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This investigation was concerned with assessing the know-

ledge acquired in an employability skills training program.

The method for determination of the knowledge was presented

as subjects' responses to the Employability Inventory (EI).

As an antecedent to this, the EI was subjected to validation

procedures. The methods used to validate the EI were the

point-biserial correlation coefficient and rating devices.

The study was threefold in its purpose. The first was

to determine whether significant informational changes took

place on the part of participants in the training program.

The second was to provide evaluative information for use in

constructive revision of the present employability skills pro-

gram. The final purpose was to develop a scoring system for

the EI.

Eighty-four vocational education students from a public

high school of 1,985 students participated in the study. All

subjects took the EI. Two groups of classes were organized

so that each group was comprised of approximately equal num-

bers of males and females. Age, geographic location, and edu-

cational program of the subjects were controlled by using one

group of students at one school.



The research design utilized was the Non-equivalent

Control Group Design. The treatment program consisted of

four two-hour presentations of material presented by the

placement director at the participating school once weekly

over a four-week period. Form A of the EI was administered

to the experimental group on the first treatment day, while

form B of the EI was administered to them on the last treat-

ment day. The control group was administered the EI, form A,

the week following the experimental group's initial treatment

presentation. Four weeks following administration of the pre-

test, the control group was administered the EI, form B. In

addition, a scoring system was developed for the EI. The EI

was also evaluated for face and content validity by directors

of other employability skills programs and by an item analysis

using a point-biserial correlation.

Hypothesis 1, which stated that, at the conclusion of the

training program, the experimental group would score a signifi-

cantly higher mean inventory score than the control group

(F = 4.695, P m. 0.033), was retained. Hypothesis 2, which

stated that, at the conclusion of the training program, males

in the experimental group would score a significantly higher

mean inventory score than males in the control group

(F = 6.652, P 2: 0.0135), was retained. Hypothesis 3, which

stated that, at the conclusion of the training program, females

in the experimental group would have a significantly higher

mean inventory score than females in the control group



(F = 2.680, P =O 0.1099), was rejected. Hypothesis 4, which

stated that, at the conclusion of the training program, males

in the experimental group would not have a significantly

higher mean inventory score than females in the experimental

group (F = 1.348, P 2 0.2526), was retained. Hypothesis 5,

which stated that, at the conclusion of the training program,

there would not be a significant difference between male and

female control group post-test scores (F = 4.598, P = 0.0380),

was rejected. Hypothesis 6, which stated that the responding

directors of other employability skills programs would rate

the El as having face and content validity, was retained. The

oint :-biserial correlation analysis indicated that the EI can

differentiate between low-scorers and high-scorers.

rThe data indicate that subjects who participated in the

s tucy increased their knowledge of employability skills. The

evidence supports the use of the EI in measuring subjects'

Kn o wLedge of employability skills and demonstrates that the

EI construct, face, and content validity.
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CHAPTER I

INTRODUCTION

Since the onset of the Industrial Revolution, Western

middle-class values have increasingly emphasized economic

production, which often dehumanizes the worker by accentu-

ating only his or her utility in performing specific produc-

tion tasks. In effect, workers came to be viewed by managers

as mere tools in the production of goods. In Isaacson's view,

however, as workers' values come to reflect increasing disen-

chantment with work, and as emerging social values increasingly

emphasize the importance of the individual as a unique person,

the value of work as a potential source of human satisfaction

appears to be regaining recognition and undergoing new consider-

ations by management and labor, rather than as a mere function

performed (20).

Hoyt (18) states that American education has not kept

pace with changes in the post-industrial technological society.

He further states that the boredom of the over-educated worker

and the frustration of the under-educated worker have contrib-

uted to the growing presence of worker alienation in the total

technological society. Hoyt states that "Too many persons

leave our educational system at both the secondary and collegi-

ate levels unequipped with the vocationsl skills, the self-

understanding and career decision-making skills, or the desire

1
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to work that are essential for making a successful transition

from school to work" (18, p. 2). From these points of view,

one might infer that, during the eighties and nineties,

greater attention will be given to helping people gain employ-

ment in which not only their basic needs, but their social

needs, are partially met on the job.

Several contemporary educators, such as Friedenberg (12),

Henry (17), and Dreeben (10), argue that the purpose of school

is to teach children how to learn rather than to prepare peo-

ple to enter the work force. Recently, however, and occasion-

ally in the past, formal education has been one of the means

by which society has prepared people to enter the realm of

work. Indeed, the attention to and funding of career education

and vocational-technical education programs are manifestations

of a public insistence that the goals of education include the

teaching of a marketable skill.

Seen in this light, it is logical to expect school to

provide assistance in helping students to develop needed skills

for a smooth transition from education to the world of work.

In actuality, however, this transition appears to be most dif-

ficult. In 1975, the National Advisory Council on Vocational

Education (NACVE) stated that the United States has the high-

est youth unemployment rate of any nation in the world. The

Council's report also stated that this rate triples in the

sixteen-to-twenty-four age group and then doubles again for

minority youth groups.
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Moreover, unemployment projections remain dismal for

these groups in the near and distant future. According to

the 1978 Occupational Outlook Handbook (OOH), it is antici-

pated that, in 1985, approximately 104.3 million people will

be in the civilian labor force. This represents a 19 percent

increase over the 1976 level of 87.5 million people. Based

on analysis of future demand, projections are that students

will graduate from universities in increasing numbers. More-

over, people who currently hold college degrees and who are

not presently working are expected to reenter the labor force.

These factors are expected to result in a spillover of people

into other jobs, increasing the number of people who are un-

employed and underemployed (8).

A study by the Department of Health, Education, and Welfare

(7) reported that, in 1977, the unemployment rate was 6.9 per-

cent nationally, but 18.1 percent for 16- to 19-year-olds.

Stated another way, youth between the ages of 16 and 25 ac-

counted for half of all unemployed persons. The study further

reported that youth unemployment is likely to persist through

the 1980's and beyond.

In June, 1979, the national unemployment rate for indivi-

duals 20 years of age and older was 3.9 percent for males and

and 5.8 percent for females (23). Based on the preceding de-

scriptions and projections, it appears that gaining employment,

especially significant employment which has intrinsic and social

value as a consequence of its performance, will become increas-

ingly difficult. To the extent that educators desire to assist
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students in acquiring skills for significant employment, it

appears that increasing attention should be given to the re-

lationship and transition between education and employment.

In this regard, the central area of concern in this study is

employability skills, those skills which employers identified

as important in job acquisition, retention, and advancement.

General consensus in the relevant literature holds that

job entry, retention, and advancement are influenced by the

social skills of the job-seeker or worker. Books such as

Bolles' What Color is Your Parachute? (2), Irish's Go Hire

Yourself an Employer (19), and Townsend's Up the Organization

(24) are permeated with discussion about the importance of

interpersonal skills or behaviors in job acquisition, retention

and advancement. These authors and those listed in the bibli-

ography state that personal skills are far more important than

technical skills in helping people get and keep jobs.

Hartz (16) points out an apparent paradox when he notes

that this vital area of employability skills has been virtu-

ally ignored or neglected in practice by vocational educators

and vocational counselors. While vocational education teaches

job performance skills, the literature reveals that vocational

educators and vocational education institutions have paid little

attention to interpersonal skills needed to get and to keep

jobs. As competition for jobs increases, it logically follows

that these employability skills become increasingly important

for prospective job-seekers if they are to succeed in obtaining

and retaining meaningful work.
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Hartz (15) conducted pioneer research in an attempt to

discover those employability skills thought to be most impor-

tant in the eyes of employers. He found that employers per-

ceived social and other skills to be important for prospective

employees to possess. Specific characteristics identified in-

cluded "interpersonal skills, ambition, competence, willingness

to learn, a pleasant, clean and healthy appearance, communica-

tion skills, eagerness for the job, and preparation for the

hiring process" (15). In 1975, the Advisory Council for Tech-

nical Vocational Education in Texas surveyed employers in Texas

and found that they identified the same characteristics as be-

ing important for high school students (1).

Given this educational void and this identified need, who

is fit to address it? Because social scientists deal with peo-

ple and their concerns on a day-to-day basis, and because work

constitutes so vast a part of the woof and warp of the fabric

of the human condition, social scientists are in a key position

to identify what these employability skills are and to prepare

future workers to increase their possibility of gaining satis-

fying employment.

Statement of the Problem

The problem of this study was to develop and analyze a

scoring system for the Employability Inventory (EI), to evalu-

ate the EI, and to determine the knowledge acquired by students

in an employability skills training program.
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Purposes of the Study

One purpose of this study was to determine whether sig-

nificant informational changes took place on the part of the

participants in the training program. The second purpose of

this study was to provide evaluative information for use in

constructive revision of the present pilot employability skills

program. The third purpose of the study was to develop a scor-

ing system for the EI.

Definitions of Terms

The following terms were defined for this study:

Employability skills are those job-getting and job-

retention skills which were independently identified as being

most important by employers in Hartz's (16) study and by the

Advisory Council for Technical-Vocational Education in Texas

(1). These skills include the identification, learning, evalu-

ation, and constructive use of information related to sources

of job leads, employers' stated reasons for rejecting job ap-

plicants, employers' stated reasons for hiring one applicant

over another, and employers' stated reasons for terminating

employees.

Vocational education, in a global sense, consists of all

those activities and experiences through which one learns about

and prepares for work (20). At the participating high school,

vocational education includes programs in agriculture, horti-

culture, health occupations, home economics, air conditioning

and refrigeration, auto body, cosmetology, auto mechanics,

commercial art, and metal trades.
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A vocational education student is a person enrolled in one

or more of the vocational education program areas listed above.

Hypotheses

In order to carry out the purposes of this study, the fol-

lowing hypotheses were tested:

1. At the conclusion of the training period, the experi-

mental group will score a significantly higher mean inventory

score than the control group.

2. At the conclusion of the training period, males in

the experimental group will score a significantly higher mean

inventory score than will males in the control group.

3. At the conclusion of the training period, females in

the experimental group will score a significantly higher mean

inventory score than will females in the control group.

4. At the conclusion of the training period, males in

the experimental group will not have a significantly higher mean

inventory score than females in the experimental group.

5. At the conclusion of the training period, males in

the control group will not have a significantly higher mean

inventory score than females in the control group.

6. The data received from the directors of the other 19

programs will demonstrate face and content validity of the EI.

Background and Significance of the Study

Review of the ERIC, ARM, and AIM computerized educational

information systems, professional journals, and other pertinent

literature showed the, Texas Advisory Council for Technical-
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Vocational Education study to be pertinent to the area of em-

ployability skills, in addition to those found by Hartz (16).

No studies were found which dealt with high school students'

knowledge of employability skills. In his review of the liter-

ature on employability skills, Hartz identified three areas in

which research related to employability skills has been concen-

trated. Principal among these areas have been studies related

to skills needed in obtaining job leads, skills in applicant

screening procedures, and job interview variables.

Research by Bradshaw (4) indicates that the majority of

job-seekers use few of the options available to them in obtain-

ing job leads. Using data obtained from the Current Population

Survey conducted by personnel of the Bureau of the Census for

the Bureau of Labor Statistics, Bradshaw studied reports on job-

seeking methods used by unemployed workers during 1970-1971.

Bradshaw stated in his results that 70 percent of all unem-

ployed people pursue employment through direct application; 30

percent through public employment agencies; 25 percent through

newspaper advertisements; and 15 percent through friends and

relatives, whereas Sheppard and Belitsky (22) showed that the

most important sources of job leads are (1) friends and rela-

tives, (2) unions, (3) state employment services, and (4) di-

rect application, respectively.

Trotter (25), in a survey of employers of vocational edu-

cation students in the state of Michigan, found that the appli-

cation blank, references, and the interview were most important
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in their screening processes. Keyser (21) surveyed 165 per-

sonnel managers in the Los Angeles, California area. Using an

interview questionnaire, the personnel managers were inter-

viewed by students from two business communication classes at

California State University. Ninety-five percent of the mana-

gers stated that they preferred a one- or two-page resume to a

longer resume. Field and Holley (11) surveyed a random sample

of 475 personnel directors using the Job Resume Questionnaire.

The authors report that the personnel directors consider unre-

lated work experience, work experience record, education record,

references, and military experience as the most important items

to be included on the resume.

Although no research could be found related to standards

for the appraisal of application blanks, Hakel and Schuh (14)

had 5,854 employment interviewers judge 730 short statements

descriptive of job applicants. The authors stated that the item

most often scrutinized on application blanks was the reason for

leaving one's previous employer. The employment interviewers

indicated that the applicant's response to this area of in-

quiry has a major effect on the hiring decision. Responses of

a negative nature, for example, "He didn't like the way I dressed','

were regarded adversely by employers.

Clowers and Fraser (6), in their review of studies in the

fields of education, psychology, and business, reported that

they found 120 journal articles relating to the employment inter-

view. They reported that only twenty-four of those articles

were based on quasi-experimental research. The authors found
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that over 50 percent of the identifiable traits in the twenty-

four articles considered were in the social realm, and these

traits were shown to make a decisive difference in whether or

not an applicant would be hired. While global in scope and

breadth, these traits parallel the more specific social skills

identified in the Hartz (16) and Texas (1) studies.

Situational variables during the interview process have

been researched. Ulrich and Trumbo (26) reviewed research on

aspects of the selection interview since 1949. They found that

the bulk of the evidence favors employers using both the struc-

tured interview and the interview which is limited in purpose,

and that employer use of the interview may be most successful

if it is limited to the assessment of a candidate's personal

relations skills and career motivation. The authors found that

prediction of job performance was best given when tests or cre-

dentials or both were used in addition to an interview.

