.

Career Objectives

You may initially investigate one
field in great depth or conduct a su-
perficial overview at first to ascertain
which field you wish to explore in
greater depth.

After you have completed the in-
depth analysis you must correlate,
compare, and relate your self-
assessment with your findings. This
integration of the self-assessment
and the career field is critical to ca-
reer goal setting.

The end product of this analysis is a
career profile which can be trans-
lated into a specific career objective
statement suitable for a resume,
cover letter, or interview discussion.
As the job search focuses in on in-
dustries, employers, and specific
jobs, the career objective statement
becomes more clarified and job-
specific.

HE WORKS VERY WELL
WITH HIS HARNDS




/ CAREER PROFILE

Entry-Level Job Title(s): One-word or two-word descriptors.

Nature of the Work: Duties. . .activities. . .physical requirements. . .tools used. . .psychological
demands. . .typical work period (hour/day/week/month). . .structure and pattern of tasks. . .
scope of responsibility and authority.

Working Conditions: Physical layout of environment. . .length of work periods. . .pressure
level

indoors/outdoors. . .nature of supervision. . .number of colleagues. . .team/individual work. .

geographic location. . .climate.

Qualifications: Education. . .experience. . .skills. . .values/interests/personality.

» Education: Level of general education. . .degrees. . .major subject areas. . .special
education and seminars. . .technical training. . .honors. . .grade standards. . .on-the-job
training. . .dates of education. . .special licensing requirements.

» Experience: Months of full-time work. . .nature of full-time work. . .internship training. . .
related part-time work. . .apprentice experience. . .degree of relatedness of work.

» Skills: Equipment operation. . .selling abilities. . .interpersonal skills. . .physical skills
... speaking. . .writing. . .numbers. . .accounting programming. . .research. . .dexterity
... mechanics. . .scientific. . .organizing. . .planning. . .motivating. . .supervision. . .goal
setting. . .decision making.

Valuesl/Iinterests/Personality: Personality traits most frequently required. . .attitudes. . .
variables found in people in the career. . .likes and dislikes.

Advancement: Initial assignment. . .mid-career job titles. . .high-level assignments. . .time
between promotions. . .promotion criteria. . .examinations or licensing requirements for
advancement. . .common indirect promotion ladders. . .horizontal mobility. . .related career
fields. . .probable additional education required for mobility. . .geographical limitations

on advancement mobility.

Career Demographics: Age of career incumbents. . .number in the field. . .geographic
distribution. . .number in work units. . .net annual additions/deletions to the field.

Earnings: Startingrates. . .average annualincreases. . .local compensation market. . .average
promotion salary increases. . .overtime. . .bonuses. . .allowances. . .expenses. . .monetary
benefits. . .life insurance. . .medical insurance. . .vacation. . .sick leave. . .retirement plan.

Non-Economic Benefits: Psychologicalincome. . .job satisfaction. . .lifestyle. . .social mobility
. . .advanced training. . .ease of mobility.

Disadvantages: Seasonal.. .irregular hours. . .frequent overtime. . .nightwork. . .hazards. . .
location. . .environmental factors. . .pay. . .growth. . .limited advancement. . .overcrowded field.

Outlook: Present and future demand. . .need for career. . .stability during recessions. . .
automation impact. . .geographic mobility. . .career mobility.
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Which career options
should you be exploring?

As this required crystallization oc-
curs in your job search, your long-
term goals must be kept intact so
they can bloom again from the spe-
cific seed you are planting.

Integration

The integration of self and career de-
mands specification of a related job at
a level appropriate for your back-
ground. As you progress in the job, you
should be able to proceed on the path
that leads to your long-term career
goal and, thus, life satisfaction.

This does not imply that the job you
accept initially must be the perfect
match. You probably made certain
compromises along the decision
path. The job should provide some
level of impetus that gets you started
on a track that leads to where you
eventually want to be.

Exploration Purposes

The purpose of completing an ex-
ploration project is to develop a very
high level of career awareness about
a given position, career field, indus-
try, or even a specific employer. This
career awareness is the only valid
way to relate your self-awareness to
your potential happiness in a chosen
job and career field.

