


CONSIDER THE JOB           Step 4
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Planning the First Step:                      Step 1


Explore Options the Second Step:                Step 2


Narrow the Focus the Third Step:                 Step 3

                           

Survival Skills. Young women are most likely to succeed in nontraditional occupations when they are prepared for the cultural challenges they will face in traditionally male-dominated fields and have developed successfully coping skills for the isolation and discrimination they will likely encounter. Components of survival skills workshops include:


1.  Developing allies and mentors for support


2.  Accessing women’s support groups and associations


3.  Techniques for responding to peer teasing


4.  Diffusing verbal/physical harassment


5.  Legal rights and consequences

Survival skills workshops also benefit men by expanding their awareness about problems women face in the workplace.

Training For Teachers & Counselors. Teachers techniques for overcoming the learning patterns girls and boys often fall into in the classroom which impeded the education of the girls are highly effective in increasing girl’s participation and attainment in math and science classes – such as structured groupings which prevent girls from only serving as the recorder in lab experiments. Training on how to present nontraditional career options to women and sex discrimination and harassment is important for both counselors and teachers.

Parent Involvement. Parents can learn strategies that will support their daughters’ achievement in math and science education and their pursuit of career clusters in TTS. Examples include enrolling their daughters’ in out-of-school math and science programs and encouraging their daughters’ use of computers.


· Include women in TTS occupations and their representatives on state, regional

   and local advisory councils. Hire women instructors in TTS educational areas

· Include workshops on nontraditional employment in Training Institutes. Grant incentives in Requests For Proposals for nontraditional employment and rewards

   for demonstration excellence in equity

· Purchase textbooks, videotapes and posters that portray women in nontraditional occupations

· Collect data that links occupation and gender. Designate nontraditional occupations. Develop performance measures for nontraditional employment.

Institute for Women in Trades, Technology & Science (IWITTS)  
3010 Wisconsin Avenue  NW, Suite E-10, Washington, DC  20016

202-686-7275   WWW.iwitts.com,  E-mail: iwitts@aol.com

NONTRADITIONAL EMPLOYMENT

Women employed in nontraditional jobs earn higher wages than women employed in traditionally female occupations.  Nontraditional employment for women is defined as occupations or fields of work where women comprise less than 25% of the individuals employed.  


Outreach To Female Students. Programs have shown that women are interested in nontraditional occupations when they are actively recruited. Recruitment techniques include: presentations by female role models and current female students in trades, technology and science (TTS) occupations; recruitment flyers with photographs of women and their testimonials; a hands-on career laboratory targeted towards women; information about salaries and career ladders.

Effective outreach strategies send the message that women can do TTS jobs, that they will be welcome in school and work-based learning settings and that they will have some female company.

Career Information & Advising. It is important that career information shows women in a wide variety of trades, technology and science occupations. Some education and career information companies have developed a series of products that portray women in a cross sections of nontraditional occupations. Jobs shadowing of a female role mode is especially effective in communicating to women that they can succeed in traditionally male fields.

Math & Science Education. The achievement of girls in math and science coursed declines as their grade level increases. Contextual and experiential learning from the early grade school levels improves math and science attainment for both girls and boys and has been shown to be highly effective in keeping girls in the math and science pipeline.

Math and science courses in the elementary and middle school years are the critical building blocks for upper level math and science classes, school-to-work career clusters in trades, technology and science and post secondary math and science education.

TECHNOLOGY COMPETENCIES       
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An effective worker:

A.  Selects Technology – Chooses procedures, tools or 

      equipment including computers and related technologies

B.  Applies Technology to Task – Understands overall intent

      and proper procedures for setup and operation of equipment

C.  Maintains and Troubleshoots Equipment – Prevents

     identifies, or solves problems with equipment, including

     computers and other technologies 

Myths and Facts About Women & Nontraditional Occupations

There are many myths about whether women can or should work in jobs that are considered nontraditional for them.  Dispel some of these common myths about women working in male-dominated NTO’s with the facts!

