School to Career

12TH EDITION

Brian Hutchison, Ph.D., LPC
Walden University
Minneapolis, Minnesota

Grace W. Wambu, Ed.D., LAC, NCC
New Jersey City University
Jersey City, New Jersey

KatheryneT. Leigh-Osroosh, Ph.D., NCC

University at Buffalo
Buffalo, New York

NOCTI

J.J. Littrell, Ed.D.
Arizona State University
Tempe, Arizona

James H. Lorenz, Ed.D.
Middle Tennessee State University
Murfreesboro, Tennessee

Harry T. Smith, Ed.D.
Tennessee Technological University

Cookeville, Tennessee

PRECISION EXAME

Publisher

The Goodheart-Willcox Company, Inc.

Tinley Park, Illinois
WWW.Z-Ww.com

| 1. I_'LZIJE:-L'IE:'II:IZ
L



Copyright © 2023
by
The Goodheart-Willcox Company, Inc.

Previous edition copyright 2018, 2014, 2012
Previous editions copyright 2009, 2006, 2004, 2000, 1996, 1991, 1987, 1984
(Under the title School to Work)

All rights reserved. No part of this work may be reproduced, stored, or transmitted in
any form or by any electronic or mechanical means, including information storage and
retrieval systems, without the prior written permission of
The Goodheart-Willcox Company, Inc.

ISBN 978-1-64925-733-8
123456789-23-262524232221

The Goodheart-Willcox Company, Inc. Brand Disclaimer: Brand names, company names, and illustrations for products and services
included in this text are provided for educational purposes only and do not represent or imply endorsement or recommendation by the author
or the publisher.

The Goodheart-Willcox Company, Inc. Safety Notice: The reader is expressly advised to carefully read, understand, and apply all safety
precautions and warnings described in this book or that might also be indicated in undertaking the activities and exercises described herein to
minimize risk of personal injury or injury to others. Common sense and good judgment should also be exercised and applied to help avoid all
potential hazards. The reader should always refer to the appropriate manufacturer’s technical information, directions, and recommendations;
then proceed with care to follow specific equipment operating instructions. The reader should understand these notices and cautions are not
exhaustive.

The publisher makes no warranty or representation whatsoever, either expressed or implied, including but not limited to equipment, proce-
dures, and applications described or referred to herein, their quality, performance, merchantability, or fitness for a particular purpose. The
publisher assumes no responsibility for any changes, errors, or omissions in this book. The publisher specifically disclaims any liability what-
soever, including any direct, indirect, incidental, consequential, special, or exemplary damages resulting, in whole or in part, from the reader’s
use or reliance upon the information, instructions, procedures, warnings, cautions, applications, or other matter contained in this book. The
publisher assumes no responsibility for the activities of the reader.

The Goodheart-Willcox Company, Inc. Internet Disclaimer: The Internet resources and listings in this Goodheart-Willcox Publisher
product are provided solely as a convenience to you. These resources and listings were reviewed at the time of publication to provide you
with accurate, safe, and appropriate information. Goodheart-Willcox Publisher has no control over the referenced websites and, due to the
dynamic nature of the Internet, is not responsible or liable for the content, products, or performance of links to other websites or resources.
Goodheart-Willcox Publisher makes no representation, either expressed or implied, regarding the content of these websites, and such
references do not constitute an endorsement or recommendation of the information or content presented. It is your responsibility to take all
protective measures to guard against inappropriate content, viruses, or other destructive elements.

Image Credits. Front cover: Top row: gpointstudio/Shutterstock.com; MBI/Shutterstock.com; Middle row: George
Rudy/Shutterstock.com; Kate Kultsevych/Shutterstock.com; Bottom row: Koldunov/Shutterstock.com; Mark Agnor/
Shutterstock.com; Career Case, Ethical Leadership, Go Green, and Soft Skills: bearsky23/Shutterstock.com



Introduction

As a young adult, an important key to your success will be preparing for the transition from
high school to your first career. To help you make this transition, School to Career will guide you
through essential 21st century life and career skills that you will need after you graduate from
high school.

By studying this text, you will learn personal, decision-making, and employability skills
that will give you a solid foundation for your future. Skills for success such as teamwork and
problem solving, communicating on the job, and leadership are also covered. You will have an
opportunity to research and learn about careers to help you define your future goals. As part
of the learning process, you will assess your skills and abilities to help make decisions about a
career that is a good fit for you. Included in your exploration will be information about college
and other postsecondary programs that can help you reach your goals.

About the Authors

Brian Hutchison is core faculty in the School of Counseling at Walden University. Hutchison
has worked as a teacher, administrator, and counselor as well as a career and mental health
counselor. His focus is on helping students and adults find a career that interests them

while helping build a better life. Hutchison received his doctorate and master degrees from
Pennsylvania State University and his bachelor degree from Lock Haven University.