Carlson, Thayer, Mayfield, and Peterson (5) sequentially

observed and recorded numerous interviews, interviewed the in-

terviewers in depth on their decision-making process, conducted

group decision conferences where the interviewers discussed their

perceptions of their decision process for a given taped inter-

view, and examined the published research on the selection in-

terview. They stated that there were four main classes of in-

fluences which affect or limit the decision of the interviewer:

(1) physical and psychological properties of the interviewer;

(2) physical and psychological properties of the interviewee;

(3) the environment in which the interviewer conducts the
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interview; and (4) the type of judgment the interviewer must

make; that is, whether he or she has to decide who is hired.

Bolster and Spungbah (3) assessed the suitability of ap-

plicants for university contingents of the Canadian Army Officer

Training Corps. Sixteen subjects were randomly assigned to four

groups and each was rated on how he or she reacted to twelve

protocols of interview information. The authors reported that

interviewers were influenced more by an interviewee's negative

statements than by positive statements, and that shifts in rat-

ings in the direction of rejection of the interviewee are more

easily induced than shifts in ratings in the direction of accep-

tance.

Hakel (13) studied the effect of situational variables dur-

ing the interview. He used fifty-four volunteer student nurses

as interviewees, who were rated on six scales (conscientiousness,

observational ability, skill in human relationships, organiza-

tional ability, knowledge and judgement, and expected level of

performance) after being interviewed for a general staff nurse

job by nine nursing administrators and supervisors. He found

that, in the vast majority of interviews, the first impression

is also the final one, and that the final impression usually

depended on how much the interviewee was perceived to be simi-

lar to the interviewer.

Using a questionnaire, Keyser (21) surveyed students from

two business communication classes and interviewed 165 person-

nel managers in the Los Angeles, California area. The author

found that shoulder-length hair on men was deemed most negative
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(51.1%), while a beard or mustache was deemed less negative

(16.3%). In women, a low neckline or miniskirt, or both, was

most negative (39.3%). Drake, Kaplan, and Stone (9), in their

survey of 195 business firms, found that the most important

personal characteristics of job applicants were self-expression,

personality, and possession of personal goals.

Placement is a vital part of a vocational counseling pro-

gram. If students could acquire the employability skills which

have been identified, it logically follows that their prospect

of gaining meaningful employment would increase. Based on the

Texas study and without knowledge of the Hartz study, the

Advisory Council for Technical-Vocational Education in Texas

funded the teaching of employability skills in twenty high

schools in Texas as a pilot study to determine if these skills

could be effectively taught to vocational education students.

This study was significant in that it developed and analyzed

a scoring system for the EI, it evaluated the EI, and it deter-

mined the knowledge acquired by students in an employability

skills training program. This writer's review of pertinent

literature revealed no research of high school vocational edu-

cation students' knowledge of employability skills. Thus, the

present study added to the literature on employability skills.

The present study provides a scoring system for the EI and adds

to the base data used to validate the instrument used in the

evaluation of the program.

Basic Assumptions

It was assumed that subjects in this study closely
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approximated students enrolled in high school vocational edu-

cation programs. It was further assumed that items on the

Employability Inventory (EI) measured what they purported to

measure and that scores indicated the degree of information

known.

Limitations and Delimitations

The following were seen as limitations and delimitations

in the present study.

1. The study was limited to the population of students

in a public high school.

2. Because of the inability to randomly assign subjects,

the present study may have had possible selection biases. For

the same reason, subjects in the experimental group may have

had different characteristics than subjects in the control group.

3. The present study may have been limited due to the

possibility of interaction between the pre-test and the treat-

ment (for example, warm-up or practice effect), which may have

confounded the treatment result.

4. The present study may have been limited because of a

selection bias (for example, students from one class being more

responsive to the treatment), or by certain restrictive char-

acteristics of the experimental arrangement (for example, sub-

ject absences or subject interaction).

5. The present study may have been limited by the fact

that the instrument being used was a research edition.
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CHAPTER II

A REVIEW OF RELATED LITERATURE

This review of related literature is presented in two sec-

tions. The first section is a rationale for and a general back-

ground of the research design on which the present study is

based. The second section addresses studies with an emphasis

on identifying those employability skills employers think are

important for vocational education students to possess.

Evaluation Research

Throughout the literature, differences between evaluation

research and traditional research have been widely debated. In

Suchman's (6) view, evaluation research uses scientific research

methods and techniques to evaluate a process by collecting and

analyzing data before and after the treatment. Suchman states

that "evaluation research is research more in purpose than in

design or execution" (6) .

Weis (9) agrees with Suchman since it is not the method or

subject that distinguishes evaluation research from other forms

of research, but the purpose for which the research is beingcon-

ducted. Trantow (7) has described what is entailed in evaluation

studies as "essentially an effort to determine what changes occur

as a result of a planned program by comparing actual changes

16
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(results) with desired changes (goals) and by identifying the

degree to which the activity (planned program) is responsible

for the changes" (7, p. 3).

Hempill (3) defends evaluation research as a legitimate

form of research. He states that the differences between evalu-

ation research and other forms of research are not in the subject

to research or other methods used by the evaluator, but in the

way in which the outcomes of the types of studies are used.

Stufflebeam (5) has developed the CIPP research model (con-

text, input, process, product). In this model, decisions are

classified as to whether they pertain to intentions or actuali-

ties.

All decisions can be classified as pertaining to intended

ends (goals), intended means (procedural designs), actual means

(procedures in use), and actual ends (attainments). Pertaining

to these classifications of decisions are four types of evalua-

tions: context, input, process, and product. The CIPP model

specified six steps in the evaluation procedure:

1. Focusing the evaluation;

2. Collection of the data;

3. Organization of the data;

4. Analysis of the data;

5. Reporting of the data; and

6. Administration of the evaluation.

This writer found that virtually all the literature focuses

on the lack of adequate models for evaluating social scientific

experiments. Wehmeyer (8) surveyed methods for educational
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program evaluation and concluded that there is no generally ap-

plicable, systematic method of evaluation for such programs. He

states that evaluation studies use questionnaires, self-report,

behavioral objectives, testing, etc. Wehmeyer's study shows the

wide variety of methods used in evaluation research and lack of

one method for such research as being preferred by researchers

in evaluation research.

Weis (9) defines evaluation in a broader sense, saying that

it is seldom possible to approximate "true" experimental condi-

tions and that "true" experimental research fails to indicate the

effectiveness of training programs. Weis suggests the following

procedure be used when evaluating training programs:

1. Measure changes in trainees' knowledge by means of

a pre-test-post-test design;

2. Measure changes in trainees' attitudes;

3. Measure whether or not a trainee puts the knowledge

gained from training into practice;

4. Measure changes in trainees' job performance; and

5. Measure the effect of the training program on clients.

Weis did not suggest what instrumentation to follow when doing

evaluation research.

Summary

From the review of evaluation research, there appears to be

no one best way to conduct evaluation research. In view of this,

the research methodology utilized has been left up to the indivi-

dual investigator. The present investigation most closely approxi-

mated Weis' (9) design, a pre-test-post-test design.
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Related Research

Based on a comprehensive review of computerized educational

information systems, professional journals, and other pertinent

literature, no research could be found pertaining to the evalua-

tion of any kind of employability skills training programs. This

writer's investigation revealed only two research studies which

have attempted to identify employability skills and to assess

their importance for vocational education students.

Hartz (2) attempted to identify important employability

skills and assess their presence in post-secondary vocational

education students. He reviewed both scholarly research and

commercial materials, including job-hunting guides, audio-visual

programs, and curriculum materials.

Hartz stated that the applicant has three opportunities to

communicate his or her skills to an employer:

1. Through written materials mailed to an employer prior

to personal contact;

2. Through the application blank; and

3. During an interview.

Those methods which Hartz identified as effective in obtain-

ing job leads were, respectively,

1. Public employment services;

2. Private employment services;

3. Newspaper and periodical want ads;

4. Advertising self in newspapers and periodicals;

5. Letter of inquiry;
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6. Direct solicitation and application; and

7. Friends and relatives.

Criteria identified as useful to predict future job per-

formance in applicants were, respectively,

1. Past behavior of the applicant;

2. Appearance of the applicant;

3. Interview behavior; and

4. Expressed interest in the company or job.

Hartz identified several personal/social skills which ap-

peared to be pivotal behavioral requirements for effective job-

seeking. These were, respectively,

1. Skill in obtaining leads and advertising self;

2. Skill in following up job leads;

3. Skill at coping with employers' screening procedures;

4. Ability to present a positive impression of self on

an application blank or resume;

a. Completing the application in a neat manner,

b. Describing skills in terms of job requirements,

c. Providing a positive answer to "reason for leaving

previous employer."

5. Ability to present a positive impression of self in

an interview;

a. Applicant having a neat and clean appearance.

b. Applicant being appropriately dressed.

c. Applicant's adherence to rules of common courtesy.

d. Applicant's description of previous training and

experience in terms of current job requirements.
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e. Applicant's punctuality.

f. Applicant's good conversational ability.

g. Applicant's presentation of appropriate rationale

for interest in the job.

h. Applicant's indication of interest in remaining

with the company over time.

6. Ability to select references who will present positive

appraisal of applicant's ability to perform successfully on the

job sought.

Whereas the Hartz study dealt with those employability

skills Wisconsin employers stated were important for post-secondary

vocational education students to possess, the study by the Advisory

Council for Technical-Vocational Education in Texas (1) identified

those employability skills that employers in the state of Texas

found important for high school vocational education students to

possess. In the Texas study, 1,695 Texas employers responded to

a questionnaire regarding the importance of factors such as edu-

cation, attitudes, grooming, etc., to the rejection or acceptance

of job applicants with their firms.

The Texas employers were asked to base their responses on

only those entry-level jobs for which education and training could

normally be acquired at the secondary school level. The ten lead-

ing responses given for rejecting job applicants after they had

completed a job application form and initial interview were, by

frequency of employer responses,
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1. Applicant appears to have little interest or "poor"

reasons for wanting a job;

2. Applicant appears to have a past history of "job-

hopping";

3. Applicant appears to be unable to communicate effec-

tively during the job interview situation;

4. Applicant appears to have a poor health record;

5. Applicant appears to be immature (other than chrono-

logical age);

6. Applicant appears to have a "poor" personal appearance;

7. Applicant appears to have inappropriate manners and

mannerisms;

8. Applicant appears to have an inadequate personality;

9. Applicant appears to lack job-related skills; and

10. Applicant appears to have a poorly completed applica-

tion form.

The ten leading responses given for hiring one applicant over

another were, in order of importance,

1. Applicant's successful record of previous work experi-

ence;

2.

he/she is

3.

4.

5.

6.

Applicant's display of interest in the job for which

being interviewed;

Applicant's recommendations from previous employers;

Applicant's appropriate training background;

Applicant's stated ambitions;

Applicant's good health record;



23

7. Applicant's pleasant personal appearance;

8. Applicant's personality;

9. Applicant's maturity (other than chronological age);

and

10. Applicant's appropriate manners and mannerisms.

The five leading sources from which Texas employers stated

they received leads for job applicants were, by frequency of

response,

1. Applicants who learned of the job opening by word-of-

mouth;

2. Applicants who "come in off the street" and apply for

a job without knowing if an opening exists;

3. Applicants responding to advertisements;

4. Applicants referred by the Texas Employment Commission;

and

5. Applicants referred by private employment agencies.

The ten skill areas in which Texas employers indicated

students needed improvement for preparation to go into the work

force were, in order of importance,

1. Students' concern for productivity;

2. Students' pride of craftmanship and quality of work;

3. Students' responsibility and their ability to follow

through on assigned tasks;

4. Students' dependability;

5. Students' work habits;

6. Students' attitudes toward the company and employer;

7. Students' abilities to write and speak effectively;
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8. Students' abilities to follow instructions;

9. Students' abilities to read and apply printed matter

to the job; and

10. Students' ambition, motivation, and desire to get ahead.

Texas employers said the five causes for terminating employ-

ees were, by frequency of response,

1. Employee's absenteeism;

2. Employee's lack of interest in the job;

3. Employee's continuously making costly mistakes;

4. Employee's not following instructions; and

5. Employee's not showing willingness to learn.

Summary

Although only two studies were found which attempted to

identify those employability skills stated as being important for

vocational education students to possess, the fact that the two

studies identified the same personal skills and characteristics

as being important in two different locations with two different

populations adds credibility to the statement that employability

skills are an important aspect of a vocational educational stu-

dent's educational process. There has been a void in any syste-

matic research evaluating the effectiveness of teaching employ-

ability skills to vocational education students. This parallels

the void of programmatic teaching of employability skills in

vocational education discussed in Chapter I. Because the main

objective of vocational education is to help students acquire
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the necessary job performance skills to obtain gainful employ-

ment (4), it seems logical to expect vocational educators to

teach students employability skills and to evaluate the effec-

tiveness of student acquisition of employability skills. The

present study addressed this need.
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CHAPTER III

METHODS AND PROCEDURES

This chapter presents explanations and descriptions of (1)

the research design employed, (2) the procedure involved in

sample selection, (3) conduct of the treatment program, (4) pro-

cedures involved in data collection, (5) instrument refinement

and use, and (6) statistical procedures employed in analyzing

the data.

Research Design Employed

The research design utilized in this study was Research

Design Number Ten, the Nonequivalent Control Group Design, from

Experimental and Quasi-Experimental Designs for Research, by

Donald T. Campbell and Julian C. Stanley (3). This design is

diagrammed as follows:

0 X 0
0 0

Research Design Number Ten, commonly used in educational

research, involves an experimental group and a control group,

each of which is given a pre-test and a post-test. The two

groups do not have pre-experimental sampling equivalence but

are as similar as availability permits (3).

In this study, the experimental group was a nonrandomly

assigned group, and the control group was assigned from the

same population as the experimental group.