· Myth  1. Women are in the labor force to earn some extra spending money.
· Myth  2. Women and men are represented equally in most occupations.
· Myth  3. Jobs in which women are traditionally employed pay salaries comparable to       jobs in which men are traditional employed.
· Myth  4. Certain jobs are “men’s work” and other jobs are “women’s work.”
· Myth  5. Blue-collar work or heavy, physical labor is nontraditional for women.
· Myth  6. Women are not strong enough to do heavy labor.
· Myth  7. Nontraditional jobs are too dirty, noisy and dangerous for women.
· Myth  8.  A woman’s place is in the home, not on a construction site.
· Myth  9. Women won’t like trade work.
· Myth 10. Women will leave a job to get married and have children; therefore, the job    should go to a man who will stay.
· Myth 11. Married women who have husbands to support them should stay home and leave the good paying jobs for men.
· Myth 12. Women on a job site make it difficult for men to concentrate; they are too distracting.
· Myth 13. Women will lose their femininity if they work in a trade.
· Myth 14. Women do not have the mechanical or mathematical aptitude for skilled trade work.
Activity I

As you explore various career paths, be sure and consider how much training or schooling will be required and the amount of math and science that you will need for a specific occupational choice.



Activity II

Thinking about

Employment ? ? ? ?

*High Wage


*High Demand 

Identify the job. _____________




Look at the activities...
WHAT EMPLOYERS LOOK FOR
Listed below are some qualities employers typically mention they are looking for in employees. Imagine yourself as a personnel director who wants to hire a college graduate for his or her firm. What are the qualities you will be looking for in the applicants? Rank order the qualities below using “1” to indicate “most important” and “13” to indicate “least important.”

Qualities

a. Ability to get along with people, self-confidence, and leadership potential.
b. Academic achievement, grades.
c. Well-thought-out personal and career goals.
d. Interest in the type of work my company performs.
e. Personal initiative, enthusiasm, and drive.
f. Ability to express him/herself orally and in writing.
g. Realism of salary demands; willingness to work up from the bottom.
h. Personal Appearance.
i. Involvement in extracurricular activities.
j. Awareness of what my company is all about; has read literature about it.
k. Willingness to travel or move.
l. Concern for security and benefits versus interest in job.
m. Preparation for position for which he/she is applying.
*Adapted from: “Becoming a Master Student” (2004)
Twenty Questions An Employer Will Ask
1. Tell me about yourself?

2. Please describe the background you have which would qualify you for this job?

3.  Why do you want this job?

4.  Have you done jobs similar to this one before?

5.  What training (education) have you had which prepared you for this job?

6.  Could you tell me about your job-related skills?

7.  What are your career goals?

8.  What do you plan to be doing in five years?

9.  What are your strong points?

10. What are your weak points?

11. Why do you want to work for this organization (company)?

12. What is important to you in a job?  Why?

13. How do you work under pressure?

14. Why do you feel you will be successful in this position?

15. What can you contribute to this organization (company)?

16. For what reasons did you leave your previous positions?

17. What do you like to do best on a job?

18. When can you start work?

19. What would you like to know about this job?

20. Do you have any other questions?

Twenty Questions You Should Ask An Employer
1.  If hired, would I be filling a newly created job, or replacing someone?

2.  When was my predecessor promoted?

3.  Would you describe a typical work day and the things I’d be doing?

4.  What duties are most important for the job?  Least important?

5.  How would I be trained or introduced to the job?

6.  How is the job important to the company—how does it contribute?

7.  What are the department’s goals for the year?

8.  Who are the other people I’d be working with and what do they do?

9.  Can someone in this job be promoted?   If so, to what position?

10. How will I get feedback on my job performance?

11. If hired, would I report directly to you, or to someone else?

12. Has the company had a layoff in the last three years?  How long was the layoff?

      Was everyone recalled?

13. Is this company owned by another corporation?

14. What major markets does this company compete in?

15. Are sales up or down over the last year?

16. If you were to offer me this job, where could I expect to be five years from today?

17. Do you think I’ll find this job to be challenging and stimulating?

18. Could you give me a tour?  I’d enjoy seeing where your people work.

19. What could I say or do to convince you to offer me this job?

20. I want this job. Would you consider giving me a 30 day trial period to prove myself?

INTERVIEW ITSELF-

-BE EARLY



-BEGIN WITH A FRIENDLY GREETING & FIRM HANDSHAKE.