Grace W. Wambu is an associate professor of counseling in the Department of Counselor
Education at New Jersey City University. Wambu began her career as a high school teacher and
school counselor and currently is a counselor educator. She has taught several courses, including
career counseling and development. Wambu obtained her doctorate degree from Northern
Illinois University. She also obtained a certificate of Graduate Study in Career Development.

Katheryne T. Leigh-Osroosh is an assistant professor of school counseling at University
at Buffalo. Her experience in K-12 education included serving as a direct support professional
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in theory, human development, and learning and instruction. Leigh-Osroosh received her
doctorate degree from the University of Missouri-St. Louis. She is also a certified school
counselor in New York State.
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of Minnesota, and the University of Missouri.
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Goodheart-Willcox appreciates the value of industry credentials,
certifications, and accreditation. We are pleased to partner with leading
organizations to support students and programs in achieving credentials.
Integrating industry-recognized credentialing into a career and technical
education (CTE) program provides many benefits for the student and for the
institution. By achieving third-party certificates, students gain confidence,
have proof of a measurable level of knowledge and skills, and earn a valuable
achievement to include in their résumés. For educators and administrators,
industry-recognized credentials and accreditation validate learning, enhance
the credibility of programs, and provide valuable data to measure student
performance and help guide continuous program improvement.

School to Career is correlated to the 21st Century Skills for Workplace
Success employability credential offered by NOCTTI. It is also correlated to
the 21st Century Success Skills certification as well as Preparing for College
and Careers certification offered by Precision Exams by YouScience.

NOCTI Certifications

Goodheart-Willcox is pleased to partner with NOCTI, a leading provider
of industry certification solutions for CTE programs across the nation.
With over 50 years of experience, NOCTT is a valuable partner in the CTE
community’s efforts to improve America’s workforce. Goodheart-Willcox
has created correlations between select products and the standards and
competencies that make up the NOCTTI credentials, to the benefit of states,
instructors, and students working to achieve NOCTT credentials.

NOCTT certifications (knowledge-based and skill-based) are developed
by national teams of subject matter experts as part of the process that
meets personnel accrediting standards and requirements under ISO 17.024,
resulting in credentials measuring skills and competencies critical for learner
success outside the classroom. From online test delivery and psychometric
services to digital badging and professional development, NOCTT uses the
latest tools and methods to provide relevant solutions for those in CTE. For
more information about NOCTI, visit www.nocti.org.

Precision Exams Certifications

Goodheart-Willcox is pleased to partner with Precision Exams by
YouScience, correlating select Goodheart-Willcox titles to Precision Exams
certifications, to the benefit of states, instructors, and students working to
achieve Precision Exams certifications.

Precisions Exams Standards and Career Skill Exams™ are created in
concert with industry and subject matter experts to match real-world skills
and marketplace demands. Students who pass the exam and performance
portion of the exam can earn a Career Skills Certification™. For more
information about Precision Exams by YouScience, including a complete
listing of their 150+ Career Skills Exams™ and certificates, please visit
www.youscience.com/certifications/career-clusters/.

To see how School to Career correlates to credentialing and
certification standards, visit the Correlations tab at
www.g-w.com/school-to-career-2023.



Guided Tour

The instructional design includes student-focused learning tools to help students succeed. This
visual guide highlights the features designed for the textbook.
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Ethical Leadership features offer
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you will be confronted as you prepare
for your future.
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Event Prep features focus on preparing
you for CTSO competitive events,
helping you to succeed in your CTSO
and preparing you for your career.
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Figure 1.1
19 work s expectectt0 grow i many occupationalareas in the next ten years,

1o manage your own career and watch for new opportunities,
Keep career flexibilty in mind as you explors various occupations
and careers.

Career Clusters
Thinking about the world of work even five vears into the future can
be confusing and overwhelming. Luckily, even with all of the changes
in the 21st century world of work, work itself can be categorized in a
way that can help you determine your best fit.

One of the best Ways o learn about careers is by studying career
clusters. Career clusters are &roups of occupational and career
specialties. The clusters are developed by educators, employers, and

e and career success. As changes occur in the

workplace, career clusters can also change. Currently, there are 16
career clusters, as shown in Figure 1.2

Bach career cluster shows a grouping of carcers and skills required.
Carcer pathways are subgroups within the cares. clusters that reflect
ore wpations requiring similar knowledge and skills. Withis each pathway
are various occupations ranging from entry-level 1 advanced. Each step
forward likely requires additional training and experience.