27
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Selection of the Sample

The eighty-four subjects involved in this study were voca-

tional education students from a public high school consisting

of 1,985 students. Students who participated in this study were

second-year vocational education students and were required to

take the Employability Inventory (EI). Although participants'

academic records and standardized test scores were not available

to this investigator, the participants' teachers, counselors,

and administrators reported that the subjects were comparable

across the vocational education programs in achievement, socio-

economic class, and intelligence.

Participants in this study included those students enrolled

in the vocational education programs.at the participating school.

Students enrolled in programs in auto mechanics, auto body,

cosmetology, commercial art, metal trades, and air conditioning

and refrigeration were included in the experimental group (see

Appendix). Students enrolled in programs in agriculture, horti-

culture, health occupations, and home economics were included

in the control group (see Appendix).

Experimental and control group assignments were consistent

with Hartz's recommendations for future research (4), namely,

that future research should attempt to control for the age, sex,

location, and educational program of the participating subjects.

To control for possible sex differences, classes within the voca-

tional education programs were selected to yield approximately

equal numbers of males and females in each group. Participant
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age, location, and educational program were controlled for by

use of one group of students at one school.

Sixty subjects in the vocational education programs com-

prised the experimental group. Because of absences, some of

the subjects missed one or more treatment sessions, resulting

in a loss of training time which may have adversely affected

their post-test scores. When this happened, the investigator

made attempts to reschedule those treatment sessions so that

the affected subjects could be included in the sample. Thirty-

one subjects in the experimental group met all requirements for

inclusion in the sample. An additional ten subjects were able

to have those treatment sessions they had missed rescheduled

and were included in the treatment group. A total of forty-one

subjects was then included in the treatment group.

There was a total of sixty-three subjects in the control

group. Those subjects who were absent when the pre-test or

post-test was given were asked to arrange an appropriate time

which was convenient for them to respond to the instrument.

Forty-three control group subjects met the above requirements

and were included in the study.

Treatment Program

The treatment program consisted of four two-hour presenta-

tions of experimental material. These presentations were given

to the experimental group once a week over a four-week period.

The treatment program followed the guidelines set forth by the

Advisory Council for Technical-Vocational Education in Texas in

their Final Report of Statewide Employer Survey (1) . The present
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investigator helped the school placement director organize the

sequence of topics for discussion, but did not have input on the

content to be taught under each topical heading. This, while

allowing for a balanced topical sequence, avoided contamination

of the treatment program. Treatment followed this sequence:

1. First Presentation

a. Pre-test.

b. Job-hunting leads.

c. How to follow job leads.

d. Letters of application.

2. Second Presentation

a. Resumes; a discussion of what goes into a resume,

and examples of resumeL.

b. Practical exercise in resume construction.

3. Third Presentation

a. Discussion of job applications.

b. Discussion and examples of completion of applications.

4. Fourth Presentation

a. Interviews; what information legally can or cannot

be requested, how to prepare for an interview, and

the job-hiring process.

b. Hints on improving employee-employer relationships.

c. Hints on improving employee-employee relationships.

d. Why people are fired.

Data Collection and Instrument Used

All subjects, both experimental and control, were required

to take the EI, form A, as the pre-test and the EI, form B, as



31

the post-test. Members of the experimental group received their

training at the participating school. The treatment program was

delivered by the placement director of the participating school.

To avoid any contamination of the treatment or results, the di-

rector did not see and agreed not to review or discuss the instru-

ment to be used in evaluation.

The experimental group was administered the EI, form A, on

the first treatment day before instruction was given. In addition

to responding to the instrument, subjects were instructed to note

their initials, age, vocational education program, and sex on the

front of the EI, so that individual pre-test scores could be sub-

sequently matched with respective post-test scores. Following the

treatment program, the experimental group was administered the EI,

form B. They were again instructed to note their initials, age,

vocational education program, and sex on the front of the inven-

tory for cross-reference with their pre-test.

The control group was administered the EI, form A, the week

following the experimental group's initial treatment presentation.

In addition to responding to the instrument, subjects were in-

structed to note their initials, age, vocational education program,

and sex on the front of the EI, so that individual pre-test scores

could subsequently be matched with respective post-test scores.

Four weeks following administration of the pre-test, the control

group was administered the EI, form B. They were again instructed

to note their initials, age, vocational education program, and

sex on the front of the inventory for cross-reference with their

pre-test.
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Administration of the EI took place in the student classroom

scheduled for the placement program. The teacher introduced the

inventory administrator,who then read the following instructions

to the students:

The Employability Inventory has been designed and con-
structed to survey attitudes and competencies regarding
personal and social skills judged by employers to be im-
portant in acquiring and maintaining jobs. It is not a
personality test, an interest inventory, an aptitude test,
or an achievement test.

This inventory consists of a number of situations re-
lated to job-getting and job-keeping. You are asked to make
decisions about the people described in these situations.
The situations include those which involve attitudes and
feelings as well as those which call for some knowledge about
procedures employers see as important in job-getting and job-
keeping.

In each item that follows, you are given a brief descrip-
tion of a person in a situation related to job-getting and
job-keeping. Following the description are four or five
statements about the situation. These statements are usu-
ally alternative courses of action that the person in the
situation could take. You are asked to select one of these
alternatives as being most effective for that person in that
situation.

Some of the items have correct answers. Others do not.
Some involve only opinions and some equally correct or "right"
answers. Your job is not to try to give or guess the "right"
answer, but rather to give that answer you think would be
most effective for that person in that situation in getting
a job, keeping a job, or avoiding trouble on the job. Base
your answers only on the information supplied in the situa-
tions provided.

Mark your answers by circling the answer you think would
be most effective. Circle only one answer and please be sure
to complete each item. Your grade for this class will not be
affected by your performance on this instrument. There is no
time limit. Are there any questions? You may begin.

The investigator administered the instrument to all classes

except for the pre-testof one class in the treatment group. An

associate of the investigator administered the EI to that class



33

by reading the instructions previously stated above. The alter-

nate reported that the subjects had no questions concerning the

instrument and finished in approximately the same time, thirty

minutes, as subjects in the other classes.

Instrument Used

Instrument Before Modification

The Employability Inventory (EI) was used to assess the know-

ledge of employability skills of the subjects in this study. As

a prelude to construction of the EI (5), the authors of the inven-

tory conducted a review of the literature and commercial "how-to"

guides on job acquisition and retention. In addition, a search

was made of vocational inventories to identify useful employability

constructs. From these sources, several hundred variables were

compiled. A card sort method was utilized to group the variables

into clusters. A structured interview format was developed from

the clusters and surveys were conducted with employers, teachers

in vocational education programs, and former vocational education

students (5).

Results of the structured interviews were interfaced with

results obtained from the literature searchand two separate but

complementary sets of skills were identified: (a) skills in

identifying and acquiring jobs, and (b) skills in retaining jobs.

Interpersonal on-the-job skills were grouped and a profile of the

ideal employee was developed (5).

Both sets of skills were then organized according to specific

abilities and objectives. These categorizations served as the
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basis for construction of the EI. A performance objective was

developed for each skill. Items were developed to determine

each subject's ability to discriminate between appropriate or

inappropriate behaviors as defined by the specific performance

objective (5).

Once performance objectives were established, vignettes were

constructed from them. The vignettes were constructed from real-

life situations experienced by people in the vocational guidance,

counseling, and educational areas. These were compiled into an

original draft which was submitted to classified staff and pro-

fessionals at the Wisconsin Vocational Studies Center, University

of Wisconsin at Madison, for preliminary content validation.

Center staff members were asked individually what they thought

each item was attempting to measure and, in this way, face

validity was established. Results were used to make revisions.

Next, the EI was pilot-tested with a sample of current students

at the Madison Area Technical College, Madison, Wisconsin. Re-

sults from this pilot study were used to make additional revisions

before field-testing the EI (5).

Although no validity coefficients are available on the EI,

there is evidence to corroborate the basis of the design and con-

tent of the instrument. Previous to Hartz's investigation (5),

a separate study was undertaken independently by the state of

Texas (1) to identify those characteristics which Texas employers

saw as important for a person seeking employment. The Texas

study identified characteristics identical to those independently
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discovered by Hartz. When asked by this investigator, Hartz

acknowledged that he did not know of the 1975 Texas study when

he conducted his 1978 study.

These independent discoveries within a three-year time period

in two different states of the United States seem to substantiate

the basis for the design and content of the EI. Also, as stated

previously, professionals in the field of vocational education

and vocational counseling have acknowledged the face validity of

both forms of the EI.

EI field test populations consisted of 1977 graduates from

two post-secondary vocational technical institutions in Wisconsin.

Graduates were randomly assigned one of the forms of the instru-

ment. One thousand eight hundred sixty-five inventories were sent

out and, after a six-week cutoff, 54 percent were returned. Com-

pleted instruments were coded according to the following demogra-

phic characteristics: urban school; rural school; training program

completed; age; sex; employment status; and job title (5).

Data from the field tests showed that few items differenti-

ated between respondents grouped according to employment status.

Hartz (5) states that this may be due to the fact that the sub-

jects in the field studies came from institutions which educated

them for the same purposes.

Comparisons were also made between respondents grouped on the

basis of sex, experience, and locale of training, respectively. In

the case of each of these, a significantly greater number of items

were discriminate. Moreover, the author of the EI stated that his
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data suggest that graduates from vocational education programs

were not well-versed in employability skills (5).

The research edition of the EI consists of seventy items.

Because of the length of time needed to finish the entire instru-

ment, it was divided into two equivalent forms. To determine

stability of scores and items, 400 respondents from two post-

secondary vocational-technical institutions in Wisconsin were

asked to complete the same alternate form of the EI twice. A

six-week time lapse occurred between administrations. The Kuder-

Richardson formula was used to determine internal consistency and

stability of responses. A .76 coefficient of reliability was

obtained on form A, and a .77 coefficient of reliability was ob-

tained on form B (5) .

Modification of the EI b_ the Present Investigator

Scoring_ System.--The EI, in its original form, utilized an

item-by-item scoring scheme. This precluded an overall evaluation

of a subject's knowledge of employability skills. To overcome

this problem, the present investigator developed a scoring system

based on research in the employability skills area and the Hartz

study (4), which allowed for a composite score based on the sub-

ject's knowledge of employability skills. The scoring system was

submitted to a panel of two judges, each of whom had experience

in the construction of and administration of similar vocational

inventories. The judges are acknowledged as career guidance
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authorities and each has over twenty years' experience in this

area. The two judges agreed on the scoring system for all items

of the EI.

Usefulness of the Scoring System

Under the developed scoring system, each form of the EI

yielded a possible total score of 70 points. Items which did not

have a single correct answer were treated as having a score of two

points. In this way, the score acted as a constant and had no

effect on the differences between respective mean scores of the

treatment and control groups. A total of four such items appear

in form A (items 10, 12, 23, and 36), and a total of four such

items appear in form B (items 3, 17, 30, and 35). These items

deal with attitudes of the respondents and were analyzed separ-

ately for attitudinal trends. Since these items do not have a

single correct answer, they were omitted from the item analysis.

The instrument includes two items which have two answers that

were deemed equally appropriate. In form A, two such items appear

(items 4 and 19), and in form B, one such item appears (item 15).

These items received a score of two points if either of the correct

answers were selected.

There were items which had two correct answers, one of which

was more appropriate. For these items, the more appropriate answer

was scored two points, while the less appropriate, yet correct,

item was given a score of one point. Items found in form A which

fall in this category are numbers 2 and 32. Items found in
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form B which fall in this category are numbers 18 and 34. All

other items of the EI had one correct answer and a value of two

if answered correctly.

Item Analysis

To refine the present EI, an item analysis was conducted by

a computer, using the point-biserial correlation coefficient. Sub-

jects' answers to the EI were analyzed to determine whether or not

individual responses to respective test items were consistent with

the total test. As a function of the point-biserial correlation

coefficient formula, this analysis ascertained whether all subjects

who answered an item incorrectly were equally ignorant of the

quality measured by the item and that subjects who answered an

item correctly were equally well informed (2).

Instrument Validation

As an ancillary means to determine whether the content of the

present training programs was represented in and measured by the

EI, each of the professionals responsible for conducting the other

nineteen pilot employability skills programs in the state of Texas

were asked to rate items on the EI. The directors of these pro-

grams rated each item on a three-point Likert scale as to whether

or not the individual item's content was represented in their em-

ployability skills program (see Appendix). This procedure assessed

content validation of the EI, as it applies to the program initi-

ated by the state of Texas (1).

Ten of the nineteen directors were randomly assigned to re-

ceive form A of the EI to rate, and nine of the nineteen directors

were randomly assigned to receive form B of the EI to rate.
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Randomization was achieved by picking the director's names out

of a container, the first name being assigned form A, the

second form B, the third form A, the fourth form B, etc. A

cover letter explaining the purpose of the ratings accompanied

the inventory with a self-addressed, postage-paid envelope (see

Appendix). Two weeks following the initial mailing, those direc-

tors who had not responded were mailed a second inventory and

rating form, along with a new cover letter and a self-addressed,

postage-paid envelope (see Appendix). Five weeks following the

initial mailing, seventeen of the nineteen directors had re-

sponded. Those two directors not responding had been mailed

different forms of the EI and were omitted from inclusion in

the study.

Procedures for Analysis of the Data

Hypotheses 1, 2, and 3 were tested by means of the two-way

analysis of covariance, with the pre-test being the covariate.

The .05 level of significance was used.

Hypotheses 4 and 5 were tested by means of the one-way

analysis of variance. The .05 level of significance was used.

Ratings of items of the EI by the seventeen participating

pilot employability skills program directors were analyzed by

averaging respondents' ratings on an item-by-item basis.

Item analysis was determined by means of the point-biserial

correlation coefficient. The six items measuring attitudes

were analyzed and reported according to frequency of responses

to each item.
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Post-test scores of the ten subjects in the treatment group

who had part of the treatment program rescheduled were analyzed,

using a t test, to see if their scores differed significantly from

the other treatment group members' post-test scores. The .05

level of significance was used.