A second major purpose of this ex-
ploration is that you will learn how to
approach the exploration process.
The projects provide a practical
working definition of career explora-
tion.

You will learn a methodology of in-
vestigation about a single career field
that will speed up projects in the fu-
ture as you investigate additional ca-
reer alternatives for yourself.

Before you select a single project to
investigate, read through several of
the projects in order to get an idea of
what type of information you need to
collect. Although it is not necessary
to complete more than one project, it
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is important that you gain an
understanding of how to approach
the career exploration process.

It is recommended that you com-
pletely write out at least one projectin
order to obtain a feel for the commit-
ment that a good investigation re-
quires. This is serious business, and
expending superficial efforts may be
more damaging than not starting the
project at all.

After reading the proposed project
descriptions, you may discover that
none of the projects fit your specific
needs. Your area of career interest
may not even be listed, so you may
have to create your own project.

The purpose of your career
exploration is to help you
write a definitive career
objective statement for
your resume.

These particular projects were se-
lected merely to give you a feel for the
depth of analysis and content which
is needed in the career exploration.

The topic choices are almost limit-
less. Each suggested project is in-
tended to take several hours of
library researching and interviewing
for information. To be effective, you
must generate new information and
then organize it in a manner that will
be useful later as you approach the
job search process.

The rest of this section describes
several extensive career action proj-
ects. Read through each of them bef-
ore you decide which one, if any, you
wish to complete.

Exploration Projects

Career Profile

The purpose of this projectis to pre-
pare an in-depth analysis of the oc-
cupation for which you feel you are
best qualified. It assures that you
have identified one career field that
initially appears to best match your
values, interest, personal qualities,
and skills.

Read at least two books and two ar-
ticles which describe the occupation.
Identify the level of responsibility at
which you would be most likely to
seek employment.
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Interview at least two people in the
occupation at the level of responsibil-
ity you feel your background matches
best. Based upon the information you
gained through your reading and
your general knowledge, formulate a
series of at least twenty questions to
ask your interviewees. Record their
responses.

Contrast and compare the informa-
tion obtained via the publications with
that obtained from your interviews.
Why do they differ?

Career Action Project. Based
upon the information obtained from
all activities, prepare a career profile.
Follow the format and content sug-
gestedin Figure 9.1. Your career pro-
file should be three to five single-
spaced, typewritten pages when
complete.

Compare your career
profile to your resume.

Using your career profile, relate the
information to your credentials, quali-
fications, and background, category
by category.

Develop a convincing presentation
on how your credentials and interests
relate to the career profile. If and
where different, describe what future
education or work experience will
bring the two into closer harmony.
This presentation needs to be about
two single-spaced, typewritten
pages to complement the “Career
Profile.”
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Management Training

Many career-undecided people
who have done only minimal
amounts of career exploration often
say they are seeking management
training programs. Indeed, most
jobs, regardless of their functional
field, do eventually lead into manage-
ment.

This project is designed for the un-
decided person who is ready to ex-
plore the various assignments that
lead into management.

Define management. Is it a noun or
verb? Is management an art or a sci-
ence? Scan an introduction to a man-

agement principles textbook to get a
handle on these points. Show how
the formal definition differs from your
working definition of management.
What is the functional difference be-
tween the following job titles: “gen-
eral manager,” “department
manager,” and “executive vice presi-
dent”?

Pick an organization in business, a
unit of government, or a quasi-public
institution such as a hospital or uni-
versity. Using the organization chart
of the institution, describe all of the
basic management functions that
must be accomplished on a regular

HONEST, OFFICER, T WAS JVUST MAKING A THOROUGH
EXPLORATION oF THE CAREER OPPORTUNITIES IN THE
CAR RACING BYUSINESS,
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basis. List some of the position titles
normally associated with the depart-
ment or basic management function.