Go Green....., cssenss
Itis important to take time to reflect and assess your current

feelings about the 90 green” concept. In other words: how do

you feel about adopting an environmentally riendly lfestyle by, recycling,
buying local, reusing, minimizing driving, and so forth? Are you willing to
make the extra effort to sort plastics, paper, glass, and metals from your
household trash? Are you committed to buying local when possible, and
2re youreally willing to walk or ride  bike when it might be a bit more
‘convenient to drive?

oo Gosanr ik co. i

Check Your Understandir}g quest'lons at
the end of each chapter section prov1c11e arrlled
opportunity to review wI.lant you have lear
before moving on to additional content.
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Atiending career events at school and listening to guest speakers
o ptivities that can help cxpand your awareness g understanding
of the hundreds of possible careers for you, Speakers c:
practical information on wi

y can help arrange field trips as pare
©fa class project. Most emplayers ase happy to conduc

pework. The experience may last a few hourg or 5 couple of days.
Petmission from the employer is always requiros

Volunteering s another way to learn about work Animal shelters,
+esyeling centers, and many other nonprofit operatiope rely on
volunteer help. By volunteering, you can obsorne different types of
work while contributing to activities that benefy your community.

There are few things more personal than 3 caserr decision. What
Your friends decide should not affect you decisgan Your final choice
Intoneresult in a carer that takes full advantage of yogy unique
interests and abilities.

Review

CHECK YOUR UNDERSTANDING
- Why is work important?
2. Explain the d
3 What do occupationa trends tel us about jobey
& Why are career clusters important?
5 List two ways to explore career opportunities,

BUILD YOUR VOCABULARY

s you progress through this text, develop a personal glossary of career-
related terms and add it to your portfolo. T g help build your
wocabulary and prepare you for your career of choice, e definition for
each of the following terms, and add it to your persaryl career glossary,

abachelor degree.

job career clusters
occupation
career associate degree
occupational trend
9ig economy

Job shadowing

Build Your Vocabulary acFiVities review1 t?::1 key
terms presented in each section. By comp irla tg
these activities, you will be able to demons

your understanding of vocabulary terms.




Chapter Summary
Section 5.1 Career Decisions

511 d maj
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Section 5.2 Youx Career Plan

i inmaking a career

routine and requireltte t
‘and may greatly influence you!
10512 Listthe sevensteps

ly the deci
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" hen making choices about your
sions may involve
I Work decisions can affect your job performance.
rchases, budgets, and investments.

e Making a career decision takes
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on il afect your future Making 2 coee SESCT U

Janning. Both critical
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First, you must recognize Wi inch
e ond wesknesses Thenyou st
Y e specic detals that will el you achieve your career 858 © 0T

Etep.including extracurricular activities, work experience:
step,

requirements.
L0524 Identify the purpose of a career ladder. s
A careerladder offers alogical progression from one \e\vele vmult:i:a -

A emacifc career path. Often, you will tartin an entry Vel

pnfmcled to.an advanced-level job.

The Chapter Summary
presents key chapter concepts
tied to each learning objective
for quick review.

Apply Your

Knowledge activities
challenge you to relate
what you learned in the
chapter with your own
ideas, experiences, and

goals.

Teamwork activities encourage a collaborative
experience to help you learn how to interact with

other students in a productive manner.
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discuss the interviews in class
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College and Car.egr
((. Readiness Activities
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st Read the articles closely.
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Review Your Knowledge
questions cover the basic
concepts presented in the

chapter so you can evaluate your

understanding of the material.

Chapter

Review Your Knowledge
1- Explain why most people work,

2
Compare and contrast the terms job, occupation, ang career,

6. List
than holding a job, aceoter
7oz century silsmportantin the workplace?
3 cal skils considered essential by emmploy
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Apply Your Knowledge
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Apply Your Technology SKkills activities
include downloadable files that provide

opportunities to engage with technology and the

text material.

Apply Your Technology Skills

Access the G-W Learning

practice what you have learned,
Activity File 17-1 Comparing Tax Return Options
"ty File 17-2 Comparing Tax Return Software

Activity i
ctivity File 17-3 Maintaining a Checking Account Register

( . College and Career
Readiness Portfolio

When you apply for a job, a volunteer Pposition,
youmay beasked to complete an appiieation
document used to request admission,

lication varies, but all i .

the applicant i
PP lcant. For example, an application will have spaces for Youto ener

oradmission to a college,
An application s a form or
membership, or hiing. The length of
i
fi

You may be asked
This me:

application online i to
fillng out a form on
m on a websi
fiing ebsite, make sure the webei
1. Download an appication ro
source. Practice completing
application o be complete
appearance.
2. Locate another
pplication on the Internet for a
: job,co
seice Practice completing the formanine, bt s e
@ form since this s a
e om onlyapractice activiy. f possible, print the
3. Place the application comy
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m the Internet or obtain

in one from another
the application by hand. Your goal s for the
and accurate. It should also have a clean, neat

Pleted by hand in the container for your print

4.
/¢ or scan the application completed online for your e-portfolio,

Chapter 17, Understanding Your Money

College and Career Readiness Portfolio
activities provide guidance to create a personal
portfolio for use when exploring volunteer,
education and training, and career opportunities.