Attitudinal items were analyzed by computing the frequency

of responses to each item stem. Responses of subjects who scored

above the median and subjects who scored below the median were

compared for attitudinal trends.
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CHAPTER IV

RESULTS AND DISCUSSION

In this chapter, discussion will focus on (1) hypotheses

tested, (2) statistical results generated from analysis of the

data for each hypothesis, (3) attitude analysis, and (4) re-

sults of the study.

The statistical test employed to test Hypothesis 1 was an

analysis of covariance, with the pre-test designated as the co-

variate. The test was utilized to determine if significant

differences existed between the mean inventory post-test scores

of the experimental and control groups. The .05 level of sig-

nificance for accepting or rejecting the hypothesis was used.

The statistical test employed to test Hypothesis 2 was

an analysis of covariance, with the pre-test designated as the

covariate. The test was utilized to determine if significant

differences existed between the mean inventory post-test scores

of males in the experimental group and males in the control

group. The .05 level of significance for accepting or reject-

ing the hypothesis was used.

The statistical test employed to test Hypothesis 3 was an

analysis of covariance, with the pre-test designated as the co-

variate. The test was utilized to determine if significant dif-

ferences existed between the inventory mean post-test scores of
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females in the experimental group and females in the control

group. The .05 level of significance was used for accepting or

rejecting the hypothesis.

To test Hypothesis 4, a one-way analysis of variance was

employed to determine if the mean post-test score of males in

the experimental group was significantly different from the mean

post-test score of females in the experimental group. The .05

level of significance was used for accepting or rejecting the

hypothesis.

The statistical test employed to test Hypothesis 5 was a

one-way analysis of variance,which was employed to determine if

the mean post-test score of males in the control group was sig-

nificantly different from the mean post-test score of females in

the control group. The .05 level of significance was used for

accepting or rejecting the hypothesis.

Hypothesis 6 was tested by averaging the ratings of indivi-

dual items of the EI, both forms, by the seventeen responding

directors of the pilot employability skills programs. The hypo-

thesis stated that the responding directors' ratings would demon-

strate that the inventory has face and content validity.

Analysis of Treatment Program

Hypothesis 1 stated that, at the conclusion of the training

period, the experimental group would obtain a significantly higher

mean inventory score than the control group. Respective means

and standard deviations pertinent to this hypothesis are presented

in Table I.
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TABLE I

MEANS AND STANDARD DEVIATIONS FOR PRE-TEST
AND ADJUSTED POST-TEST SCORES

Group N Means Standard Deviations
Adjusted

Pre-test Post-test Pre-test Post-test

Experimental 41 37.1710 40.1220 7.6420 7.3830

Control 43 34.6980 35.7442 8.3540 7.5600

Pre-test scores indicate that the experimental group had

a higher pre-test mean. Data in Table I indicate a difference

of approximately 4.4 points between the adjusted post-test means

of the two groups, in favor of the experimental group. The

standard deviations from pre-test to post-test indicate that

both the experimental group scores and the control group scores

became more homogeneous from pre-test to post-test, with greater

homogeneity being evidenced in the experimental group's scores.

For those ten experimental subjects who had part of their

treatment program rescheduled, the adjusted post-test scores

were analyzed to see if those scores differed significantly

from the other experimental subjects' adjusted post-test scores.

A t test was used to assess the difference. The difference was

not significant at the .05 level (t= 1.72, p *0.255).

Table II presents the analysis of covariance for the ad-

justed post-test means on the EI.
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TABLE II

ANALYSIS OF COVARIANCE DATA FOR
COMPARISON OF SCORES ON THE EI

Source of Sum of
Variance Squares df Mean Square F P

Group 152.489 1 152.489 4.695 0.033*

Sex 2.273 1 2.273 0.070 0.792

Total 154.762 2 .

*Significant beyond .05 level.

The F-ratio given in Table II shows a significant difference

between the experimental group subjects' and control group sub-

jects' adjusted post-test scores. Hypothesis 1 was supported.

The experimental group scored significantly higher on the post-

test than did the control group. There was no significant inter-

action effect (F = 0.069, P - 0.794).

Hypothesis 2 stated that, at the conclusion of the training

period, males in the experimental group would score a signifi-

cantly higher mean inventory score than males in the control

group. The means and standard deviations for this hypothesis are

presented in Table III.

TABLE III

POST-TEST MEANS AND STANDARD DEVIATIONS FOR
MALES IN EXPERIMENTAL AND CONTROL GROUPS

iroup N Mean Standard Deviation
Experimental 24 39.0000 7.0093
Control 20 33.0000 7.9047
Total 4___ 4 36.3636 7.9008
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Table III indicates a trend that males in the experimental

group score higher as a group than males in the control group.

The standard deviations indicate that the control group males

were also the more variable. The results of the one-way analy-

sis of covariance on the adjusted post-test means for males in

the experimental and control groups are presented in Table IV.

TABLE IV

ANALYSIS OF COVARIANCE FOR ADJUSTED POST-TEST
SCORES OF EXPERIMENTAL GROUP MALES

AND CONTROL GROUP MALES

Source Sum of Squares df F P

Between 366.9865 1 6.652 0.0135*
Within 2317.1965 42 . . . . .

Total 2684.1829 43 . . . . .

*Significant beyond .05 level.

The F-ratio in Table IV shows a significant difference be-

tween experimental group adjusted post-test scores and control

group adjusted post-test scores. Hypothesis 2 was retained.

Males in the experimental group scored higher than males in the

control group.

Hypothesis 3 stated that, at the conclusion of the training

period, females in the experimental group would have a sig-

nificantly higher mean inventory score than would females in the

control group. The means and standard deviations for this hypo-

thesis are presented in Table V.
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TABLE V

POST-TEST MEANS AND STANDARD DEVIATIONS FOR
FEMALES IN EXPERIMENTAL AND CONTROL GROUPS

Group N Mean Standard Deviation

Experimental 17 41.7059 F7.8164
Control 23 37.9565 6.6434
Total _4 0 39.5500 7.3133

Table V indicates a trend that females in the experimental

group score higher as a group than females in the control group.

The standard deviations indicate that the experimental group fe-

males are more variable than control group females. The results

of the one-way analysis of variance on the adjusted post-test

means for females in the experimental and control groups are pre-

sented in Table VI.

TABLE VI

ANALYSIS OF VARIANCE FOR ADJUSTED POST-TEST
SCORES OF EXPERIMENTAL GROUP FEMALES

AND CONTROL GROUP FEMALES

Source Sum of Squares df F P

Between 137.4176 1 2.680 0.1099
Within 1948.4834 38 . . . f
Total 2085.9009 39 . .. ._._._.

This table shows no significant difference between experimen-

tal group females' scores and control group females' scores.

Since there was no significant difference found, Hypothesis 3 was

rejected.
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Hypothesis 4 stated that, at the conclusion of the training

period, males in the experimental group would not have a signifi-

cantly higher mean inventory score than females in the experimen-

tal group. The means and standard deviations for this hypothesis

are presented in Table VII.

TABLE VII

POST-TEST MEANS AND STANDARD DEVIATIONS FOR
MALES AND FEMALES IN EXPERIMENTAL GROUP

Group N Mean Standard Deviation
Male 24 39.0000 7.0093
Female 17 41.7059 7.8164
Total 41 40.1220 7.3831

Table VII indicates a trend that females in the experimental

group score higher as a group than males in the experimental group.

The standard deviations indicate that the females were also the

most variable. The results of the analysis of variance for experi-

mental group post-test scores are presented in Table VIII.

TABLE VIII

ANALYSIS OF VARIANCE FOR EXPERIMENTAL
GROUP POST-TEST SCORES

Source Sum of Squares df F P
Between 72.8581 1 1.348 0.2526
Within 2107.5264 39 . . . . . .

Total 2180.3843 40

This table shows no significant differences between male and

female experimental group post-test scores. Since there were

significant differences between sexes, Hypothesis 4 was retained.
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Hypothesis 5 predicted that, at the conclusion of the

study, there would not be a significant difference between male

and female control group post-test scores. The means and stan-

dard deviations for this hypothesis are presented in Table IX.

TABLE IX

POST-TEST MEANS AND STANDARD DEVIATIONS FOR
MALES AND FEMALES IN CONTROL GROUP

Group N Mean Standard Deviation

Male 20 33.2000 7.9047
Female 23 37.9565 6.6434

Total 43 35.7442 7.5596

Table IX indicates a trend that females in the control group

scored higher than males in the control group. The standard de-

viations indicate that the males were also most variable. The

results of the analysis of variance for the control group's post-

test scores are presented in Table X.

TABLE X

ANALYSIS OF VARIANCE FOR CONTROL
GROUP POST-TEST SCORES

Source Sum of Squares df F P
Between 242.0423 1 4.598 0.0380*
Within 2158.1536 41 . . . . . .

Total 2400.1958 42 . . . . . .

*Significant beyone the .05 level.

This table demonstrates a significant difference between the

male and female control groups' post-test scores. Hypothesis 5was

therefore rejected. Females in the control group scored signifi-
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Analysis of Ratings

Hypothesis 6 stated that the ratings of individual items of

the EI by the seventeen responding pilot employability skills

programs directors would demonstrate face and content validity.

Averages of ratings on items contained in the EI are presented

in Table XI.

TABLE XI

AVERAGES OF DIRECTOR'S RATINGS FOR
ITEMS CONTAINED IN THE EI

EI (form A) EI (form B)
Average Average Average Average

Item Rating Item Rating Item Rating Item Rating
1 1.00 19 0.88 1 0.75 19 0.63
2 0.88 20 0.55 2 1.00 20 -0.38
3 0.62 21 0.55 3 0.63 21 0.25
4 0.44 22 0.66 4 1.00 22 0.50
5 1.00 23 0.62 5 0.63 23 0.13
6 1.00 24 0.62 6 1.00 24 0.50
7 1.00 25 0.55 7 0.88 25 -0.13
8 1.00 26 0.62 8 0.88 26 0.75
9 1.00 27 0.88 9 0.50 27 0.50

10 1.00 28 1.00 10 0.88 28 0.38
11 0.62 29 1.00 11 0.75 29 0.38
12 0.88 30 1.00 12 0.63 30 0.88
13 0.88 31 1.00 13 0.63 31 0.50
14 0.11 32 0.66 14 0.63 32 0.50
15 1.00 33 1.00 15 0.88 33 0.63
16 1.00 34 1.00 16 0.63 34 0.25
17 0.88 35 0.88 17 0.75 35 0.50
18 1.00 18 0.25

Table XI indicates that the seventeen responding directors of

the other pilot employability skills programs rated the EI, both

forms, as having face and content validity. Hypothesis 6 was,

therefore, retained. Ratings indicate that the EI, form A, was

viewed as more effective in addressing itself to what is being

taught in the other pilot employability skills programs than was
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the EI, form B. Items which had rating values less than .50

were considered as being weak items by the present investigator.

The data indicate that item 14, form A, and items 18, 20, 21, 23,

25, 28, 29, and 34, form B, may be weak items as far as the amount

of content and face validity are concerned, when rated by the

responding directors.

Item Analysis

Item analysis was determined by means of a point-biserial

correlation coefficient. The item analysis did not include the

six items which measure attitudes and are reported as having a

correlation coefficient of 0.0000. Point-biserial correlation

coefficients for each item of the EI, form A, and the EI, form

B, are presented in Table XII.

TABLE XII

ITEM ANALYSIS OF THE EI (BOTH FORMS)

Form A Form B

Item r Item r Item r Item r

1 0.2814 19 0.5735 1 0.2208 19 0.9045
2 0.2195 20 0.3985 2 0.4857 20 0.1429
3 0.2760 21 0.2065 3 -0.6760 21 0.2671
4 -0.2646 22 0.2114 4 0.3769 22 0.7303
5 0.4435 23 0.0000 5 0.4548 23 0.2067
6 0.3334 24 0.5228 6 0.4286 24 0.5489
7 0.5323 25 0.4035 7 0.7035 25 0.2582
8 -0.0676 26 0.0000 8 0.1005 26 0.2894
9 0.4553 27 0.2842 9 -0.6000 27 0.5025

10 -0.0808 28 0.3985 10 0.3974 28 0.4124
11 -0.0344 29 0.1117 11 0.5025 29 0.8095
12 0.0000 30 0.4316 12 0.4548 30 0.0000
13 0.6421 31 0.3123 13 -0.0861 31 0.6025
14 0.4067 32 0.5323 14 0.2357 32 0.3721
15 0.1416 33 0.2065 15 0.7303 33 0.4548
16 0.4146 34 0.5198 16 0.5375 34 0.4095
17 0.5331 35 0.4435 17 0.0000 35 0.0000
18 0.4067 18 0.3015
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The item analysis was based upon the highest 27 percent and

the lowest 27 percent of the group scores. There is evidence

indicating that this basis generates the most marked and signifi-

cant discrimination between extreme groups (3,5). Itemswhich

had a correlation of .2000 or higher were considered to be good

items (6). Those items which may be of questionable value in their

present form, as indicated by their point-biserial correlation,

were items 4, 8, 10, 11, 15, and 29, form A, and items 3, 8, 9,

13, and 20, form B. Overall, the item analysis indicated that

both forms of the EI could differentiate between low-scorers and

high-scorers by measuring the relation between a subject's score

and whether or not a particular item was "passed" or "failed" (6).

Attitude Analysis

Attitudinally, there were differences between those subjects

who scored above the median and below the median on the EI, form

A. No one who scored above the median on the pre-test picked the

answer "Previous volunteer work in hospital" when asked to re-

spond to "Pat's four best selling points" (item 12). When re-

sponding to item 23 on the EI, form A, 83.3 percent of those sub-

jects scoring below the median chose the response "Call in and say

that there has been a death in the family and he is taking off for

the funeral." This indicates that low-scorers thought that pre-

vious work experience was not important when applying for a job.