Which of these positions are nor-
mally regarded as entry positions
and which require experience? Or-
ganization charts are usually avail-
able in annual reports and
sometimes in recruiting brochures. If
you are unable to locate them in
these sources, you will need to ap-
proach a specific employer for the
chart.

Obtain an employment brochure or
interview executives of two organiza-
tions in which you have an interest.
Describe in as much detail as possi-
ble the format of their management
career path programs.

Identify the qualifications needed to
start in their programs. How long
does it take to move into a manage-
ment position? When you leave the
initial assignment, do you immediate-
ly become a manager? When do you
know you are in management and
not just in one of the assignments
leading to a management position?

The Occupational Outlook for Col-
lege Graduates lists many occupa-
tions requiring college degrees.
Select any three occupations for
which you are qualified and give a
brief summary of the qualifications
required for entering the field.

Assume that you are going to inter-
view for one of these jobs. Using the
phone book's yellow pages, the Col-
lege Placement Annual (Choices),
and other sources, make a list of ten
potential employers. First, assume
that you are the recruiter for the posi-
tion and that you must interview
twenty applicants for it. As recruiter,
make a list of the ten most important
things you will be looking for during
each interview.

Second, evaluate yourself using the
ten most important items. Give both
positives and negatives. This should
be similar to your actual interview
presentation. Last, return to the role
of recruiter and write up an “Interview
Report.” Play the recruiter's role and
write a formal memo recommending
yourself for further interviews to your
hypothetical boss, and support it with
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documentation from the “Interview
Report.” Chapter 18 includes several
examples of reports which many em-
ployers use.

Management Action Project.
Type a two or three page
management-level job description
for the position that you will be seek-
ing in one of the organizations that
you identified. Use the “Career Pro-
file” as your guide.

Using two of the evaluation forms
used by recruiters (copied from this
book), evaluate yourself for the posi-
tion. Be as verbose in your evaluation
as possible, drawing upon the results
of your hypothetical interview and
your resume. Use two different
evaluation forms to give yourself two
different evaluation perspectives.

When you finish, write one typewrit-
ten page summarizing your qualifica-
tions for the management position.

Sales Management

Each year, over 100,000 openings
are available in professional sales.
The high salaries, travel, expense
accounts, automobiles, and job
autonomy offered by many of these
positions are attractive benefits. The
purpose of this project is to provide
an understanding of what the field of
professional sales is all about.

There are at least four sales occu-
pations described in the Occupa-
tional Outlook for College Graduates.
Read and summarize these descrip-
tions. Select two firms that employ
sales representatives and read and
summarize their recruiting brochures
or formally interview two different
sales managers. Contrast what the
government publication says about
the jobs with what the employers say.

In some people's minds, the profes-
sional sales occupation has low job
status and prestige but high pay and
leads to a good life. Is this characteri-
zation correct? Why do you think it is
so widespread?

There is the attitude that a profes-
sional sales career is a waste of a col-
lege degree, yet employers insist that
all their new front-line representa-
tives have degrees. Why are employ-
ers so “gung-ho” on the degree when

many of their good, older salespeo-
ple have only high school diplomas?
If you were a company executive,
how would you respond to these is-
sues? Would you require the college
degree? Why?

Sales Action Project. Assume that
you are the personnel manager for a
large organization that anticipates
sales doubling in three years. Man-
agement asks personnel to recruit
fifty new people. The personnel man-
ager needs to know what to look for
when interviewing the applicants. As
personnel manager, you must write a
brief job description and a set of
specifications for the job. You will
send out recruiters who must know
what to look for and what to ask. De-
velop a packet of information and in-
structions to give to your recruiters. It
should contain job descriptions, job
specifications, and an evaluation
form on which to evaluate each can-
didate interviewed.

Now assume that you are one of the
interviewees. Evaluate yourself
based upon the job specifications.
Be fair and give ratings for both your
strengths and your weaknesses.
Write the recommendation that you
think the recruiter would give using
two of the evaluation forms given in
Chapter 18.

