Course:
01.051

Cooperative Agribusiness Sales and Marketing

Unit 5:

Principles of Securing, Holding and Advancing in a Job  
 

Lesson 2:

Job Holding Skills

QCC:
65, 67, 71, 74, 75
Objectives: 

1.
Demonstrate work habits necessary for holding a job.

2.
Dramatize personality traits important for holding a job.
3. Analyze employee-employer relations necessary for holding a job.

Teaching Time:

4 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:

Self assessment instrument (attached)
Teaching Procedure

Introduction and Mental Set 
Job holding skills are as important as job seeking skills.  You must be able to get along with your employer and other workers.  It is important to put forth the effort for your employer to gain confidence in you.
Discussion

1.
Discuss the following work habits with students: 

A.
Timeliness
· Being on time for work.  If the employer expects you to be at work at 4:00, when should you get there?

· If you are going to be late for any reason, should you notify your employer?

B.
Honesty

· Is it important on the job?  If I work in a grocery store and I want something to eat or drink, it is okay to get it, eat it, and pay for it later or should I pay and get a receipt in case I am questioned later?

· Should I be honest if other employees are taking items?

C.
Dependability

· Can I be trusted to do as directed and will I do what I say I will do?

During the discussion, try to lead the students to see both sides of the story.  They should understand the employers side and their own side.

2.
The student should understand the following:
A.
Once you are hired and employed, it is necessary to have a definite understanding as to the nature of the job and what is expected of you.

B.
You should thoroughly understand what the hours of each work day are, who your supervisor is, what the chain of command is, what the procedure is for handling grievances and misunderstandings, the salary schedule, and what the training program will involve should he/she work out on the job.

C.
Items that need to be specifically spelled out are the job description and expectation=s of one=s boss.

D.
The student needs to be aware that the employer should be aware of your expectations of the future to avoid any misunderstandings in the future.

E.
The employee should understand the method of payment, how often they are to be paid, deductions from their paycheck, and the importance of representing the company with the public/customers.

3.
Complete Handout 5.2.1. ASelf Assessment@
4.
Review, discuss, and role play scenarios on attachment 5.2.2.
Summary
An employee=s success on the job is dependent upon their ability to use good work habits.
Evaluation

Written essay on employee-employer relationship.
5.2.1

Self Assessment
The purpose of this activity is to determine your attitude toward other people and situations to see if you need to improve your attitude.  The main reason young people lose their jobs is because they don=t get along well with others, or they have a negative attitude.  Rate the following questions on a scale of 1-5 with 1=no; 2=mostly no, 3=undecided, 4=mostly yes, and 5=definitely yes.

_____ 1
Are you at ease with the opposite sex?

_____ 2 
Do you try to be helpful to others?

_____ 3 
Do you make friends easily?

_____ 4 
Do you try hard not to be a complainer?

_____ 5 
Are you careful never to interrupt when others are speaking?

_____ 6 
Do you get along well with your parents?

_____ 7 
Do you easily admit your mistakes?

_____ 8 
Can you be a leader without being bossy?

_____ 9 
When others around you are depressed, can you remain optimistic?

_____ 10 
Do you try not to boast or brag?

_____ 11 
Temper, do you control it?

_____ 12 
Is it easy for you to like nearly everyone?

_____ 13 
Can you stick with a boredom or tiresome task with being constantly urged along?

_____ 14
Do you realize your weaknesses and attempt to correct them?

_____ 15 
Are you genuinely interested in the other person=s point of view?

_____ 16 
Do you speak well of your boss?

5.2.1
_____ 17
 Do you keep the same friend for years?

_____ 18 
Do you keep promises?

_____ 19 
Do you refrain from cursing?

_____ 20 
Can you take being teased by others?

_____ 21 
Do you avoid feeling sorry for yourself?

_____ 22 
Are you courteous to your fellow workers?

_____ 23 
Are you a good listener?

_____ 24 
Do you like to attend social gatherings and activities?

_____ 25 
Are you the kind of friend you expect others to be?

_____ 26 
Are you well-groomed and neatly dressed usually?

_____ 27 
Do you take losing well?

_____ 28 
Can you take a joke?

_____ 29 
Do you accept gifts and compliments graciously?

_____ 30 
Can you disagree without getting mad or upset?

_____ 31 
Do you like to invite others to go places with you?

_____ 32 
Do you like people younger than yourself?

_____ 33 
Is your room clean and in order?

_____ 34 
Are you aware of the rules of good manners?

_____ 35 
Can you speak before a group without feeling self-conscious?

_____ 36 
Are you on time to meet others?

_____ 37 
Do you drive carefully?

5.2.1
_____ 38 
Are you tolerant of what other people believe in?

_____ 39 
Do you respect the opinions of your parents?

_____ 40 
Can you make introductions easily and correctly?

_____ 41 
Do you generally speak well of other people when they are not around?

_____ 42 
Do you smile easily?

_____ 43 
Can you take criticism without being hurt or resentful?

_____ 44 
Do you avoid pouting when you don=t get your way?

_____ 45 
Are you free from prejudices?

_____ 46 
Are you careful to pay money no matter how small?

_____ 47 
Do you show enthusiasm for the interest of others?

_____ 48 
Do you usually sound cheerful?

_____ 49 
When you feel displeased about something are you still pleasant to others?

_____ 50 
Can you work with someone you don=t like?

_____ 51 
Do you like people several years older than you?

_____ 52 
Do you talk with family members when in the same room with them?

_____ 53 
Do you try to get along with your family as hard as you try to get along with your friends?

_____ 54 
Do you feel well most of the time?

_____ 55 
Do you organize your work and keep up with it?

5.2.1

Rating yourself on Attitude
250-275 

Great attitude

200-249 

Good attitude

150-199 

Attitude could be improved

Below 150

Consider a careful study of your attitude toward others, looking at yourself as others look at you!  Try working toward improving your attitude.
5.2.2

Scenarios

Discuss with students how a poor attitude can affect your relations with your employer and your co-workers.
Make up a story that has examples of ways a person with a poor attitude would react to the following situations:

· Arriving late to work without calling in

· Dress of a co-worker that you do not agree with

· Being asked to do a job that is not usually their responsibility

Discuss with the students the following problems they may encounter on the job.

· Customer complaints.  How to handle and avoid complaints.

· Taking money out of the cash register if you are short of money

· Another employee gets a pay raise even though you work harder, you are on time, and the other person has poor work habits.  What are your options?

· You insist on doing the job your way regardless of what the boss says and you think you are always right.  What causes this attitude?

· You work extra hard and the boss gives you the afternoon off, however the next day you lay out of work out because it=s a pretty day and the boss fires you for not showing up.

· You hate everything about your job.  Is this justified, or an attitude problem?

· You make a mistake and the boss corrects you.  How do you react?

· You and your boss are constantly at each others throat about everything.

· The boss tells you to use a machine that you are not familiar with.  You must inform your boss.

· You get paid but didn=t get all that you thought you deserved.  Discuss it with the employer in a tactful manner.

Students should work out a solution to the following situations:
· Conflict with a boss/co-worker.

· Changing jobs, should I work a notice?

· I don=t understand my job?
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