The second response indicates that low-scorers might engage in

deceptive practices when faced with breaking company rules.

Attitudinally, there were differences between those subjects

who scored above the median and those subjects who scored below
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the median on the EI, form B. In response to what they felt were

"Pat's four best selling points" (item 17), 88.9 percent of those

subjects scoring below the median chose the response "Average

grades in school." Low-scorers thought that average grades were

important in job acquisition, while those high-scoring subjects

did not think average grades in school were important in job ac-

quisition. In response to the same item, low-scorers (75 percent)

chose the response "Previous volunteer work in hospital." As in

response to form A, low-scorers thought that previous nonrelated

work experience was important in job acquisition. In response to

which four points were good selling points (item 17), 75 percent

of those scoring below the median thought that "Being a member of

Junior Achievement in high school" was important in job acquisi-

tion. No subjects that scored above the mean chose the above re-

sponse.

There were also attitudinal differences indicated by item 30,

form B. Those subjects who scored below the mean chose the

answers "Call in sick" and "Get to work as fast as he can..." when

they were asked to choose the alternative which would upset the

boss least. This indicates low-scorers on the EI, form B, might

engage in deceptive practices when confronted with a difficult

job-related situation.

On item 35, form B, attitudinal differences between high-

scorers and low-scorers emerged. When asked to choose which per-

son they felt would be laid off first, a majority of those sub-

jects scoring above the median thought Carl, who "goes out of his

way to 'polish the boss's apple'," would be laid off first. A
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majority of those subjects scoring below the median thought that

Bill, who "gets his job done but not faster or better than any-

one else" would be laid off first. This indicates that high-

scorers thought that productivity would be more important in job

retention than socialization, while low-scorers thought that

"polishing the boss's apple" and socializing would be more im-

portant in job retention than productivity.

Discussion

Based on the analysis of the data, it appears that the treat-

ment program was successful in teaching employability skills to

the experimental group. This may lend support for using the ex-

perimental design utilized in the present study for assessing

short-term treatment programs.

The data indicate that there was a significant difference

between control group females' and control group males' knowledge

of employability skills and there was a trend for experimental

group females to score higher than experimental group males.

Table XIII contains the pre-test-post-test means for males

and females. Females in the experimental group did not show sig-

nificant post-test score increases when compared with females in

the control group. This nonsignificant increase, combined with

a decrease in control group males' post-test scores, may explain

the significant difference which occurred between the post-test

scores of the two experimental groups. The treatment program,

in this case, may not be responsible for the significant dif-

ference.
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TABLE XIII

PRE-TEST AND POST-TEST MEANS FOR EXPERIMENTAL
AND CONTROL GROUPS

Group Sex Pre-test Mean Post-test Mean

Experimental M 37.1707 39.0000
F 40.1219 41.7059

Control M 34.6977 33.2000
F 35.7442 37.9565

Ratings by the seventeen responding directors indicate

that the EI, both forms, measures the content of the other

pilot employability skills programs (Table XI). Although this

assumption has not been proved by a test of statistical signifi-

cance, the ratings by the directors indicate that the EI, both

forms, demonstrates face and content validity. Ratings indicate

that form A of the EI may be more accurate in measuring what is

being taught in the pilot employability skills programs in a

slightly more accurate fashion than form B of the EI. Future

researchers may want to either modify the EI, form B, or the

treatment program if they evaluate the state of Texas program(l).

Comments from the seventeen responding directors indicate

that they emphasize job-getting skills more than job retention

skills. This may explain why their ratings of the EI, form B,

are lower than other ratings. Starting with item 18, the EI,
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form B, is weighted witni items measuring job retention skills.

Starting with item 19, the EI, form A, is also weighted with

items which measure job retention skills, yet it was not rated

low by the directors. This may have been due to the procedure

for randomly assigning project directors forms of the EI.

All responding directors were enthusiastic in their com-

ments about their programs, the EI, and the present study. Each

respondent requested a report of the results of the present study.

Unsolicited remarks, oral and written, of subjects in the present

study also were enthusiastic about their employability skills pro-

grams and both forms of the EI. Some subjects wrote comments on

the inventory as they responded to it. It appeared that they en-

joyed reading about the situations which the EI described. Some

subjects reported that it was one of the few instruments they had

responded to that made them think. General consensus of the sub-

jects in both groups was that they had learned something from the

instrument.

Item analysis by the point-biserial correlation coefficient

further validates the EI. The high correlations on all but six

items on form A and 5 items on form B lend evidence to the con-

struct and content validity of the instrument (2). Those items

not meeting the correlation requirements should be analyzed and

refined, or dropped from the EI before further use of the instru-

ment. Such refinement might further increase the validity of

the EI.
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Although most of the attitudinal questions revealed no

difference between those subjects who scored above the median

(high-scorers) and those who scored below the median (low-scorers),

some differences in attitudes did emerge. Low-scorers thought

that previous nonrelated work experience was an important aspect

when applying for a job. This contradicts what the literature

states (4), namely, that when applying for a job the applicants

must communicate how related past work experience has prepared

them for the job they are applying for. Low-scorers also indi-

cated that they might engage in deceptive practices when faced

with breaking company rules. Low-scorers, in response to the

attitudinal items, indicated that they thought having average

grades and being sociable with other workers were important in

job acquisition and retention. This may reflect a compromising

attitude. High-scorers indicated that they value productivity

and honesty rather than being sociable. This supports Hartz's

contention that often the "Boy Scout rules of conduct" are

valued by employers in job acquisition and retention (4).
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CHAPTER V

SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

Summary

The purposes of the study were to (1) determine whether sig-

nificant informational changes would take place on the part of

participants in an employability skills training program, (2) pro-

vide evaluative information for use in constructive revision of

an employability skills training program, and (3) develop a scor-

ing system for the Employability Inventory (EI).

Eighty-four vocational education students from a public high

school of 1,985 students participated in the study. All subjects

were required to take the EI. Two groups of classes were organized

so that each group was comprised of approximately equal numbers of

males and females. One group of students at one school controlled

for the age, location, and educational program of the subjects.

Students enrolled in programs of auto mechanics, auto body, cosme-

tology, commercial art, and metal trades were placed in the ex-

perimental group, while students enrolled in programs of agricul-

ture, horticulture, health occupations, and home economics were

included in the control group.

The research design utilized in this study was the Non-

equivalent Control Group Design. The treatment program consisted

of four two-hour presentations of experimental material presented
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to the experimental group once weekly over a four-week period.

The experimental group was administered the EI, form A, on the

first treatment day and the EI, form B, on the last treatment

day. The control group was administered the EI, form A, the week

following the experimental group's initial treatment presentation.

Four weeks following administration of the pre-test, the control

group was administered the EI, form B.

In addition to the evaluation of the employability skills

training program at the participating high school, a scoring sys-

tem was developed for the EI. The EI was also evaluated for face

and content validity by seventeen directors of the nineteen other

Texas pilot employability skills training programs, and an item

analysis using a point-biserial correlation was performed on the

EI. Attitude analysis was performed on responses to those ques-

tions on the EI which were attitudinal in nature.

Statistical analyses of the six hypotheses produced the fol-

lowing results. Hypothesis 1 stated that, at the conclusion of

the training period, the experimental group would score a sig-

nificantly higher mean inventory score than the control group.

An analysis of covariance indicated that the experimental group

scored significantly higher on the post-test than did the control

group. The hypothesis was retained.

Hypothesis 2 stated that, at the conclusion of the training

program, males in the experimental group would score a signifi-

cantly higher mean inventory score than males in the control

group. An analysis of covariance indicated that males in the
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experimental group scored significantly higher on the post-test

than did males in the control group. The hypothesis was retained.

Hypothesis 3 stated that, at the conclusion of the training

program, females in the experimental group would score a signifi-

cantly higher mean inventory score than females in the control

group. An analysis of covariance indicated that females in the

experimental group did not score significantly higher on the post-

test than did females in the control group. The hypothesis was

rejected.

Hypothesis 4 stated that, at the conclusion of the training

program, males in the experimental group would not have a signifi-

cantly higher mean inventory score than females in the experimen-

tal group. A one-way analysis of variance failed to generate a

significant difference based on sex in post-test experimental

group scores. The hypothesis was retained.

Hypothesis 5 stated that, at the conclusion of the training

program, males in the control group would not have a significantly

higher mean inventory score than females in the control group.

A one-way analysis of variance indicated that females in the con-

trol group scored significantly higher on the post-test than did

males in the control group. The hypothesis was rejected.

Hypothesis 6 stated that data received from the directors

of the other nineteen employability skills programs would demon-

strate face and content validity on the EI, forms A and B. Seven-

teen directors responded and their ratings demonstrated content

and face validity for the EI, forms A and B. The hypothesis was

retained.
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Item analysis demonstrated construct and content validity.

A point-biserial correlation coefficient analysis yielded six

items on the EI, form A, and five items on the EI, form B, which

failed to have a coefficient of .20 or higher.

Attitudes were analyzed by the frequency with which subjects

responded to the six items on the EI, forms A and B, which were

attitudinal in nature. Those subjects scoring below the median

thought that nonrelated past work experience was important in job

acquisition and that they might engage in "deceptive" practices,

such as lying, when faced with difficult on-the-job decisions.

Those subjects scoring above the median indicated that they value

productivity and honesty more than "getting along" with fellow

workers if harmonious interactions with coworkers would come at

the expense of compromising one's values.

Findings and Conclusions

Results of the study suggest the following conclusions.

1. Subjects who participated in the treatment program

increased their knowledge of employability skills.

2. Females tended to score higher than males, although

not significantly. This indicates that, in the population uti-

lized in the present study, females may know more about employ-

ability skills than males. Another reason why females may know

more about employability skills than males may be due to cultural

differences in the participating population. In other words,

females may be expected to be thinking about their future career
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while males are not. There may also have been different expecta-

tions on the part of females participating in the present study

of what it takes to obtain and retain a job than on the part of

participating males. Participating males may have expected that

technical skills are more important in job retention and acqui-

sition than did participating females.

3. The EI adequately measures what is being taught in the

high school employability skills training programs throughout the

state of Texas. This demonstrates face and content validity of

the EI.

4. The EI, forms A and B, has both construct and content

validity as evidenced by the point-biserial correlation coeffi-

cient.

5. High-scorers on the EI differ attitudinally from low-

scorers on the EI.

6. Overall, subjects in the present study were not well-

versed in their knowledge of employability skills as evidenced

by their group mean scores. This may show a need for further

and more intensive training in employability skills.

7. In discussions with teachers, counselors, and admini-

strators at the participating school, the present investigator

found their knowledge of employability skills to be negligible.

8. There is a need for more funding and increased staff

to teach employability skills at the participating high school.

Recommendations

On the basis of the findings of this investigation, the fol-

lowing recommendations are made.
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1. It is recommended that further research be conducted

to investigate the knowledge of employability skills of vocational

education students. Further research would give further indica-

tion of the need for teaching employability skills. Based on the

research cited in Chapter 1 and Chapter 2, future job-seekers will

be better equipped to obtain and retain jobs if they are well-

versed in employability skills.

2. It is recommended that further research be conducted to

investigate differences in knowledge of employability skills be-

tween males and females.

3. It is recommended that further research be conducted to

investigate differences in knowledge of employability skills be-

tween people of varying socio-economic and minority groups.

4. It is recommended that further research be conducted

where subjects could be randomly assigned to groups to better

control for dissimilarities between members of each population.

5. It is recommended that further employability skills

training programs be initiated for students in academic programs

other than vocational education programs, and that these pro-

grams also be studied.

6. It is recommended that training programs be initiated

for teachers, counselors, and administrators in all program areas.

7. It is recommended that future research follow up stu-

dents who have participated in a high school employability skills

program to determine how effectively they use their knowledge of

employability skills to obtain and retain employment.
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EMPLOYABILITY INVENTORY

(Form A)

Job Getting

1. There has been a down turn in the business cycle. The job
market is tight. Judy has just graduated, needs money and
is anxious to get any kind of a job. In beginning to locate
job leads, what is the first thing Judy should do?

1. notify friends and relatives that she is looking
for work.

2. register with the school's placement office.

3. check the want ads in the newspaper.

4. register with the job service.

2. Debbie has heard that they are hiring secretaries at Abco.
She'd like to apply for a job there. What is the first
thing Debbie should do to follow-up on this lead?

1. drive over there and put in her application.

2. call the personnel office to find out if and when she
should come in.

3. call her friend who works there and ask her to find out
about the job, i.e., when and where to apply. She should
also have her friend put in a good word for her.

4. write a letter of application in which she asks for an
interview. She should include her resume with the
letter.

3. Jim knows that most job openings are never advertised. In
his line of work there are no openings listed in the classi-
fied ads of the newspaper, and the local job service office
has no knowledge of openings either. What should Jim do?

1. put an ad in the "situations wanted" column of the news-
paper.

2. list himself with a private employment agency.

3. personally call on employers in the area.

4. send out letters of inquiry to employers.
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4. Matt is interested in locating an accountant trainee posi-
tion at finance companies in the greater Metropolitan area
where he lives. He has written letters of inquiry and is
preparing to mail them. He is trying to decide to whom he
should mail the letters. To what person in the companies
should he mail them?

1. look up the names of the presidents of the companies
and send the letters to them personally.

2. get the names of the personnel directors and send the
letters to them personally.

3. get the names of the directors of the accounting de-
partments and mail the letters to them personally.

4. send the letters in care of the company. The person
who routes company mail will send it to the appropri-
ate person.

5. Doug left his last job because he found it boring and un-
challenging. He is now writing a resume in an effort to
obtain new employment. The guide that he is following
states that he should list each job, what he did on the
job and why he left. In writing his resume, how should
Doug state his reason for leaving?

1. "the work was repetitive and dull."