Upon completion of this project, you
should have written several single-
spaced typewritten pages. These in-
clude a two- or three-page “Career
Profile,” a one-page interview pres-
entation that matches your creden-
tials with the career profile, and two
different “Recruiter Evaluation”
forms, filled out recommending you
with concrete reasons for the sales
assignment.

Marketing Management

Many people without technical
skills narrow their job interests to ei-
ther a job that deals with people or a
job that deals with things and is ana-
lytical in nature. This project is de-
signed for those individuals with an
interest in dealing with people.

The purpose is to expose you, in
some detail, to one of the basic func-
tions of management—marketing.



Select any basic marketing text-
book and summarize the major func-
tions in marketing. What is marketing
management? Does the textbook
give an idea of how long it takes the
beginning sales representative to
work up into a management assign-
ment? How does one know when he
or she has “arrived” in management?

Using the marketing textbook as a
reference, show the inter-
relationships among advertising,
marketing research, and sales. How
much experience in each of these
functions must a person have before
he or she can be considered for a
management position?

Sales appears to be the most es-
sential function in marketing since
many firms have only that one func-
tion listed on their organization
charts. Explain how this can occur
when college textbooks place so
much emphasis on the other func-
tions. Why do college professors
write so much about non-sales func-
tions in marketing and so little on pre-
paring people to sell a product or
service?

Scan through a sales manage-
ment textbook and notice the re-
sponsibilities of the sales
executive. Based upon this quick
review, list the characteristics a
sales executive should possess,
from analytical skills to people
skills. Can the characteristics
needed for the job be learned, or
must people naturally have that
happy, backslapping, jovial person-
ality in order to be a success?

Select a relatively large organiza-
tion for which you would consider
working and read its annual report,
a stock report evaluation, and an
employment brochure and then in-
terview one of its sales managers.

Briefly identify all of the principal
products or services and explain
the marketing training program.
Which marketing activities seem to
be stressed in the brochure? Con-
trast the marketing program of this
organization with that of a smaller
manufacturer. Explain how the
small firms continue to be so profit-
able with only a few people em-

ployed in the whole marketing or-
ganization. For which firm would
you prefer to work? Why?

Analyze what organizations seek in
hiring people for assignments in mar-
keting. Discuss the program of rota-
tion among the various marketing
departments in the organization you
just reviewed. Show where your
background characteristics are weak
and strong in relationship to what em-
ployers are seeking in people they
feel have marketing management
potential. This should be a presenta-
tion similar to what you might give in
an interview situation.

Marketing Action Project. Many
questions were posed in this project.
You need to develop a minimum of
three to five typewritten pages in a re-
port that addresses these concerns.
As you write responses to several of
these questions, insert information
about yourself that illustrates how
your background fits into the field of
marketing.

Another approach is to be very
organizational-specific by writing a
“Career Profile” that fits the specific
organization'’s job description. Under
each section of the “Career Profile,”
discuss your qualifications and inter-
ests by describing how the two fit to-
gether. At the end of each section of
the “Career Profile,” insert a new sec-
tion titled “Presentations.” That se-
ries of paragraphs will illustrate the
match. This should also be a mini-
mum of three to five typewritten
pages.

Retailing

Thousands of people without tech-
nical training begin their careers
every year with the long-term goal of
someday owning their own busi-
nesses. Many will achieve their goals
eventually by starting retail busi-
nesses.

The training offered in a retail store
training program can be an ideal be-
ginning toward meeting that long-
term ambition. The purpose of this
project is to introduce and expose
you to one of the largest industries in
the world.

Your library contains books, career
literature and course textbooks on
retailing and merchandising. Give a
definition of retailing and discuss the
types of retail business based upon
your library research. Summarize
and briefly discuss the various func-
tions in running a retail business. Try
to develop a strong understanding of
the basic functions including service,
buying, selling, supervision, etc. Pre-
pare yourself to demonstrate a high
level of retail awareness in the inter-
view situation by describing what you
know about the business.

Relate each of the basic retail ac-
tivities to your personal background,
training, and experience. Explain
why you might be suited for a career
in retailing. Show your entrepreneu-
rial spirit by citing examples of it in
your own life.