College and Career Readiness Activities provide
ways for you to demonstrate the literacy and career

readiness skills you have mastered.
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TOOLS FOR STUDENT AND INSTRUGTOR SUCGESS

Student Tools
Student Text

School to Career is a contemporary text that presents the skills for success that are
vitally important in today’s workplace. The basics of career exploration are introduced
in an easy-to-understand manner, which helps students make connections to the
concepts.

By studying this text, students will learn personal, decision-making, and
employability skills that will help create a foundation for independence. Students will
learn how to become valuable employees and responsible citizens. Personal financial
management information is also presented to help students become knowledgeable
consumers and financially literate individuals.

Workbook

The workbook that accompanies School to Career includes instructor-created activities to help students recall,
review, and apply concepts introduced in the book.

Online Learning Suite

The Online Learning Suite provides the foundation of instruction and learning for digital and blended
classrooms. An easy-to-manage shared classroom subscription makes it a hassle-free solution for both
students and instructors. An online student text and workbook, along with rich supplemental content, brings
digital learning to the classroom. All instructional materials are found on a convenient online bookshelf and are
accessible at home, at school, or on the go.

Online Learning Suite/Student Text Bundle

Looking for a blended solution? Goodheart-Willcox offers the
Online Learning Suite bundled with the printed text in one
easy-to-access package. Students have the flexibility to use
the printed text, the Online Learning Suite, or a combination of
both components to meet their individual learning styles. The
convenient packaging makes managing and accessing content
easy and efficient.

Instructor Tools
LMS Integration

Integrate Goodheart-Willcox content within your Learning Management System for a seamless user
experience for both you and your students. LMS-ready content in Common Cartridge® format facilitates
single sign-on integration and gives you control of student enroliment and data. With a Common Cartridge
integration, you can access the LMS features and tools you are accustomed to using and G-W course
resources in one convenient location—your LMS.

To provide a complete learning package for you and your students, G-W Common Cartridge includes the
Online Learning Suite and Online Instructor Resources. When you incorporate G-W content into your courses
via Common Cartridge, you have the flexibility to customize and structure the content to meet the educational
needs of your students. You may also choose to add your own content to the course.

QTI® question banks are available within the Online Instructor Resources for import into your LMS.

These prebuilt assessments help you measure student knowledge and track results in your LMS gradebook.
Questions and tests can be customized to meet your assessment needs.



Online Instructor Resources (OIR)

Online Instructor Resources provide all the support
needed to make preparation and classroom instruction
easier than ever. Available in one accessible location,
the OIR includes Instructor Resources, Instructor’s
Presentations for PowerPoint®, and Assessment
Software with Question Banks. The OIR is available
as a subscription and can be accessed at school, at
home, or on the go.

Instructor Resources One resource provides
instructors with time-saving preparation tools such as
answer keys, editable lesson plans, and other teaching
aids.

i e i Erwe o, Lo arfiee S,

Instructor’s Presentations for PowerPoint® These fully customizable, richly illustrated slides help you

teach and visually reinforce the key concepts from each chapter.

Assessment Software with Question Banks Administer and manage assessments to meet your classroom
needs. The question banks that accompany this textbook include hundreds of matching, true/false, completion, multiple
choice, and short answer questions to assess student knowledge of the content in each chapter. Using the assessment

software simplifies the process of creating, managing, administering, and grading tests. You can have the software
generate a test for you with randomly selected questions. You may also choose specific questions from the question
banks and, if you wish, add your own questions to create customized tests to meet your classroom needs.

G-IV Integrated Learning Solution

INSTRUCTIONAL ¢ Knowledge and skills
CONTENT e Curriculum-based
e Standards-aligned

® Pedagogically sound

REINFORCEMENT
AND PRACTICE
e | abs

STUDENT e Media-rich
assets
s“ccEss ¢ Projects
e Learning

e |llustrations
o Self-assessment
objective- Technically skilled
based Knowledge-rich
e Multiple levels
of learning Career ready
e Analytics
and reporting
e Formative
and summative
assessments

ASSESSMENT

INSTRUCTOR e Instructional strategies
TOOLS ° Lesson plans
* PowerPoints
e Test banks
e Standards correlations
e Answer keys

The G-W Integrated Learning Solution
offers easy-to-use resources that
help students and instructors
achieve success.

» EXPERT AUTHORS
» TRUSTED REVIEWERS
> 100 YEARS OF EXPERIENCE

EMPLOYABILITY SKILLS - TECHNICAL SKILLS - ACADEMIC KNOUVLEDGE - INDUSTRY RECOGNIZED STANDARDS
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