Course:
01.051

Cooperative Agribusiness Sales and Marketing

Unit 5:

Principles of Securing, Holding and Advancing in a Job  
Lesson 3:
Job Advancement Skills

QCC:
65, 71, 74, 75, 78 
Objectives: 

1.
Survey factors involved in a job promotion.

2.
Utilize job evaluations for improvement.

3.
Secure training necessary for a job promotion.
Teaching Time:

2 hours
References:

Kimbrell and Vineyard. Succeeding in the World of Work. Student Activity Workbook. Glencoe Publishers. McMillan/McGraw Hill. New York, NY.
Materials and Equipment:

Teaching Procedure

Introduction and Mental Set

The following is an activity to make the student think about situations that could affect promotions and progress toward their career goal.

Students, read the situations and answer the questions that follow.

Discussion


1.
Situation 1:

Two students work at the local plant store as helpers. Joe and Bill are their names. Joe has worked in the store for one year and Bill has been working for about six months. When Bill began working, Joe was asked to help train him. Joe knows that the store needs someone to supervise the loading and unloading of customers vehicles and plant delivery trucks coming into the store. Joe also knows that Bill has his eye on the job and feels he is better qualified for the job. 

· What would you do if you were Joe? Why?

· What would do if you were Bill? Why? 

2.
Situation 2:
Sam is a young worker at the local grocery store. He is on time and works hard at his job. However; Sam is unhappy because he hasn=t had the chance to work in the meat department, where he hopes to make his career someday. Most of  Sam=s assignments have included the usual, sweeping, bagging groceries, and stocking the canned vegetables. Today, one of the helpers is out in the meat department and Sam=s boss is trying to think of a way to temporarily fill the position until the worker comes back.

· Should Sam volunteer for the job? What would you do if you were Sam? Why?

· What would you do if the boss said no?

3.
Situation 3:

Tony began working at a large chain store about six months ago. He is a clerk in the men=s clothing department and hopes to someday work his way up to department manager.  Today his boss had an area meeting and informed the salesclerks that the store=s business had slowed down and he needed to layoff one of the salesclerks. Since Tony was the last one hired, he is the one to be laid off.

· How would you feel if you were Tony? Why?

· Would you give up on your career goal if you were Tony? Can you think of any way Tony might reach his goal despite this setback?

4.
Situation 4:
Tabby began work at a local bank recently. At first she thought the job was easy and simple, but  recently she has been making too many mistakes with the customers deposits and bookkeeping. Her boss calls her in for an evaluation and tells her she has 30 days to learn the job or she will be terminated. Tabby knows that she will never catch on to the job .

· If you were Tabby, what would you do?  Why?

5.
Discuss the importance of appearance on the job, both on job performance and on promotion. 
A worker should dress the part and should expect to follow the rules for dress that their boss sets up.
6.
Understand that attitude affects the boss and his/her wiliness to promote a worker. 

A worker should have a positive attitude toward their job, boss, and others on the job.
7.
The worker should discuss the promotion process with their boss and become familiar with the company=s policy on promoting. 

A.
Ask about evaluations and their input into promotions.  
B.
Are evaluations done on a scale that is measurable or is the evaluation done on the bosses reaction to the performance of the worker. 

C.
The boss should understand your career goals and could help the worker to plan a path to achieving those goals, including providing training necessary for advancement.
8.
Understand that further training may be necessary to achieve your goals. 

A.
Check into tech schools for classes on computers, welding, machine shop, etc. 

B.
Some jobs like to train the worker to do jobs their way. 

C.
Ask to see if jobs require a college education and remember that not all education is school, sometimes you can learn as much from your fellow workers as you can from classes.
9.
Discuss the role of an employee=s ambition in job advancement.

Employee should show he/she appreciates the job and is willing and eager to do more than the minimum required for the job.

Summary 

Employees are responsible for their job advancement and need to communicate with their employees their goals, dreams, and aspirations.

The way an employee reacts to current job duties may affect their ability to Aclimb@ within a business.

Evaluation
Written exam