-SPEAK CLEARLY & LOUD ENOUGH TO BE HEARD.

-SMALL TALK IS FINE-IT HELPS SETTLE YOU DOWN, BUT DON’T

 DWELL ON IT.

-POSTURE IS IMPORTANT – DON’T SLOUCH OR APPEAR TOO CASUAL.

-DON’T “COMPLAIN” ABOUT PREVIOUS EMPLOYERS OR BOSSES.

-TAKE YOUR PERSONAL DATA SHEET WITH YOU AND DON’T

  HESITATE TO REFER TO IT.

-LISTEN CAREFULLY, IF YOU DON’T UNDERSTAND SOMETHING

  ASK QUESTIONS.

-WHEN TALKING TO THE INTERVIEWER, LOOK IN THEIR EYES.

Activity III 

JOB APPLICATION CHECKLIST

Yes / No

___  ___
 1. Followed directions on the application.

___  ___
 2. Answers are printed, not written.

___  ___
 3. Answers are neat, clear, and legible.

___  ___
 4. Answers are short, concise, and carefully worded.

___  ___
 5. Used correct grammar, punctuation, and spelling.

___  ___
 6. Used N/A (not applicable) or a dash mark (--) where questions

      did not pertain.

___  ___
 7. Used a blue or black pen, not a pencil.

___  ___
 8. Answers were kept within the spaces provided.

___  ___
 9. Clearly indicated the specific job (s) applying for.

___  ___
10. Dates and events appear accurate.

___  ___
11. Presented qualifications for the job(s) in a clear and convincing manner.

___  ___
12. Reasons for leaving each position were understandable.

___  ___
13. Did not indicate an expected salary.

___  ___
14. Read and signed the employer’s release statement.

Activity IV

LIFE HISTORY – START TO BUILD A RESUME

Name_________________________Address_________________________

_____________________________Phone___________________________

EDUCATION

   High School(s)__________________________Dates attended____________











    ____________

   College(s)______________________________Dates attended____________











     ____________

   Degree(s)______________________________Year____________________

   Major(s)_______________________________Minor(s)_________________

   Vocational School_________________________Dates attended____________

   Specialized training in_____________________________________________

   Seminars, workshops, conferences


Topic






Dates

______________________________

_________________________

______________________________

_________________________

______________________________

_________________________

PAID EXPERIENCE (start with the most recent employment first)

   Position___________________________Employer_______________________

   Dates of employment_________________Address________________________

   Responsibilities___________________________________________________

   _______________________________________________________________

   Position___________________________Employer_______________________

   Dates of employment_________________Address________________________

   Responsibilities___________________________________________________

   _______________________________________________________________

   Position___________________________Employer_______________________

   Dates of employment_________________Address________________________

   Responsibilities___________________________________________________

   _______________________________________________________________

   Position___________________________Employer_______________________

   Dates of employment_________________Address________________________

   Responsibilities___________________________________________________

   _______________________________________________________________

   Position___________________________Employer_______________________

   Dates of employment_________________Address________________________

   Responsibilities___________________________________________________

   ________________________ ______________________________________

   _______________________________________________________________
VOLUNTEER WORK

   Organization_____________________________________________________

   My role or position in organization_____________________________________

   Special duties, responsibilities, committee work___________________________

   _______________________________________________________________

   _______________________________________________________________

 Organization______________________________________________________

   My role or position in organization_____________________________________

   Special duties, responsibilities, committee work___________________________

   _______________________________________________________________

   _______________________________________________________________

  Organization_____________________________________________________

   My role or position in organization_____________________________________

   Special duties, responsibilities, committee work___________________________

   _______________________________________________________________

   _______________________________________________________________
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Great Job Certificate





This certifies that








has successfully explored six different


 career paths





Arts & Communications


Business Management & Technology


Health Services


Human Services


Industrial & Engineering Technology


Natural Resources & Technology














SCHOOL-BASED LEARNING














INSTITUTIONAL STRATEGIES





CONNECTING ACTIVITIES























HIGH WAGE