Select two national chain stores
and two urban department stores.
Obtain literature on their training pro-
grams or interview two managers.
Analyze the financial position of each
organization and describe the opera-
tions. Describe the training programs
offered for new hires at the manage-
ment level. Prepare a well-
documented presentation of the
training programs and where they
lead.

What are the personal require-
ments for a retailing career? Discuss
college degree and major, work ex-
perience, activities, grades, person-
ality, etc. Using the College
Placement Council Salary Survey
(available in your college placement
office and most libraries), determine
the starting salaries in retailing and,
with information from other sources,
attempt to show salary progress.

In the Business Periodical Index
you can find a list of trade journals in
various fields of retailing. These jour-
nals often contain classified ads for
high-level job openings that give job
titles and information about required
experience and salary levels.

Read an article in a retail trade jour-
nal about a company in which you
have a special interest. Summarize
the article. Contrast what the article
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says about the company with what
the employment brochure says.

Describe the store management
function and the buying functionin re-
tailing. Which is more important?
Why? Which function best suits your
background? Why?

Retailing Action Project. Prepare
a presentation that integrates your
background with the field of retailing.
Make a convincing case for why the
employers you select should hire
you.

Pose several specific questions that
an employer may ask and provide
convincing responses. Write down
your limitations which the employer
might focus upon and describe how
you propose to counter each of them
with your strong points.

Your project should be atleast three
to five single-spaced, typewritten
pages to be effective. You might wish
to incorporate the “Career Profile”
into the analysis as a part of the
project.

The information you collected for
your research on the project should
be used as supporting data which
you might want to save in a file folder.

Banking

Banking is an industry that has at-
tracted a large number of people
from diverse academic backgrounds.
It is a field that many career-
undecided people should at least ex-
plore.

Refer to textbooks on “Money and
Banking” and “Commercial Bank-
ing.” Identify and briefly explain the
activities and functions performed
in commercial banking. Contrast
commercial banks with other types of
financial institutions, such as savings
and loans, credit unions, and Federal
Reserve Banks.

Using employment brochures or an-
nual reports from three large banks,
identify the internal organizational
structures. What are the various de-
partments? Are their training pro-
grams designed for training in all
departments, or are they more ori-
ented to single departments? De-
scribe the management training
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programs of three major banks
based on interviews with employees.

The big banks are often viewed as
salary leaders for college graduates.
What was the average offer to col-
lege graduates last year? What was
the average offer to college gradu-
ates according to the College Place-
ment Council Salary Survey last
year, and where does banking rank
among the industries in terms of sal-
ary? How do banks compare in fringe
benefits? Why do small town banks
have such a different image?

Select a major city in the United
States and identify the three largest
banks in that city. How can the sizes
of banks be measured? What are
some of the advantages and disad-
vantages of working for a large
money-center bank as opposed to a
medium-sized or small bank? De-
scribe the operations and organiza-
tions of the three large banks.

Banking Action Project. |dentify at
least one position in a bank for which
you want to be considered. Describe
the duties and activities in this posi-
tion (after a training program if you
are inexperienced). What are the job
qualifications (grades, degree level,
major, personality, experience,
etc.)?

Your banking job description should
be at least two single-spaced, type-
written pages long. The “Career Pro-
file” might be used as a guide in
preparing this job description. You
should try to answer many of the
questions posed above for banking.

Your interview presentation must
respond to answers that you feel an
interviewer is likely to ask. Anticipate
these questions. Use the research
that you collected to provide answers
to these questions.

Simultaneously, you must integrate
elements of your background into
these hypothetical questions. This
will let the interviewer know that you
have prepared for your interview by
researching the firm and prepared a
presentation that intelligently relates
your background to organizational
needs.

Develop a single-spaced, two or
three page typed report that explains

and supports your interests in bank-
ing. These will be the same answers
that you will give to questions in the
interview. It reveals your knowledge
about banking and gives your strong
points for being the person that the
interviewer should hire.

General Accounting

Several 