2. "to seek a more challenging position."

3. "the job lacked challenge."

4. "I felt I was wasting my talents."

6. Mike's about to leave for a job interview. His car won't
start. He calls several people and finds a neighbor who
will take him to the interview. He realizes that he will
probably be 10 to 15 minutes late. What should Mike do?

1. take the time to call the interviewer and explain why
he will be late.

2. hurry and pretend he was given the wrong time.

3. hurry over there and explain in person rather than
waste any more time.

4. call and say that he has been unavoidably detained and
ask for another interview at a later time.
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7. Jane is young, petite, and attractive. She is applying
for a machinist's job. For all she knows, if she gets
hired, she may be the first female machinist in the com-
pany's employ. How should she dress for the interview?

1. dress femininely in a skirt and blouse.

2. dress in bulky padded clothes to try to camouflage
her femininity.

3. dress femininely in slacks and a sweater.

4. wear clean jeans and a sweat shirt with no make-up.

5. dress sexy.

8. Mary is currently employed. She is filling out an applica-
tion blank for a new job. The blank asks the applicant to
list all previous jobs and the reason for leaving. Mary
was fired from a job she held 2 years ago. She had a per-
sonality conflict with her boss. What should Mary write
as a reason for leaving that job?

1. not list the job.

2. list the job and write "terminated."

3. list the job and write "laid off."

4. list the job and write "administrative reorganization."

5. list the job but don't list anything under reason for
leaving.

9. Jill is applying for a job as a management trainee for the
Ace Company. She learned about the job through the classi-
fied ads in the local newspaper. No mention was made of
salary. In filling out the job application blank she is
asked, "What salary do you expect?" How should Jill fill
in this blank?

1. write "contingent upon duties and responsibilities."

2. write "500 per month," because this is the least amount

she will accept.

3. write "the going rate."

4. put in a dash or leave it blank.
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10. Erik is interviewing for a job at Ace Company. Erik has
found out that they always call previous employers to find
out about prior work records. Erik was once fired from a
company for being late to work too often. However, he has
a good record at his present place of employment. What
should Erik do or say?

1. not bring it up during the interview and hope that
his improved record at his last place of employment
will compensate for it.

2. bring it up right away by saying, "I'm aware that you
contact previous employers. I was fired from the job
I held before I worked for Baker Company, but you'll
find out from Baker Company that I learned my lesson."

3. state the same thing as in 2 but do it in the middle
of the interview.

4. state the same thing as in 2 but wait until the end
of the interview.

11. Julie is interviewing for a job as a beginning real estate
agent. The interviewer begins by saying to her, "Tell me
about yourself." How should Julie begin? What should she
talk about?

1. ask, "What would you like to know?"

2. begin by saying, "I've always been interested in archi-
tecture, housing and business. Way back when I was a
little kid I . . ."

3. begin with, "My name is Julie Adams, I live in this
city, I'm 20 years old . . .

4. begin by saying, "I was born and raised in this area.
So were my parents. Almost all of my relatives live
here . . ."

12. a. Pat is applying for a job as management trainee at
the personnel department of ACE Tool & Die. Pat has
determined that she possesses the positive selling
points listed below. Check Pat's four best selling
points. (Use an X)

Training in the area Vocational School

Average grades in school

Good attendance record in school

Class secretary
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12. a. (continued)

Previous volunteer work in hospital

Member of Junior Achievement in high school

Good reference from previous employer

Careful and cautious in following instructions

Neat and orderly

Neat appearance

Good conversationalist

Respect for authority

Pleasant disposition

b. Mark Pat's four best selling points if she were apply-
ing for a job as a welder. (Use an 0)

13. Phil has worked as a sales rep for American Applicance
Company for three years. All was going well until a new
store manager was hired. The new manager makes sarcastic
remarks both about Phil personally and about his work.
Phil has decided to look for a different job because of
this seemingly unfair treatment. During an interview for
a new job, Phil is asked how he gets along with his current
employer. What should Phil say?

1. be honest. Tell the person doing the interview that
he does not like the way he is being treated.

2. say that he gets along fine and discourage the inter-
viewer from contacting his current employer by explain-
ing that he does not want his employer to know he is
looking for a new job.

3. explain that the employer seems out to get him and sup-
port the statement by explaining the co-workers think
his boss has it in for him.

4. indicate that although their temperaments clash occa-
sionally, this has not interfered with Phil's sales
record.



71

14. Bernie is applying for a job at the local assembly plant.
Despite completing training in his field, he is asked to
take an aptitude test. He is told that scores on the test
are important in their hiring process. It is a timed,
multiple choice, paper and pencil test. What should Bernie
do on those items where he doesn't know the answer?

1. he should only answer those questions where he is
positive his answer is correct.

2. he should answer all the questions where he is sure
of the answer and those where he is reasonably sure
he is correct.

3. he should answer all questions even if he has to blindly
guess at some.

4. he should answer all questions he knows and he thinks
he knows but he should guess only at those where he
can eliminate at least one of the alternatives.

15. John is interviewing for a job at Ace Tool and Die for a
position as a welder. During the interview the personnel
director asks him, "If I hire you, what would you like to
be doing five years from now?" How should John respond to
this question?

1. "I'd like to be working right here as a welder."

2. "I'd like to have my own welding shop."

3. "I'd like to continue my schooling nights and move into
a management position somewhere."

4. "I'd like to be foreman of the welding division here."

16. Jim is interested in a public relations job with the Etna
Corporation. He has just completed training in business and
Journalism. His only work experience has been road construc-
tion work during summers. The interviewer asks him, "Tell
me how your previous work experience relates to the job
you're applying for." How should Jim respond?

1. "Well, it really doesn't. However, while I was in
school I managed the campaigns of other students run-
ning for class officer positions."

2. "It taught me the benefits of hard work. I was hired
back each semester."
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16. (continued)

3. "Well, it really doesn't other than that experience
taught me the importance of finding work that you
like."

4. "Well, in working on construction I had to learn to
get along with people from diverse backgrounds. This
is also necessary in public relations work."

17. Esther is interviewing for a position as a medical secre-
tary. The interviewer stands up. It is obvious that the
interview is ending. She thinks the interview has gone
well but she has not been offered the job. Esther stands
up immediately. What should Esther say?

1. "I hope you find the right person for the job."

2. "Can you tell me if I'm still being considered for the
job?"

3. "I think I would really enjoy working here."

4. "When can I call you regarding your decision?"

18. Jerry smokes moderately. During the interview Jerry would
like a cigarette because he thinks it would help him calm
his nerves. The interviewer has smoked one cigarette and
there is an ash tray between Jerry and the interviewer.
The interviewer offers Jerry a cigarette. What should
Jerry do or say?

1. take it and say, "Thanks, I needed that."

2. not take it and say, "No, thank you."

3. not take it and say, "Thank you, I'll wait and have
one later."

4. say, "Thank you for offering but I'll have one of my
own."

Job Keeping

19. Jane is new on the job. Her foreman has just shown her how
he wants the job done. She can't keep up. An hour later
one of her co-workers shows her an easier way of doing her
job. He says that this is the way they all do it. What
should Jane do?

1. thank him. Tell him she'll do it that way as soon as
the boss stops watching her.
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19. (continued)

2. do it the way her co-workers do it. If the boss says

anything she can tell him she couldn't keep up the
other way.

3. do it the way her co-workers do except when the boss
is around.

4. tell her co-worker, "Thanks, but I'll just keep doing
it the boss's way. There must be a good reason for
doing it his way."

5. ask the boss if it is all right to do it the way the
others do.

20. Bill's new on the job. His mother is of Polish descent.
At break one of the guys, Joe Bonomo, starts telling "Polish
jokes." Bill doesn't like it. What should Bill do or say?

1. not say anything. After he gains acceptance he can
make his feelings known.

2. tell Joe, "I'd think that was funny if I wasn't Polish."

3. tell a joke about Italians because Joe is probably
Italian.

4. get up and walk away.

21. On Friday, Mary was told in confidence by the personnel direc-
tor of her company that she was selected to fill a job she
had applied for. The new job involved a transfer to the
district office in a community fifty miles away. Mary and
her husband celebrated the promotion and began looking at
apartments midway between the two communities. They called
Mary's parents and spread the good news. A week later, the
personnel director caught Mary in the hall and told her the
promotion was off. The district manager had changed his mind
and decided to promote someone within his own office. Mary
was understandably very hurt. What should Mary do?

1. tell the personnel director how hurt she really is.

2. say nothing but begin looking for a new job.

3. write a letter to the district manager stating her feel-
ings about the unfair treatment she believes she has
received.

4. take the day off.
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21. (continued)

5. say nothing to the personnel director or district
manager but let her "hair down" with her co-workers.

22. All the office staff at Etna take a little extra time at
breaks and lunch hour. A fair amount of socializing also
goes on. Chris is certain she is no worse than any of the
other workers. She has just been reprimanded by her imme-
diate supervisor. What should Chris do?

1. assume she's being the scapegoat and go on behaving as
before knowing that she can't be fired because it would
be discriminatory.

2. cool it for awhile.

3. inform her co-workers of her supervisor's remarks and
organize an informal boycott.

4. ask to be transferred.

5. explain to her supervisor that she thinks he has been
unfair because her behavior is standard for the com-
pany.

23. It is the busiest time of the year at the plant where Joe
works. Joe's company has a policy of granting personal
leave for deaths in the family but not for friends or asso-
ciates. One of Joe's very close friends has suddenly died.
Joe thinks that he has to attend the funeral. Joe considers
the following options:

1. call in sick, he hasn't used any sick leave in two years.

2. call in and say that there has been a death in the
family and he is taking off for the funeral.

3. call the boss, explain how he feels, and request the
time off.

4. go in to work to see how things are. If things are
going well ask for time off for the funeral. If not,
stay at work.

a. Which would most likely cause the least problems
for Joe's boss?

b. What should Joe do?
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24. When Sue was hired as a bookkeeper she was told that

straightening out the books would require a lot of

effort but that if she did it she would get a raise.

She did it, but the company is not currently in good

financial condition. Sue has not received a raise nor

has her boss mentioned anything about it. What should

Sue do or say?

1. begin dropping hints like coming to work dressed in

raggedy old clothes and telling people if asked about

her dress "I can't afford better clothes."

2. do nothing--the company's temporary financial condition

is enough explanation. When things are better she

should ask for a raise if she doesn't automatically
get it.

3. confront her boss directly with his promise and ask

for the raise.

4. begin looking for another job.

5. stop working so hard.

25. The owner of the food store which Robert manages is an

alcoholic. As a result, Robert has been taking on more

of the day-to-day responsibilities of running the store.

At a Chamber of Commerce luncheon, an executive at a larger

chain store for whom Robert would like to work asks Robert

if his boss is still drinking heavily. How should Robert
respond?

1. "Yes, he's drinking quite a bit and I've had to take

over most of the responsibilities of running the

store."

2. "I really can't say. Mr. Larson (the owner) has de-

cided to be less involved in the daily operation of

the store. As a result I've had little contact with
him. "

3. "I wouldn't want to say anything one way or the other.

If he is, the business hasn't suffered any."

4. "Please don't repeat this, but his drinking has become

a problem. He's such a nice man though and I've been

able to cover for him pretty well."

5. "This is the first I've heard of a drinking problem.
You've probably just heard a rumor started by someone

who doesn't like him."
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26. 1. Al is the fastest worker on the line, he does his work

well. He's not easy to get along with and is intoler-

ant of mistakes by others. He snarls a lot.

2. Bill is an average worker, he gets his job done but

not any faster or better than anyone else. Bill does
his work with a smile. He gets along with everyone.

3. Carl does his best work when the boss is around. He

goes out of his way to "polish the boss's apple." He
gets along alright with most of the other workers but
some people think he has a big mouth.

4. Dave is the most popular guy in the plant. He's got
a joke for every situation. When he wants to he can
work as fast as Al.

a. Assume all the men above had equal longevity and
there was a down turn in the business's cycle.
Who do you think would be laid off first:
second: third: fourth:

b. Assume business is good and the foreman of the men
above is promoted. He is asked to recommend one
of them for his foreman's job. In recommending
people for his former position who do you think
he would recommend first: second:

third: fourth:

27. Susan works in a small upholstery shop. Her employer handles

all the orders. The business has been growing. The employer
has been continuing to promise customers that orders will
be ready in a few weeks despite increased work. Susan is
working as hard as she can to keep up but she is getting worn
out from the pressure. What should Susan do?

1. begin looking for another job. Her boss is taking
advantage of her.

2. slow down to a normal pace. If the orders aren't ready,

the employer will learn to set longer time limits.

3. tell her boss that she can't keep up with the pace.

4. continue to work hard. If the business continues to

do well, she can ask for a raise or an assistant.

28. Jack knows his boss is a terrible speller. Jack's boss gives

him a letter to type and tells Jack that he should get it
out as quickly as possible. Jack notices that the spelling
on several of the words doesn't seem quite right. What should
Jack do?
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28. (continued)

1. look up these words in the dictionary even if it takes

longer.

2. just do as he's told and type the letter as it's written.

3. take the letter into his boss and ask him if the spell-
ing of the words in question is correct.

4. type the letter as quickly as possible and change those
errors he's sure of.

29. Mary works as a bookkeeper in a busy health clinic. Her
supervisor tells her that the regulations regarding insurance
billings have been changed and she explains how Mary should
follow the new regulations on future statements. As Mary
reviews the regulations, she realizes she is still confused
over several of the changes. Because Mary's supervisor is
already irritable concerning the changes which must be made,
what should Mary do?

1. continue to review the regulations and try to recall
her supervisor's explanation of the necessary changes.

2. tell her supervisor she is confused and ask her super-

visor to repeat the instruction so she won't make any
mistakes.

3. make a list of questions and bring these to the super-

visor after she reviews the regulations.

4. do the job as best she can and not bother her supervisor.

