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This course is designed to introduce students to the fundamental attitudes, behaviors, and 
habits needed to obtain and maintain employment in their career choice and make career 
advancements.  Students will participate in school-based learning activities including work 
ethic development, job-seeking skills, decision-making skills, and self-management.  
Students will be involved in on-campus vocational training activities such as school 
factories, work-based enterprises, hands-on vocational training in Workforce Development 
Education courses and the operation of small businesses.  Formal career planning and 
development of knowledge regarding transition planning begins in this course and continues 
throughout the strand of Occupational Preparation courses 

Strands: Self-determination, Personal Management, Interpersonal Relationship Skills, 
Career Development, Job Seeking Skills, and Job Performance. 

Competency Goal 1: The learner will develop self-determination skills for 
participating in transition planning and making a successful adjustment to adult 
life. 
 
1.01 Explains the terms self-determination and self-advocacy and relates these 

concepts to personal rights and planning for the future. 
1.02 Develops the self-awareness needed to identify personal traits and attributes 

affecting success in the following activities of adult life: 
   Self-concept 
   Self-confidence 
   Strengths and weaknesses 
   Expression of emotions 
   Acceptance of praise 
   Acceptance of criticism 
   Personal social skills 
   Accommodations and modifications needed due to disability 
   Positive characteristics 
   Listening skills 
   Problem-solving skills 
1.03 Identifies the information provided through evaluations and assessments and 

applies the information to transition and career planning. 
   Aptitudes 
   Temperaments 
   Attitudes 
   Values 
   Lifestyles and preferences 
   Learning styles 
   Functional academic skills 
   Health and medical issues 
1.04 States the major concepts and strategies in career planning: 
   Post-secondary outcome goals 
   Dreams and visions 
   Active listening 
   Strategic planning for goal achievement 
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   Interagency teams (e.g. Appropriate service providers as team members) 
   Negotiation 
   Compromise 
   Independence and accompanying responsibilities 
   Decision-making and choice-making 

 
Competency Goal 2:  The learner will actively participate in career development 
activities (e.g. awareness, exploration, and planning) to determine a career goal. 
 
2.01 Defines terms related to vocational training (e.g. apprenticeships, cooperative 

education, job shadowing, on-the-job training, internships) 

2.02 Identifies major benefits of employment along with specific advantages and 
disadvantages of certain careers. 

2.03 Identifies various sources of occupational information and strategies for 
accessing information. 

2.04 Develops an awareness of things to be considered when making a career 
pathway choice: 

   Occupational interests 
   Job possibilities in areas of interests 
   Required training or education 
   Salary ranges 
   Working conditions 
   Job requirements 
   Employee and environment match 

2.05 Participates successfully in multiple school-based activities to complete the 300-
hour requirement for the Occupational Course of Study by graduation: 

   Vocational assessment activities 
   School factories 
   School-based enterprises 
   Hands-on vocational training in Workforce Development Education courses 
   Job fairs 
   Vocational rehabilitation work adjustment training 
   Job clubs 

 
Competency Goal 3:  The learner will develop the job-seeking skills necessary to 
secure employment in the chosen career pathway. 
 
3.01 Define terms in various employment and career related areas: 
   Job applications 
   Job interviews 
   Orientation and training 
   Salary and benefits 
   Career advancement 
3.02 Identifies and describes job search strategies: 
   Job listings 
   Employment security commission 
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   Employment agencies 
   Family and friend network 
   Vocational Rehabilitation counselor 
   Career guidance counselor 
   Internet 
   Yellow pages 
   Want ads 
   Help wanted signs 
   Teachers 
   Direct application 
3.03 Understands the process for obtaining and completing job applications. 
   Steps for requesting an application 
   Parts of an application 
   Required information 
   Optional information 
   Timeliness 
   Neatness, legibility, and accuracy 
   Submission of an application (traditionally and electronically) 

 
Competency Goal 4:  The learner will develop the work behaviors, habits, and skills 
in the area of personal management needed to obtain, maintain, and advance in 
chosen career pathway. 
 
4.01 Develop a work ethic based on understanding the importance of work: 
   Work personality 
   Rewards of working 
   Contributions to society 
   Expectations of the world of work 

4.02 Identifies personal hygiene and grooming skills appropriate for chosen career 
path and their importance to successful employment: 

   Grooming products and their usage 
   Work wardrobe 
   Seasonal wear 
   Hair care 
   Dental care 
   Body care 
   Skin care 

 
Competency Goal 5: The learner will develop the work behaviors, habits, and skills 
in the area of job performance needed to obtain, maintain, and advance in chosen 
career pathway. 
 
5.01 States the need for abiding by rules, procedures, and regulations in the 

workplace and identifies rules common to a variety of occupations. 
5.02 Explains basic safety rules applicable to a variety of workplace situations: 
   Basic safety guidelines 
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   Use of safety equipment 
   Notification of safety issues 
   Warning signs 
   Use of hand and power tools 
   Use of equipment 
   Lifting 
5.03 States the purpose and responsibilities of the Environmental Protection Agency 
5.04 Acquires knowledge of environmental-related issues: 
   Poisons and appropriate usage/ disposal 
   Cleaners and appropriate usage/ disposal 
   Combustibles and appropriate usage/ disposal 
   Trash disposal 
   Hazardous materials and appropriate usage 
   Recycling 

 
Competency Goal 6:  The learner will develop the interpersonal relationship skills 
needed for success in the workplace. 
 
6.01 Defines the terms friend, co-worker, supervisor, and customer. 
6.02 Recognizes the importance and desirable characteristics of workplace friends. 
6.03 Describes appropriate social amenities, social routines, conversational topics, 

and language for a variety of workplace situations: 
   Introductions 
   Greetings 
   Farewells 
   Compliments 
   Apologies 
   Requests 
   Break time 
   Same sex conversations 
   Opposite sex conversations 
   Questions/comments from co-workers and supervisors 
   Humorous situations 
   Requests for permission 
   Interruptions 
   Casual conversation 
   Work-related conversation 
6.04 Identifies appropriate body language, body space, voice tone, volume, and 

attitude during social interactions in the workplace: 
   Introductions (e.g. Shaking hands, voice tone, body posture, eye contact, etc.) 
   Conversation 
   Customer interactions 
   Coworker interactions 
6.05 Explains methods of demonstrating cooperation, camaraderie, cheerfulness, and 

empathy in the workplace: 
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   Attitude 
   Conversation 
   Gestures 
   Tokens of helpfulness 
   Expressions of concern/ sympathy 
   Recognition of special occasions 
   Written greetings/ condolences 
   Company sponsored recreation and social events 

 