30. Pete has been employed at Basic Industries for six months as
an inventory clerk. He's mastered his job and finds it bor-
ing. He works alone and has a lot of time when he's not
busy. What should Pete do about his situation?

1. try to figure out a better, more effective way of doing

his job.

2. ask his boss for a different job.

3. do his job quickly and use the time when he's not busy
to study for other more interesting work.

4. finish his work and ask the boss for other things to do.
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31. Joanne was given a long list of names and addresses by her
boss. Joanne was asked to send an advertising brochure to
each person on the list and mail the brochures on her way
home from work. Upon arriving home that night she realizes
she left the completed letters on her desk. Joanne has a
date she has to prepare for. What should Joanne do?

1. return to the office and get the letters.

2. go in early the next day and mail the letters. They

probably would get to the recipients just as quickly.

3. call her employer and ask him if she can mail them the
next day.

4. say nothing and mail them on the way home the next day.

32. Phil has been working at ACE Tire Company as a salesman for
two years. Six months ago, a new store manager was hired
to replace Phil's boss. The new manager has an abrupt man-
ner and frequently puts Phil down in front of the other work-
ers. As a result, Phil dreads coming in to work each morning
and has begun to drink quite a bit at home. What should Phil
do'?

1. quit. No job is worth being degraded and hurting your
family life.

2. begin looking for a new job, but stay at ACE Tire until
he finds one.

3. talk to the manager and let him know his comments are
upsetting.

4. try to avoid contact with the manager as much as possible.

33. Jerry is a new worker at Etna. He shares an office with Will.
Will plays a radio all the time. What is worse he has it
tuned to Country and Western music which Jerry can't stand.
Jerry likes classical music. Jerry has asked Will if he will
turn the radio off when Jerry is in the office. Will: says
no, that rank and seniority has its privileges. What should
Jerry do?

1. complain to the supervisor and ask to be moved to a
different office.

2. bring in his own radio and play classical music.

3. put up with it until he is established and then ask to
be moved.
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33. (continued)

4. loosen a tube in Will's radio when he's out of the
office.

5. tell Will he is going to complain to the supervisor
if Will keeps playing his radio.

34. Sam normally is a "dude" - a fashion plate. However, Sam
dressed in a conservative suit and tie during his job inter-
view. He was hired. Once on the job, he found out the com-
pany has a very conservative attitude on appearance. What
should Sam do?

1. go ahead and dress in his own distinctive style making
sure he's neat and clean.

2. follow the company line, it's the best way to get ahead.

3. start looking for another job. If the dress code is too
conservative, the company probably is.

4. follow the company line in principle but gradually find
room for individuality.

35. Beatrice has been working at Acme for 3 months. She enjoys
her work and tries to work hard. Jane, one of her co-workers,
doesn't. Jane is constantly coming around to tell Beatrice
stories about her personal life, dates and so on. Beatrice
wants to get along with her co-workers and doesn't want to
hurt Jane's feelings. What should Beatrice do or say?

1. pick up the phone when Jane comes around and pretend to
be making a business call.

2. pick up papers she is working on and tell Jane she has
to get this done in the next hour.

3. ask Jane if they can't talk over personal matters at
lunch sometime, or after work.

4. put a do not disturb sign on her desk.



EMPLOYABILITY INVENTORY

(Form B)

Job Getting

1. There has been a down turn in the business cycle. Judy has
just completed training in computer science. What is the
quickest way for Judy to try to find a job in her field?

1. personally contact employers who hire people for the
job Judy wants.

2. call friends and relatives and see if they know of
any openings.

3. check the want ads.

4. register with the school placement office and Job
Service.

2. Anne returned to school after her husband died. She has com-
pleted her training in retail marketing. She has had no paid
employment experience but has been involved in community vol-
unteer work. In writing her resume what should she include
under experience?

1. make up experiences which she could say she held before
marriage. (They're too far back in time for the em-
ployer to check out).

2. list no work experience and focus on academic accomplish-
ments.

3. list her community work just as it is usually known,
e.g., Girl Scout leader.

4. talk about her volunteer experiences in the language
of the job market (instead of Girl Scout leader, say
"community youth coordinator").

3. Geraldine just completed training for work as a data proces-
sor. She is anxious to obtain employment but wants to check
out as many companies as possible. She decides to send out
letters of inquiry. In putting together a list of employers,
what or whom should she consult?

1. the state Job Service.

2. the reference librarian at the public library.
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3. (continued)

3. the want ads in the Sunday edition of the local news-

paper.

4. the yellow pages of the local telephone directory.

4. Jim has an interview for a mechanic's job at Joe's garage.
How should he dress for the interview?

1. wear his Sunday best.

2. wear work clothes that show he's not afraid of a little

grease and grime.

3. find out what other applicants have worn and wear the
same.

4. wear work clothes that are neat and clean.

5. George is completing a letter of application to the Atlantis
Corporation. He really wants to be considered further for
the job. He is not quite sure how to conclude his letter.
What should he write as a complimentary closing?

1. "Thank you for any consideration you give my applica-
tion."

2. "I know you will not regret considering me further."

3. "Thanking you in anticipation of further consideration."

4. "I know I will be able to serve you and your company
well."

6. Jane has a job interview at 10:00 A.M. across town. It
generally takes Jane about 30 minutes to travel the dis-
tance between her home and the place where the interview
will be conducted. What time should Jane leave her house?

1. 8:45

2. 9:00

3. 9:15

4. 9:30
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7. May has just graduated and has job interviews lined up each
day of the week. Monday, ,on the morning of her first job
interview, May wakes up with a head cold. Her interview
is at 8:30 A.M. It takes 45 minutes to get there and the
company is open for business at 8:00. What should May do?

1. go back to bed. Her health is more important than the
interview. She has the others to fall back on.

2. call the employer's secretary at 8:00. Explain her
illness and ask the secretary to try to arrange another
appointment at a later date.

3. stay up till 8:30 to call the employer directly and ask
to arrange another time.

4. go to the interview.

8. Pete is filling out an application blank for a position at
Acme Building. He has never worked in the building trades
before. The blank asks, "list three references." Pete has
a "personal data sheet" which he put together to help him
during the application process. On it he has nine people
listed as possible references: three former employers, two
prominent businessmen who know him, three teachers and the
pastor of his church. All will give him good references.
Which three should Pete list?

1. his three former employers. Even though the work was
not related they can attest to his work attitudes and
behavior.

2. his last employer, one teacher and the pastor. The
last employer can tell about his work record. The
teacher can tell about the skills he has learned and
the pastor can attest to his character.

3. the three teachers. They can best attest to his train-
ing for the job.

4. the two businessmen and his last employer. The owner
might know either of the businessmen and this could
work to his benefit. The former employer can attest
to his work record.

9. Jane is applying for a stenographic position at a new law
office. The receptionist has just taken her in to interview
with Jack Brown, the attorney who would be her boss. The
receptionist has not introduced her. What should Jane do?

1. offer to shake hands and say, "I'm Jane Doe. I'm apply-
ing for the stenographic position."
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9. (continued)

2. wait, and take her cue from him. He may already know
her name and he may not want to shake hands.

3. sit down quietly and let him take the lead.

4. remain standing and say, "I'm Jane Doe. I'm here about
the stenographic position" and wait for him to offer to
shake hands.

10. In the middle of his interview the interviewer suddenly asks
John if he has a police record. Five years earlier John,
as a juvenile, was charged with breaking and entering. The
interviewer appears to be anxious about John's response.
What should John say?

1. "No! My record is clean."

2. "No, outside of one minor incident back in my early
teens."

3. "Yes, I do. I was picked up for breaking and entering
when I was fourteen."

4. "Legally you're really not supposed to ask that question."

11. Joan is interviewing for a position in the accounting depart-
ment at the Lion Company. After telling Joan some general
things about the company and the job duties, the interviewer
asks Joan if there is anything she would like to ask. Joan
would like to know about pay, fringes, security, promotion
policies and so on. To create the best impression what
should Joan ask about first?

1. salary.

2. fringe benefits.

3. job security.

4. opportunities for advancement.

12. Joe is interviewing for a job as a maintenance mechanic at
Bill's Supply Company. During the interview he is asked why
he would like to work for this company. How should Joe re-
spond if he wants to make a good impression?

1. "It's close to home and I'd like to remain in this area."

2. "I've heard that there is excellent job security here
and I'm interested in staying in one place."
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12. (continued)

3. "I know the wages are good and that is important to me."

4. "I know this company is a leader in the mechanic tool
supply business."

13. Jack has worked for Acme Corporation for five years as a
sales representative. He has improved his position each
year. A new sales manager has been hired. He and Jack
don't get along. Jack is now interviewing with a new com-
pany for a similar position. The interviewer asks Jack why
he is considering leaving Acme. What should Jack tell him?

1. "To be frank, Acme has hired a new sales manager. With
him in control I don't think I can continue to progress
at the rate I have in the past."

2. "While I have made progress at Acme, I'm interested in
finding a company where I can advance at a faster pace
if my work warrants it."

3. "For me to represent a company I have to be enthused
about that company. That is no longer true for me at
Acme."

4. "I think that I need a change. I have worked at Acme
for five years and would prefer trying my hand in a new
company with new lines."

14. Bridget is applying for a job as an insurance underwriter
trainee at the Happy Health Insurance Company. She filled
out the application blank. Now they want her to take an
interest test and a personality test. If she really wants
to get the job, how should Bridget respond to the questions
on these tests?

1. try to answer the questions as honestly as possible.

2. try to think of the kinds of interests and type of per-
sonality an underwriter typically would have, and answer
in this manner.

3. try to answer the questions like "Ms. Silent Majority"
or "Ms. Average America" should.

4. refuse to take the tests because these types of tests
have nothing to do with her ability to perform the job.
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15. Sarah realizes that the interviewer is ending the interview.
It seems that things have gone well. She thinks that she
may be offered the job. The interviewer says that she will
call Sarah the next day to let her know. No mention has
been made of salary or fringe benefits. What should Sarah
do?

1. say, "Excuse me but one thing I forgot to find out was
what the salary would be."

2. not ask, it may leave a bad impression. She can assume
fringes and salary will be normal for this line of work
or the interviewer would have mentioned them.

3. not ask, it may leave a bad impression. She can ask the
receptionist, "I forgot to find out about the salary
range and fringe benefits, can you tell me anything
about it?"

4. not bring it up now, but if the interviewer calls to
tell her she has the job she should ask then about
salary and fringe benefits before she accepts.

16. Rachel has been through an extensive job search and a long
series of interviews. She has been given four firm job
offers. After much consideration she decides to accept the
offer from Paradise Company. She is not quite sure what to
do about the other three offers. What do you think Rachel
should do?

1. call each of the others, thank them for their offer
and tell them of her decision.

2. do nothing. She's a beginning worker and in a tight
job market. They have many other candidates they can
offer the job to.

3. write each of the other companies, thank them and tell
them of her decision.

4. first call each of the other three companies and then
write them as well.

17. a. Pat is applying for a job as a Management trainee at
the personnel department of ACE Tool & Die. Pat has
determined that he possesses the positive selling points
listed below. Check Pat's four best selling points.
(Use an X)

Training in the area Vocational School

Average grades in school
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17. a. (continued)

Good attendance record in school

Class secretary

Previous volunteer work in hospital

Member of Junior Achievement in high school

Good reference from previous employer

Careful and cautious in following instructions

Neat and orderly

Neat appearance

Good conversationalist

Respectful of authority

Pleasant disposition

b. Mark Pat's four best selling points if he were applying
for a job as a welder. (Use an 0)

Job Keeping

18. Jim works at Ace Assembly in a work team of 20 people. A
large order has come in from a big manufacturer. Everyone is
getting pretty tense about meeting the deadline for delivery
three hours from now. Jim notices he is so tense that he
keeps making careless mistakes. What should Jim do?

1. take a break and try to calm down.

2. tell the others he's jumpy and suggest that maybe they'd
be better off without his help.

3. slow down his pace so he makes fewer mistakes.

4. ask the boss if he can't change jobs with someone else.

19. Jim, a new employee, is assigned to share an office with Art,
a veteran employee. Art has the habit of listening to the
radio while he works which Jim finds very distracting. What
should Jim do?

1. ask the supervisor if he could share an office with
someone else.
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19. (continued)

2. grin and bear it.

3. ask Art if he'd mind turning the radio off when Jim's
in the office.

4. turn it off and tell Art he can't concentrate on his
work when it's playing.

20. Bob works at the Acme Assembly Plant. He's new there. He's
been invited to join several of his co-workers who stop at
Nick's Bar & Grill after work. It is their practice to take
turns at buying rounds of beer. Bob has diabetes and can't
drink beer. He has to drink diet pop and he'll have to skip
half of the rounds. What should Bob do?

1. take his turn at buying a round even though he doesn't
drink beer.

2. insist on paying for his own pop and not get into the
rounds.

3. avoid the issue by not stopping at Nick's.

4. let the others buy the rounds.

21. Zeke is new at the plant. He's worked there two weeks. His
co-workers led by Al are constantly needling him and playing
"dirty tricks" on him, like hiding his lunch bucket, his coat
and things like that. He's had it. What should Zeke do?

1. report Al and his friends to the foremen and the union
steward.

2. grin and bear it. It's probably customary treatment of
a new worker.

3. smack Al in the mouth the next time he says or does
something.

4. retaliate with some tricks of his own on Al.

22. Bud has been working at Badger Insurance Company as an account
trainee for three months. They are a conservative company.
While driving to work one morning, Bud notices that he for-
got to shave. What should Bud do?

1. stop off at a drugstore and pick up a razor even if
he's late.

2. tell people that he uses an electric razor and the power
went out at his house.
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22. (continued)

3. if someone comments, suggest he's growing a beard.

4. just tell people he forgot to shave.

23. Several people in the office are fed up with the bossy atti-
tude of the new supervisor. Mel agrees with these people
that the supervisor has a rotten way of treating people,
but Mel is not particularly upset about it. Mel's co-workers
ask him to sign a petition requesting that the supervisor's
behavior be reviewed by the office manager. What should Mel
do?

1. sign the petition.

2. refuse to sign the petition.

3. stall. Tell the other workers he wants to think about
it.

4. volunteer to talk to the supervisor for the other workers.

5. try to talk the others out of the petition.

24. Tim works in a small machine shop. Each of the three employees
performs different tasks. Tim's boss is very busy and rarely
available to give Tim clear direction on how he should do his
job. As a result, Tim is never sure whether his work is satis-
factory or not. What should Tim do?

1. assume he's doing all right. Otherwise his boss would
tell him to improve.

2. ask his boss if they could sit down sometime and review
his performance.

3. write any questions he has on a slip of paper and leave
these on his boss's desk for response.

4. begin to take his work into the boss for approval.

25. Like most of the other secretaries in her office, Debbie
doesn't like her boss. Her boss is having a Tupperware party
and has invited the secretaries to attend. Most of the secre-
taries do not want to attend. At lunch that day, the other
secretaries ask Debbie's opinion on what they should do.
What should Debbie suggest?

1. they go unless they want to make things worse for them-
selves around the office.
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25. (continued)

2. they go. Even is she's a pain in the neck, her boss
does have feelings too.

3. each follow her own conscience about going.

4. they not go or they'd be hypocrites.

26. Judy has been employed for about six months at Helpful Finance
Corporation. She knows she's polite to customers, she does
her best. Her co-workers tell her how good she is compared
to the person she replaced. She thinks she has been nice to,
and respectful of, her boss. However, he criticizes her every
little mistake and not those of other workers. She thinks he
watches her every move. She thinks he is being unfair. What
should Judy do?

1. ask for a meeting with her boss and tell him her feel-
ings.

2. begin looking for another job. Six months on the job is
a long enough time for him to realize her ability.

3. go on being polite to customers and doing her job well,
but give her boss a taste of his own medicine.

4. go out of her way to be polite and nice to her boss.

27. Dennis works for the library's bookmobile. The library has
a rule that no one is to check out a book on someone else's
card. Dennis overhears a woman volunteer to check out a book
for a young boy she knows who has forgotten his card. What
should Dennis do?

1. refuse to check out the book and tell the woman of the
library's rules.

2. mention the rule to the woman, but tell her he'll make
an exception this once.

3. check out the book and pretend he didn't hear the con-
versation.

4. offer to hold the book while the boy goes home to get
his card.

28. Joe is one of the lead mechanics at a new car dealership.
He likes his work but not his job. There is a lot of turn-
over in the service department. Other mechanics and service
people agree that the service department is poorly run and
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28. (continued)

the service manager is at fault. It appears to all that the
owner ( general manager) thinks very highly of the service
manager. Joe's work is beginning to suffer. What should
Joe do?

1. talk to the owner even though he doesn't think the owner
will do anything about it.

2. try to get all the workers in the service department to
sign a petition which outlines their grievances and
send this to the owner.

3. begin looking for another job before he does anything
which might affect the references he would get from the
owner and service manager.

4. make a list of suggestions and take them to the service
manager to discuss with him.

29. Terry is a receptionist for a personnel director at a manu-
facturing plant. Terry must leave promptly at 5:00 p.m. each
evening in order to pick up her child at the baby sitter's.
At 5:00 one evening, the personnel director is still in a
meeting with an important company executive. Another person
is still waiting in the reception area for his appointment
with the personnel director. What should Terry do?

1. leave at 5:00. She has a responsibility to her sitter.
She can ask the person waiting to go on in when the execu-
tive leaves.

2. interrupt the meeting and explain that she must leave and
tell the personnel director that someone is waiting to
see him.

3. suggest that the person waiting return in the morning
since it is closing time.

4. call her sitter to tell her she'll be late and wait 20
minutes longer before leaving.

30. The President of Ace Tool & Die was scheduled to take a plant
tour beginning at 8:00 in the morning. Jake's supervisor was
very concerned that everything should go smoothly during the
tour. He wanted everyone to come in a little early to pre-
pare for the tour. Jake either forgot to set his alarm clock
or slept right through it. He woke up 45 minutes later than
usual. There is no way he can make it on time. He considers
doing each of the following:
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30. (continued)

1. call in, say that he's at a filling station with car
trouble, and that he will get there just as soon as he
can.

2. call in sick, his presence isn't crucial to the running
of the plant.

3. get to work as fast as he can and tell the boss when he
gets there that his delay was unavoidable.

4. call in, tell the truth, and say that he will get there
as soon as possible.

a. If you were Jake's boss which excuse or alternative
would upset you the least?

b. What should Jake do?

31. Emily's supervisor is responsible for preparing an annual
evaluation of all his employees. Her ratings from him were
considerably lower than she felt she deserved. As a result,
her salary increase will be less than she thought it would
be. What should Emily do?

1. begin looking for a job somewhere else where her abili-
ties will be appreciated.

2. talk it over with her supervisor and explain her point
of view.

3. discuss it with her supervisor's boss.

4. work harder next time.

32. Andy works for a large automotive repair dealership. The
shop supervisor distributes a list of instructions for the
repair workers to follow on the 5,000 mile check up. Andy
figures that if he follows these directions the job will
take him twice as long as it does now. What should Andy do?

1. follow his old procedures. He's never had any customer
complaints and he can do more cars in less time.

2. follow the new procedure if that's what the boss wants.

3. ask the supervisor to observe his way of doing it.

4. write out his way of doing it and ask the boss if this
is an acceptable procedure.
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33. Jim works as a department head in a large insurance com-
pany. Jim has always been an easy going supervisor and has
not been strict regarding the length of lunch hours or
breaks. As a result, Jim's employees have liked working for
him and are willing to put in overtime when necessary without
pay. The manager in Jim's firm, however, tells him that the
company is tightening up its policies concerning lunch hours
and break times. What should Jim do?

1. tell the manager that his department will not follow the
policy.

2. inform his staff of the tighter company policy and sug-
gest that it will probably be to their benefit to fol-
low it.

3. explain the policy to the staff but suggest that if they
are careful they can probably avoid trouble with the
company.

4. tell the staff that he does not agree with the policy
and will back them up if one of them should get in
trouble.

34. Joan and Bill work together in a small television repair
shop. Bill is a very slow worker and frequently Joan has to
help him so that he can complete the repairs on time. Bill
has never mentioned Joan's helpfulness to the boss who has
assumed Bill has been doing all the work himself. What should
Joan do?

1. tell the boss she's been doing some of Bill's work. She
might even get a raise.

2. stop doing Bill's work and just do what she's paid to do.

3. suggest to Bill that he tell the boss he's been given
too much work to do.

4. continue helping Bill. It's not his fault he's slow.

5. suggest to the boss that they get paid on the basis of
jobs completed instead of a flat hourly rate.

35. 1. Al is the fastest worker on the line, he does his work
well. He's not easy to get along with and is intoler-
ant of mistakes by others. He snarls a lot.

2. Bill is an average worker, he gets his job done but not
any faster or better than anyone else. Bill does his
work with a smile. He gets along with everyone.
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35. (continued)

3. Carl does his best work when the boss is around. He
goes out of his way to "polish the boss's apple." He
gets along alright with most of the older workers but
some people think he has a big mouth.

4. Dave is the most popular guy in the plant. He's got a
joke for every situation. When he wants to he can work
as fast as Al.

a. Assume all the men above had equal longevity and
there was a down turn in the business's cycle. Who
do you think would be laid off first:''''
second: ____third: fourth: ~~~~~

b. Assume business is good and the foreman of the men
above is promoted, He is asked to recommend one of
them for his foreman's job. In recommending people
for his former position who do you think he would
recommend first: second: third:'-'
fourth:



FIRST LETTER OF TRANSMITTAL

Dennis W. Engels, Ph.D. North Texas
Assistant Professor of Education State

University
David E. Foster, M. A. Denton, Texas
Principal Researcher 76203

Counselor
Education

Dear Colleague,

Because of your experience and expertise in directing one of the
pilot programs in teaching employability skills to students at
your school, we would like to ask for your professional advice
and opinion as part of a related study. We hope you will cooper-
ate and we will be pleased to send you a copy of the findings of
our study. As part of the pilot project at Denton High School,
we are using the attached Employability Inventory as a means of
assessing student learning of employablity skills. The inven-
tory and rating scales have been developed based on a study in
another state and we are attempting to assess its value for this
project. Results of this study will be used to evaluate and pos-
sibly modify the present pilot employability skills program here
at Denton. Results will also be reported to the Advisory Council
for Technical-Vocational Education in Texas. Will you please
help?

We are particularly interested in your professional opinion as to
the effectiveness of the attached Employability Inventory in terms
of how well items on the inventory measure what students in your
program are learning about employability skills. You are being
asked to review the inventory by rating each item on the basis
of its being representative of the content of your employability
skills program. Your help in this study will provide valuable
information for determining and enhancing the usefulness of the
inventory.

As a related matter of interest, will you please indicate the
number of students in each of the categories listed on the at-
tached sheet? If you will also check the blank requesting a list
of our findings, you will receive them by mail as soon as they
are available.

Your help in this important study will be greatly appreciated.
Will you please complete your ratings at your earliest possible
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convenience and return the inventory in the enclosed stamped self
addressed envelope? Any comments you have concerning the instru-
ment of your pilot program will be most welcome. Thank you very
much for your cooperation during this busy time of the school
year. We wish you success in your project.

David E. Foster

Principal Researcher

Dennis W. Engels, Ph.D.

Assistant Professor
of Education



SECOND LETTER OF TRANSMITTAL

Dennis W. Engels, Ph.D. North Texas
Assistant Professor of Education State

University
David E. Foster, M. A. Denton, Texas
Principal Researcher 76203

Counselor
Education

Dear Colleague,

A couple of weeks ago you were mailed a copy of the Employability
Inventory and you were asked to rate items on the inventory in
terms ofrtheir effectiveness of measuring what students are learn-
ing in terms of employability skills in your employability skills
program. We are certain you wished to help us with this task by
giving us your professional opinion, but perhaps due to an error
on our part or some oversight, it was overlooked.

As part of the pilot employability skills program at Denton High
School, we are using the attached Employability Inventory as a
means of assessing student learning of employability skills. The
inventory and rating scales have been developed based on a study
in another state and we are attempting to assess its value for
this project. Results of this study will be used to evaluate and
possibly modify the present pilot employability skills program
here at Denton. Results will also be reported to the Advisory
Council for Technical-Vocational Education in Texas. Will you
please help?

Your help in this study will provide valuable information for
determining and enhancing the usefulness of the inventory. As a
related matter of interest, will you please indicate the number
of students in each of the categories listed on the attached sheet?
If you will also check the blank requesting a list of our findings,
you will receive them by mail as soon as they are available.

Your help in this important study will be greatly appreciated.
Will you please complete your ratings at your earliest possible
convenience and return the inventory in the enclosed stamped self
addressed envelope? Any comments you have concerning the instru-
ment or your pilot program will be most welcome. Thank you very
much for your cooperation during this busy time of the school year.
We wish you success in your project.

David E. Foster, M. A. Dennis W. Engels, Ph.D.
Principal Researcher Assistant Professor

of Education
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RATING SCALES FOR THE EI

Please rate each item of the Employability Inventory as to
its applicability to your employability skills program. Rate
the items as follows:

-1 if the item does not seem to measure what is taught
in your employability skills program.

0 if you are unsure if the item measures what is taught
in your employability skills program.

+1 if the item does seem to measure what is taught in your
employability skills program.

ITEM #

1.

2.

3.

4.

5.

6.

8.

9.

10.

11.

12.

RATING

-1

-1

-1

-1

-1

4-

-1

-1

-1

-1

-1

-1

0

0

0

0

0

0

0

0-

0

-0

0

+1

+1

+1

+1

+1

+1

+j
+1

+1+1

+1

+1

-1+
-1 0 +1

97



RATING

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.
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ITEM #

-1 0 +1

I-10+
-1 0 +1

-1 0 +1

-i 0 +1

-1 0 +1

-i 0 +1

-1 0 +1

-i 0 +1

-i 0 +1

-1 0 +1

-1 0 +1

-1 0 +1

-1 0 +1

.-I .1 .0 ls as~- ..... --+.1



RAT ING

-1 0 +1

-1 0 +1

-1 0 +1

-l 0 +1

-l 0 +1

-1 0 +1

29.

30.

31.

32.

33.

34.

35. 0 +1

Check if you wish the results sent to you.

Comments:

ITEM #
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REQUESTED DEMOGRAPHIC DATA

Name of your high school:

Please indicate the number of students in each of the cagegories
listed below.

Total number of vocational education students in your program._

Of this total, how many are males?'
Of this total, how many are females?

Of this total, how many are black?''
Of this total, how many are Mexican American?'
Of this total, how many are white? ~~~
Of this total, how many are other than those categories listed

above?_'

Please return the rating scales and the sheet requesting the
demographic information in the self addressed stamped envelope
you have been provided. You may keep the copy of the Employability
Inventory. Again, we thank you for your interest and time in this
enJeavor.
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TABLE XIV

CONTROL GROUP SUBJECT BREAKDOWN

CLASS MALE FEMALE TOTAL
Health Occupations 1 4 5

Horticulture 7 8
Homemaking.i 9 10
Agriculture 17 3 20

Total 20 23 43

TABLE XV

EXPERIMENTAL GROUP SUBJECT BREAKDOWN

CLASS MALE FEMALE TOTAL
Auto Mechanics 12 0 12
Commercial Art 2 7 9
Metal Trades 4 0 4
Auto Body 5 0 5
Cosmetology 0 11 11

Total 23 18 41
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